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This manual contains Lavis Health and Safety Policies, Procedures and Forms. The 

most up-to-date versions of policies, procedures and forms are stored on the Lavis 

SharePoint site, under “Health & Safety Info”. If you do not have access to this 

site, request updated copies from your Manager or the Health, Safety and 

Environmental Department.  

The information presented here, is to the best of our knowledge, current at the 

time of printing and is intended for general application. This publication is to be 

used as a guide. It is not intended for replacement of any government legislative 

and/or regulatory requirements.  

This manual is the property of Lavis. It is not to be reprinted or distributed 
without permission.  
 



2019 HEALTH & SAFETY POLICY 
STATEMENT 

POLICY NUMBER: 

POL-SAF-Statement 

Rev. 5 
Element #1 

SAFETY POLICIES AND PROCEDURES 
DISTRIBUTION: All Locations 

PAGES: 1 

REVISION DATE: 
January 1, 2019 

Our Commitment 

The owner and management of Lavis Contracting Ltd. is committed to working together with our employees in 
the spirit of consultation and cooperation for the proper functioning of an effective health and safety 
management system, recognizing that everyone has a right to a safe workplace. Lavis Contracting Ltd. is 
committed to providing a safe and healthy work environment, to preventing injuries and illness, maintaining 
compliance to legislative and regulatory requirements, monitoring our sub-contractors, and ensuring the safety 
of members of the public. Lavis Contracting Ltd. is committed to the continual improvement of our health and 
safety management system. Safety is an important part of everyone’s responsibility.  

Responsibilities 

All employees – managers, supervisors, and workers – have responsibilities as part of the health and safety 
system; to work safely, to report incidents and near misses, to follow legislative requirements, and to look out 
for the safety of others. We believe in the principles of the Internal Responsibility System – that safety is a 
shared responsibility. 

Our Annual Health and Safety Objectives 

Lavis Contracting Ltd. has set the following health and safety objectives for 2019: 

 Enhanced focus on “Prevention” of all incidents in the workplace.
 Enhanced understanding and performance in reporting all incidents, including near misses, events,

and injuries.
 Enhanced focus on “Pre-Job Hazard Assessment” and “Management of Change.”

Our Actions 

Lavis Contracting Ltd. encourages the engagement, involvement and participation of all employees to 
improving health and safety in our workplaces and preventing injuries and illnesses. Lavis Contracting Ltd. will 
implement best industry practices where practical, maintain our properties, worksites, vehicles, and equipment 
in safe working condition, provide health and safety training and orientation, and promote health and safety 
on-and-off the job. Lavis Contracting Ltd. will regularly audit our health and safety system, take corrective 
actions in areas needing enhancement, and work diligently to ensure an effective health and safety 
management system. 

Bentley Ehgoetz 
Director of Operations 
January 1, 2019 
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2019 ENVIRONMENTAL POLICY 
STATEMENT 

POLICY NUMBER: 

POL-ENV-Statement 

Rev. 5 
Element #1 

SAFETY POLICIES AND PROCEDURES 
DISTRIBUTION: All Locations 

PAGES: 1 

REVISION DATE: 
January 1, 2019 

Our Commitment 

The owner and management of Lavis Contracting Ltd. is committed to the protection of the environment, to 
preventing pollution, and planning our operations to ensure the preservation and to minimize our impact on 
our natural surroundings. Lavis Contracting Ltd. is committed to the continual improvement of our 
environmental management systems – including environmental monitoring, policies, procedures, and practices. 
Lavis Contracting Ltd. will comply with all legislated standards and regulations and will work to ensure our sub-
contractors adhere to environmental legislative requirements as well as the Lavis Contracting Ltd. 
Environmental Policy. Lavis Contracting Ltd. will ensure the proper reporting and response should our 
operations negatively impact the natural environment.  

Our Objectives 

Lavis Contracting Ltd. has set the following environmental objectives for 2019: 

 Enhance and Standardize our company-wide environmental management system (Plan, Do,
Check, Act).

 Assess the environmental risks posed by our operations and implement risk mitigation strategies
for the protection of the natural environment. 

 Report all spills according to the EPA (Environmental Protection Act) and ensure an adequate
response.

 Maintain our ISO 14001 Environmental Management System certifications, as required, and
review performance.

 Recycle products that will reduce the amount of waste. 

Our Actions 

Lavis Contracting Ltd. encourages the participation and involvement of all workplace parties – management, 
supervisors, workers, and subcontractors – to ensure environmental management practices are incorporated 
into our operations. Lavis Contracting Ltd. will implement best industry practices, where practical, for 
environmental management and participate in raising awareness and educating employees in protecting the 
environment. Lavis Contracting Ltd. will partner with the communities we work in and with stakeholders in our 
industry in the spirit of prevention.  

Bentley Ehgoetz  
Director of Operations 
January 1, 2019 
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Internal Responsibility System (IRS) 
 

GENERAL 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The IRS is a system, within an organization, where everyone has direct responsibility 
for health and safety as an essential part of his or her job. Each person takes 
initiative on health and safety issues and works to solve problems and make 
improvements on an on-going basis. 
 
 

APPLICATION The IRS applies to all workplace parties. 

PROTECTIVE 
MECHANISMS 

Health and Safety Responsibilities Policy (POL-SAF-030)  
Job Hazard Analysis (JHA) 
Safe Work Practices 
Safe Job Procedures 
Company Policies and Procedures – including Company Rules  
Personal Protective Equipment (PPE) 
Workplace Inspections 
Incident Report Procedure (PRO-SAF-001) and related forms  

SELECTION 
AND USE 

The IRS is a shared responsibility among the workplace parties to actively maintain a 
healthy and safe workplace. 

SUPERVISOR 
RESPONSIBILITY 

Participate in the IRS.  
 
Understand their health and safety responsibilities and the rules and regulations that 
apply to the work in their division and work area(s). 
 
Ensure all workers participate in a daily JHA and are aware of the hazards they may 
encounter on the job or in the workplace. 
 
Ensure workers are aware of all applicable company Policies (including Company 
Rules), Procedures, Safe Work Practices, Safe Job Procedures, etc. 
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Ensure disciplinary action is taken for violations of Company Rules.  
 
Ensure the appropriate PPE is made available to all workers, and workers use the 
prescribed PPE.  
 
Complete workplace inspections as required, and ensure workers complete 
workplace inspections as required.  
 
Complete incident investigations where required.  

WORKER 
RESPONSIBILITY 

Participate in the IRS.  
 
Understand their health and safety responsibilities and the rules and regulations that 
apply to the work in their division and work area(s). 
 
Participate in a daily JHA. 
 
Immediately report all hazards and unsafe acts to their supervisor using the 
appropriate procedures and related forms. 
 
Adhere to all applicable company Policies (including Company Rules), Procedures, 
Safe Work Practices, Safe Job Procedures, etc. 
 
Use the required PPE as directed.  
 
Complete workplace inspections as required, including pre and post shift inspections 
of vehicles and equipment.   
 
Immediately report all incidents and near misses to their supervisor using the 
appropriate procedures and related forms, and cooperate with incident 
investigations. 
 
Raise any health and safety-related concerns to the Joint Health and Safety 
Committee (JHSC) Worker Representative.  
 
Participate in the Return to Work program following a workplace injury. 

APPROVAL Health, Safety and Environmental Department 

  
SWP-SAF-191 Rev. 0, January 1, 2019 
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 SAFE WORK PRACTICES 
POLICY NUMBER:  
POL-SAF-017 Rev. 1 

Element #3 

SAFETY POLICIES AND PROCEDURES 
DISTRIBUTION: All Locations 

PAGES: 2 
REVISION DATE:  

January 1, 2018 

 
Policy  
 
Lavis Contracting will develop Safe Work Practices for general and specific work activity to address hazards 
that may be presented when performing work tasks, or during project activities or operations. Safe Work 
Practices are general in nature and work to supplement other knowledge gained through experience, formal 
training, meetings or safety talks, and supervision. 
 
Purpose  
 
The purpose of this policy is to protect Lavis Contracting employees by establishing Safe Work Practices for 
common activities. This will assist our employees in performing tasks in a consistent and safe manner in order 
to prevent losses related to incident, injury, property damage, or damage to equipment and the environment. 
 
Safe Work Practices (SWPs) offer general information related to the protection of worker health and safety by 
offering reminders, actions, and tips for dealing with certain work situations. SWPs list (in no specific order) 
the responsibilities of both supervisors and workers, provide an explanation on selection and use of the SWP 
and the various protective mechanisms that relate to that practice.  
 
SWPs are tasks that are well-known activities that have been documented for educational, informational, and 
knowledge transfer purposes. SWPs are stored in a central location and reviewed by the Health, Safety and 
Environmental Department. SWPs reflect the various work operations and are divided into general and specific 
categories. General SWPs will apply to multiple Operations (e.g., Housekeeping) while others may be specific 
to an Operation (e.g., Grader Operator).  
 
Responsibilities & Commitment 
 
Lavis Contracting will establish Safe Work Practices with assistance from managers, supervisors, and 
employees.  Safe Work Practices will be reviewed annually by management and staff, to review their relevance 
and applicability.  
 
Project Managers and supervisors will ensure employees are provided with training and instruction on Safe 
Work Practices. All Lavis Contracting employees have a duty to comply with the Safe Work Practices and utilize 
all safety devices provided to them. 
 
Worker Input and Participation  
 
Worker input in the development and review of SWPs is an important part of the health and safety 
management system. Both workers and management shall participate in the development and review of Safe 
Work Practices. Workers will contribute their knowledge and experience in outlining SWPs.  
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Changes to SWPs 
 
New Safe Work Practices developed, or changes to existing Safe Work Practices will be reviewed by the 
Health, Safety and Environmental Department and added to the inventory of Safe Work Practices – and stored 
on a network location (e.g., SharePoint site) and in hard copy (paper copies for supervisors and the Health, 
Safety and Environmental Department). The SWPs are reviewed, issued and approved by the Health, Safety 
and Environmental Department. 
 
SWP Review & Training 
 
Safe Work Practices can be a useful tool to provide training and guidance to employees, helping them to work 
safely. Safe Work Practices include the everyday activities that workers perform such as: using ladders, three-
point contact, taking shelter from a tornado, etc. SWPs can also outline practices involving Occupational 
Health.    
 
Workers must be aware of SWPs. SWPs shall be reviewed: 
 

 During safety training sessions 
 As part of regular Safety Talks or as part of a Safety Alert 
 At Joint Health and Safety Committee meetings 
 Anytime there has been a change to the work plan, equipment or personnel (Management of Change) 
 During the Job Hazard Analysis briefing at the start of the shift 
 Annually to review their applicability and compliance to regulatory requirements 

 Anytime where it is appropriate to the work at hand.  
 
Availability of Safe Work Practices 
 
Safe Work Practices must be reviewed as part of a Safety Talk – particularly advance of starting work that 
relates to those practices. Construction work crews must list the SWPs reviewed prior to starting work directly 
on the Job Hazard Analysis for that day (by referencing the name of the Safe Work Practice or the number, 
e.g., SWP-SAF-012) in the “Relevant SWPs/SJPs reviewed” section.  
 
Copies of Safe Work Practices must be made available to workers and be present at work locations. The Safe 
Work Practices can be in hard copy printed format, or available electronically on the company intranet site. 
Copies of Safe Work Practices can be printed into manuals and kept in the supervisor’s truck on the job site, 
placed on or near the Safety Board, in the project/site trailer, or on a USB drive.  
 
The Safe Work Practices have an approved date and should be kept current. 
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 SAFE JOB PROCEDURES 
POLICY NUMBER:  

POL-SAF-018 Rev. 2 
Element #4 

SAFETY POLICIES AND PROCEDURES 
DISTRIBUTION: All Locations 

PAGES: 2 

REVISION DATE:  
January 1, 2019 

 
Policy  
 
Lavis Contracting will develop Safe Job Procedures (SJPs) for specific work activity to list the step-by-step 
procedures and to address hazards that may be present when performing work tasks, project activities, or 
operations. Safe Job Procedures are specific in nature and supplement other knowledge gained through 
experience, formal training, meetings or safety talks, and supervision.  
 
Purpose  
 
The purpose of this policy is to protect Lavis Contracting employees by establishing Safe Job Procedures for 
specific operational work activities. This will assist our employees in performing processes in a consistent and 
safe manner in order to prevent losses related to incident, injury, property damage, or damage to equipment 
and the environment. 
 
Safe Job Procedures offer specific step-by-step work instructions involving specific job tasks or operational 
activities. SJPs list: 

 
 The Tools and Equipment Required 
 The Material Required 

 The Personal Protective Equipment (PPE)  
 Detailed job steps 

 
Often times SJPs are well-known procedures that have been learned through experience that have been 
documented to ensure the protection and the safety of the individual performing the work task to ensure the 
proper sequencing of steps has been followed. This is accomplished with the assistance of managers, 
supervisors, and employees.  
 
Responsibilities & Commitment 
 
Lavis Contracting will establish Safe Job Procedures to minimize the risk of injury, illness and property damage. 
This process will be accomplished with the assistance of managers, supervisors, and employees.  Safe Job 
Procedures will be reviewed annually by management and staff, to review their relevance and applicability.  
 
Project Managers and supervisors will ensure employees are provided with training and instruction on Safe Job 
Procedures. All Lavis Contracting employees have a duty to comply with the Safe Job Procedures and utilize all 
safety devices provided to them. 
 
Worker Input and Participation  
 
Workers will provide input in the development and review of SJPs. Workers will contribute their knowledge and 
experience in outlining SJPs.  
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Changes to SJPs 
 
New Safe Job Procedures that are developed, or changes made to existing Safe Job Procedures will be 
reviewed by the Health, Safety and Environmental Department and added to the inventory of Safe Job 
Procedures – The Safe Job Procedures will be stored on a network location (e.g., SharePoint site) and in hard 
copy (paper copies for supervisors and the Health, Safety and Environmental Department). The SJPs are 
reviewed, issued and approved by the Health, Safety and Environmental Department. 
 
SJP Review & Training 
 
Safe Job Procedures are a useful tool to provide training and guidance to employees, helping them to work 
safely. SJPs involve the specific steps to complete a task. Workers should be aware of the SJPs. SJPs can be 
reviewed: 

 During safety training sessions 
 As part of regular Safety Talks 

 At Joint Health and Safety Committee meetings 
 During the Job Hazard Analysis briefing at the start of the shift 
 Anytime where it is appropriate to the work at hand 
 Anytime there has been a change to the work plan, equipment or personnel (Management of Change) 
 During worker orientation 
 With new employees that may not be familiar with the job steps or the work tasks 
 At least annually, to review legislative requirements/changes, and for suitability to work procedures, 

equipment, machinery or other factors that may impact the procedures 
 

Availability of Safe Job Procedures 
 
Safe Job Procedures must be reviewed as part of a Safety Talk, particularly in advance of starting work that 
relates to those practices. Construction work crews must list the SJPs reviewed prior to starting work directly 
on the Job Hazard Analysis for that day (by referencing the name of the Safe Job Procedure or the number, 
e.g., SJP-SAF-012) in the “Relevant SWPs/SJPs reviewed” section. 
 
Copies of Safe Job Procedures must be made available to workers and be present at work locations. The Safe 
Job Procedures can be in hard copy printed format, or available electronically on the company intranet site. 
Copies of Safe Job Procedures can be printed into manuals and kept in the Supervisor’s truck on the job site, 
placed on or near the Safety Board, in the project/site trailer, or on a USB drive.  
 
The Safe Job Procedures have an approved date and should be kept current. 
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 VIOLATION FORM 
FORM NUMBER:  

FOR-SAF-010 Rev. 1 
Element #5 

COMPANY FORM 
DISTRIBUTION: All Locations 

PAGES: 1 

REVISION DATE:  
January 1, 2019 

 

While the company will generally take disciplinary action in a progressive manner, it reserves the right, in its 
sole discretion with the approval of senior management, to decide whether and what disciplinary action will 
be taken in a given situation. 
1st Violation – Verbal Warning 

2nd Violation – Written Warning 

3rd Violation – Suspension/Last Chance Agreement 

4th Violation – Termination  

 

Employee Name: Date:  

Supervisor’s Name:  

 

Problem Discussed:  

 

 

 

 

 

 

Solution(s):  

 

 

 

 

 

 

Employee Signature: 

Supervisor’s Signature: 

Payroll #: 

Received by Human Resources Department:           Yes       No      

 

9



 GENERAL SAFETY RULES 
POLICY NUMBER:  

POL-SAF-005 Rev. 3 
Element #5 

SAFETY POLICIES AND PROCEDURES 
DISTRIBUTION: All Locations 

PAGES: 2 

REVISION DATE:  
January 1, 2019 

 
General Safety Rules 
 
Employees must follow the general safety rules as outlined in the Safety Policies and Procedures. 
Supervisors/Foremen/Managers are responsible for communicating and enforcing the general safety rules, 
provincial regulations and any customer rules with the employees on their crews, in their work areas, and in 
their work locations. 
 

1. Incidents, injuries or near misses, regardless of their nature, shall be immediately reported to 
your supervisor. 

2. All personnel shall wear approved CSA hard hats on the job. 
3. Clothing shall be appropriate to duties being performed. Long pants, a shirt (e.g., tank tops and 

cut-off shirts are not permitted) and CSA approved work boots. 
4. CSA Approved safety glasses are mandatory. Goggles or face shields shall be worn when 

welding, grinding and for other operations where eye protection is required. 
5. Smoking is permitted only in designated areas.  
6. Running is not permitted anywhere, except in the case of extreme emergency. 
7. Hand tools shall not be used for any purpose other than that intended. Any tools or equipment 

that is damaged or has worn parts shall be locked and tagged out and promptly repaired or 
replaced. 

8. Only competent personnel shall operate power tools, with guards furnished by the 
manufacturer in place. 

9. All electrical hand tools shall be grounded or double insulated. 
10. Explosive/power actuated tools shall be used only by persons who have been instructed and 

trained in their safe use. 
11. Compressed gas cylinders shall be secured in an upright position and stored properly. 
12. Possession or use on the job of intoxicating beverages or unauthorized drugs is strictly 

forbidden and constitutes grounds for termination. 
13. Riding on equipment is prohibited. No person shall ride any hook, hoist or other material 

handling equipment, which is used strictly for handling material and not specifically designed to 
carry riders. 

14. Authorized personnel shall carry out welding and burning operations only, with the appropriate 
protective equipment. 

15. Horseplay, fighting and possession of firearms are strictly forbidden on the job and constitute 
grounds for termination. 

 
  

  

10



Disciplinary Action  
 
All employees will be subject to disciplinary action for the following offences but not limited to, while on 
company property or during the performance of your job: 
 

 Flagrant safety violations, which do or could endanger life or damage company property. 
 Fighting or engaging in any “horse play”.  
 Unauthorized possession of firearms, other weapons, or explosives. 
 Removing without authority, destroying or tampering with any safety device, sign or signal.  

 Unauthorized use of first aid supplies and safety equipment or other equipment or property. 
 Under the influence of alcohol or drugs, or in the possession of alcohol or drugs. 
 Smoking outside of the “Designated Smoking Area”. 
 Not wearing required personal protective equipment (PPE) or equipment when it is a 

requirement of the job/task at hand. 
 Failure to report workplace injury, incidents, occupational illness within the designated 

timelines, as well as failure to report motor vehicle collisions to the immediate supervisor.  
 
Disciplinary action related to health and safety and the company safety rules will be carried out 
following the Corporate Discipline Policy (HR-14).  
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 BACKING-IN VEHICLES 
POLICY NUMBER:  

POL-SAF-006 Rev. 0 
Element #5 

SAFETY POLICIES AND PROCEDURES 
DISTRIBUTION: All Locations 

PAGES: 1 

REVISION DATE:  
January 1, 2019 

 
Purpose 
 
The purpose of this policy is to effectively deal with and eliminate preventable parking incidents with vehicles. 
All employees must be familiar with and comply with this policy. Supervisors are responsible for enforcing this 
policy.  
 
Scope 
 

This policy applies to all of Lavis Contracting. 

 
Policy 
 
Parking Company Vehicles – Driver is alone in the vehicle 
All vehicles must back into their parking spots at all times when parking. The driver is to back into the parking 
spot slowly and with caution, sound horn twice prior to backing up and check mirrors continuously to monitor 
potential hazards and blind spots. In congested areas when the driver is unsure if the way is clear, the driver is 
to get out and do a walk around the vehicle to ensure the way is clear before proceeding to park. 
 
Parking Company Vehicles – When a passenger or spotter is present 
All vehicles must back into parking spots at all times when parking. When a passenger or fellow employee is 
present, this employee must act as a spotter/signal person during the parking process. The spotter/signal 
person is to position themselves in a safe position and maintain visual and verbal communication with the 
driver throughout the entire parking process. 
 
Personal Vehicles Parked on Lavis Contracting Property 
All personal vehicles parked at any Lavis Contracting owned or operated facility must back into their parking 
spots when parking. All employees are advised to follow the parking protocols for Parking Company Vehicles 
when parking their personal vehicles. 
 
Exemption 
The only exemption to this policy is for vehicles that either require to be seasonally (i.e., in the winter) plugged 
in, or plugged in for operational reasons. Lavis Contracting insists on strict adherence to this policy, and 
employees in violation will be subject to disciplinary action up to and including dismissal. 
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HAND-HELD ELECTRONIC 

DEVICES 

POLICY NUMBER:  

POL-SAF-009 Rev. 1 
Element #5 

SAFETY POLICIES AND PROCEDURES 
DISTRIBUTION: All Locations 

PAGES: 2 

REVISION DATE:  
January 1, 2019 

 
Purpose 
 
The purpose of this policy is to establish guidelines for the use of hand-held communication including cellular 
phones, entertainment devices, devices with a display screen and other electronic devices during the 
performance of employment duties, to ensure a safe and productive working environment for all employees 
and the public and to meet minimum legislative requirements.  
 
Scope 
 
This policy applies to all of Lavis Contracting. 

 
Policy 
 
Commercial Motor Vehicles (CVOR Vehicles) 
 
Employees who are operating a Lavis Contracting owned, leased or rental commercial motor vehicle (being any 
vehicle which is over 4500kgs in weight) shall not under any circumstance use a hand-held communication 
device, cellular phone or other electronic device (whether personally owned or Company issued) while driving 
except in strict accordance with this policy. Drivers may use a Company issued or approved device that: 1) is 
securely mounted to the dashboard of the vehicle; or 2) that otherwise conforms to all applicable laws and 
regulations pertaining to the use of hand-held electronic devices and vehicle display screens while driving a 
motor vehicle. The acquisition of compliant equipment must be approved in writing by the operational Vice 
President for the business unit that requires the equipment. Notwithstanding anything else contained in this 
policy, employees are strongly encouraged to minimize the use of any electronic device while driving and to 
conduct any necessary communications from a parked position wherever possible. 
 
Non-Commercial Motor Vehicles (CVOR) 
 
Employees who are operating Lavis Contracting owned, leased or rental motor vehicles weighing less than 
4500kgs (e.g., Pickup trucks) shall not under any circumstance use a hand-held communication device, cellular 
phone or any other electronic device (whether Company issued or personally owned) while driving the vehicle 
in strict accordance with this policy. Drivers may use a Company issued or approved device that: 1) is securely 
mounted to the dashboard of the vehicle; or 2) that otherwise conforms to all applicable laws and regulations 
pertaining to the use of hand-held electronic devices and vehicle display screens while driving a motor vehicle. 
The acquisition of compliant equipment must be approved in writing by the operational Vice President for the 
business unit that requires the equipment.  Notwithstanding anything else contained in this policy, employees 
are strongly encouraged to minimize the use of any electronic device while driving and to conduct any 
necessary communications from a parked position wherever possible. 
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Operating Equipment  
 
Employees who are operating Lavis Contracting owned, leased or rental equipment shall not under any 
circumstance use a hand-held communication device, cellular phone or any other electronic device (whether 
Company issued or personally owned) while operating the equipment. 
 
Vehicles, Employee Owned or Leased 
 
Employees who are operating personal vehicles or who are using communications devices in the course of 
their employment shall not under any circumstance use a hand-held communication device, cellular phone or 
any other electronic device (whether Company issued or personally owned) while driving the vehicle except in 
strict accordance with this policy. Drivers may use a Company issued or approved device that: 1) is securely 
mounted to the dashboard of the vehicle; or 2) that otherwise conforms to all applicable laws and regulations 
pertaining to the use of hand-held electronic devices and vehicle display screens while driving a motor vehicle. 
Notwithstanding anything else contained in this policy, employees are strongly encouraged to minimize the use 
of any electronic device while driving and to conduct any necessary communications from a parked position 
wherever possible. Use of any electronic device must at all times be in compliance with all applicable laws and 
regulations and consistent with prudent driving practices. 
 
Personally Owned Hand-Held and Other Electronic Devices 
 
Employees are not permitted to use any personal cellular phones, pagers, BlackBerrys and other texting 
devices, MP3 players or any other electronic devices during working hours or during the performance of 
employment duties unless specific approval is received from management. Personally owned devices are any 
pieces of equipment not issued to the employee by Lavis Contracting. Any emergency external communication 
during work hours must be routed through the employee’s supervisor. Employees are permitted to use the 
equipment outlined above before or after work, but at all other times these devices must be turned off and 
stored so as not to be visible. Any personal device which is visible during work hours shall be deemed to be in 
violation of this policy and shall be confiscated until the completion of work on that day. 
 
General Requirements for All Employees and Vehicles 
 
Use of any electronic device in connection with employment duties or activities must at all times be in 
compliance with all applicable laws and regulations and consistent with prudent driving practices. 
 

Responsibilities 
 
Lavis Contracting insists on strict adherence to this policy and employees in violation will be subject to 
disciplinary action up to and including dismissal, according to the Corporate Discipline Policy (HR-14). 
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 VEHICLES AND EQUIPMENT 
POLICY NUMBER:  

POL-SAF-010 Rev. 1 
Element #5 

SAFETY POLICIES AND PROCEDURES 
DISTRIBUTION: All Locations 

PAGES: 2 

REVISION DATE:  
January 1, 2019 

 
Purpose 
 
The purpose of this policy is to define the terms under which the employee operates vehicles. 
 
Scope 
 
This policy applies to all sectors of the company. 
 
Policy 
 
Due to the nature of the various businesses in which Lavis Contracting is involved, it is necessary that the field 
supervisory, operating, and repair staff have a means of personal transportation, of transporting personnel, 
tools and equipment. In the majority of cases that is provided by assigning a vehicle (½ ton, ¾ ton, van, 
service or welder truck) to a particular employee.  
 

1. Operation of the vehicle while on or off duty under the influence of a controlled substance will result in 
immediate dismissal and/or termination of employment as per Corporate Discipline Policy.  

 
2. The employee will observe all rules of the applicable highway traffic act. All fines incurred as a result of 

the operation of the vehicle will be the responsibility of the driver. 
 
3. If the employee accumulates excessive demerit points or is involved in repeated motor vehicle collisions 

or highway traffic infractions, Lavis Contracting reserves the right to request the return of the company 
vehicle. The employee will be subject to appropriate disciplinary measures up to and including 
termination of employment, as per Corporate Discipline Policy.  

 
4. The vehicle is assigned to the employee solely to enable him or her to perform his or her assigned 

duties. At no time is it to be used for personal purposes either during or outside normal working hours. 
 

5. In some cases it is deemed that it is advantageous to allow the employee to take the vehicle home 
overnight and on weekends. This is to allow a quicker response to emergency conditions that could 
occur outside normal working hours, or to reduce the amount of traveling time to and from jobs. There 
may be a requirement to park the vehicle on company property overnight if job assignment, working 
conditions, etc., change. 

 
6. All fueling, if practical, shall be done at facilities provided by Lavis Contracting in the various yards. If 

this is not practical, and a credit card is assigned to the employee, the use of this card will be kept to 
the bare minimum and all purchases will be duly recorded on forms provided for this purpose and 
turned in every two weeks. Failure to comply with this requirement will result in the withdrawal of the 
credit card and any fuel purchased will be credited back to the employee through an expense account 
form. 

 
7. The vehicle is to be maintained in a neat and tidy condition and the assigned driver must ensure that it 

is serviced in accordance with a schedule developed by Lavis Contracting’s maintenance personnel. 
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Vehicle and Equipment Damage 
 
With the increasing number of vehicle and equipment collisions caused by improper driver behaviour and the 
escalating costs associated with repair and insurance, drivers of vehicles and operators of equipment involved 
in collisions deemed preventable shall be held accountable. 

 
Drivers and Operators of company owned or rented vehicles and equipment involved in any collision deemed 
preventable will be suspended without pay for two days for the first occurrence and five days for a second 
occurrence in a twelve month period. 
 
Failure to report any collision or damage to vehicle or equipment will result in disciplinary action being taken. 
Drivers and operators shall drive defensively and avoid collisions. 
 
Vehicle Collision and Personal Injury Reporting 
 
All supervisory personnel will, upon being notified of a personal injury or motor vehicle collision involving an 
employee under their control, investigate the incident using the Supervisor Incident Investigation Form, return 
it to the Divisional Office, and copy the Health, Safety and Environmental Department within 24 hours of the 
incident (refer to Incident Reporting Procedure). 
 
Vehicle and Equipment Collisions Frequency 
 
Any driver or operator of company owned or rented vehicles or equipment involved in three preventable 
collisions in a rolling 20 (twenty) month period will have their driving/operating privilege revoked. 
 
Vehicle and Equipment Backing Collisions  
 
Any driver or operator of company owned or rented vehicles and equipment involved in a backing collision 
deemed preventable will be suspended without pay for five days. If the collision is deemed as critical in nature, 
Senior Management may recommend a termination of employment.  
 
Ignition Interlock Program (if applicable)  
 
Anyone convicted of an impaired driving offence on or after December 23, 2001 will be subject to the Ignition 
Interlock Program. Upon reinstatement of the convicted person’s driver’s license that person must have an 
ignition interlock device installed on all vehicles they are to operate for a period of at least one year. This 
includes company vehicles as well as personal vehicles. 
 

When hiring or re-hiring persons who will operate company owned or rented vehicles or equipment their 
driver’s license must be checked for an ignition interlock (‘I’) condition. 
 

No person will be allowed to operate company owned or rented vehicles or equipment while they have an 
ignition interlock (‘I’) condition on their driver’s license. 
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PERSONAL PROTECTIVE 

EQUIPMENT 
 

POLICY NUMBER:  

POL-SAF-026 Rev. 2 
Element #6 

SAFETY POLICIES AND PROCEDURES 
DISTRIBUTION: All Locations 

PAGES: 5 

REVISION DATE:  
January 1, 2019 

 
Purpose 
 
The purpose is to clearly outline the Company Policy around the use of proper personal protective equipment 
(PPE) and to demonstrate that wearing PPE is everyone’s responsibility. PPE is an essential component 
of work activity with the sole purpose of protecting the health and safety of workers – when used as needed.  
 
Policy 
 
Personal protective equipment is the last line of defence. It is the final control mechanism for the protection of 
employees performing work tasks. Personal protective equipment requirements should be outlined in the 
appropriate Safe Job Procedures or Safe Work Practices (if applicable).  
 
While working on work-sites and in the appropriate locations where the hazards and risk present the need for 
adequate and proper personal protective equipment, it shall be worn.   
All employees must use the proper PPE as follows: 
 

Type of Protection Personal Protective Equipment 

Head Protection CSA Approved* “Class 1” Hard Hat (Minimum) 
CSA Approved “Class 2” Hard Hat (as required) 

Foot Protection CSA Approved Grade 1 work boots 

Visibility Safety/Traffic Vests 

Eye Protection CSA Approved Eye Protection/Glasses 

Hearing Protection CSA Approved Hearing Protection (when required) 

Respiratory Protection Properly rated masks, fit tested (if required) 

*Canadian Standards Association (CSA) seal or label on the product 
 
Lavis Contracting supplies specialty PPE, as well as hard hats, safety vests, eye and hearing protection. PPE 
must be cared for, cleaned, and maintained according to the manufacturers’ instructions. Employees shall 
wear shirts (e.g., tank tops and cut-off shirts are not permitted) and long pants at all times. 
 
All PPE purchased by the Company and put into use operationally, will conform with the relevant provincial 
Occupational Health & Safety Act, Regulations and Codes of Practice. 
 
Responsibilities  
 
Personal Protective Equipment is Everyone’s Responsibility. All employees, workers, supervisors, 
managers, and safety representatives share in the responsibility to ensure the PPE is available, being worn 
properly, kept in proper condition, and that the regulatory and legal requirements are being maintained.  
 
Supervisor Responsibilities  

 Ensure that the proper PPE for the hazards associated with the work, are provided. 
 Ensure that workers are wearing the proper PPE when required. 
 Conduct periodic inspections of workers and correct situations where workers are not wearing the 
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proper PPE. 
 Lead Safety Talks on the proper care and use of PPE. 
 Report repeat problem behaviours to Project Management and/or Divisional Management. 

 
Worker Responsibilities  

 Wear the right PPE for the job.   
 Keep the PPE in proper working condition and kept clean. 
 Ensure others are wearing the proper PPE if observed. 
 Inspect the PPE before and after each use. 
 Request replacement PPE when damaged or broken. 

 
Safety Representative/Department 

 Set policies and procedures on the use of personal protective equipment. 
 Observe PPE usage when conducting worksite inspections. 
 Report deviations from this procedure to the Supervisor, Project Manager, Divisional Manager, or 

person in charge. 
 
Procedures  

1. Head Protection 
2. Foot Protection 
3. Visibility 
4. Eye Protection 
5. Hand Protection 
6. Hearing Protection 
7. Respiratory Protection 
8. Specialized PPE 

 
1. Head Protection 

 Hard hats must meet the CSA standards and provincial regulations specific to the industry, and be kept 
in proper working condition (e.g., must be free of cracks). 

 The minimum requirement for hard hats is CSA approved Type 2. 
 Must be visually inspected prior to each use. 
 Never wear a safety hat without a properly adjusted suspension. This could reduce or eliminate its 

protective capabilities. 
 Do not tamper with the hard hats in any way that will weaken them or reduce their effectiveness: do 

not paint, drill ventilating holes, cover completely with stickers. 
 Both parts of the headwear must be compatible and maintained according to manufacturer’s 

instructions. If attachments are used with headgear (e.g., ear muffs or winter covers), they must be 
designed specifically for the use with the specific headwear used. 

 The usual maintenance for headgear is washing with a mild detergent and rinsing. 
 Hard hats that have suffered an impact should be disposed of and replaced. 
 Depending on manufacturer, life cycle of the hardhat may not start until it has been placed in service. 

Date of service should be placed on inside of hardhat when issued.  
 Exposure to sunlight should be minimized (e.g., on the dashboard or rear window of a vehicle when 

not being worn).  
 
2. Foot Protection 

 Employees supply their own safety boots. 
 Foot protection must be visually inspected prior to being worn.  
 All foot protection must be CSA Approved and have the green label (meaning puncture resistant).  

 Must be worn on all construction sites, plant locations, jobsites, and other appropriate locations and 
zones where construction footwear is needed. 
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 Must be properly laced up and clothing should be worn over the top of the boot to prevent foreign 
particles and liquids from falling inside. 

 Higher cut boots provide enhanced ankle support (preventing ankle rolls). 
 Must be in good condition (not excessively worn out, exposed steel caps, etc.).  

 
3. Visibility  

 In all types of roadwork, caution is advised when working in the area of construction equipment and 
road traffic. 

 Traffic Vests that meet the visibility requirements for provincial regulations and legislative 
requirements. 

 Blaze orange is the preferred colour for traffic vests, pants, jerseys and jackets. 
 Night time visibility striping may be required, depending on the work conditions. The night time 

visibility will meet the provincial requirements and regulations. 
 
4. Eye Protection 
On construction sites, eye hazards are: Flying dust and slivers from sawing, chipping grinding; Dirt and grit 
and other particles blown by the wind; Welding arcs; Ultraviolet radiation from the sun; Sparks and slag from 
welding and cutting; Abrasives from sandblasting; Splash from chemicals such as cleansers; Pipe and wire 
sticking out of walls; Ties and wire hanging down from ceilings.  
 
Wearing the proper eye protection is mandatory. Safety glasses shall be worn while working – where and 
when the hazard presents itself. This includes (but is not limited to): 
 

 Construction jobsites, worksites, project locations, operating equipment that is open to the elements, 
while working in the shops, on plant location properties, while working on activities/tasks that present 
an immediate danger to the eyes. It is an effective control for protecting the eyes and helps to prevent 
injuries.  

 
All eye protection shall:  
 

 Meet CSA CAN/CSA Z94.3-92 Industrial Eye and Face Protectors.  
 Have side shields. If you wear glasses already, prescription safety glasses with side shields are also 

available and they will fit and feel like your regular glasses.  
 Only be clear glass or tinted for sun (black or gray tint only). 
 Be properly maintained. If your safety glasses are fitted properly and your lenses are properly 

maintained, sight should not be blurry or distorted. 
 Be adequate to the level of risk. Some jobs require more than safety glasses with side shields – the 

protection should be adequate to the level of risk. Safety glasses that protect from dust may not 
protect from splash or radiation. Always use the eye protection appropriate for the job and for the 
circumstances (e.g., risk assessment). 

 Be on when wearing other protection, such as a welding helmet or face shield. Welders and welders’ 
helpers should also wear the required eye protection equipment. Anyone else working in the area 
should also wear eye protection where there is a chance they could be exposed to a flash. 

 Fit properly and is close to the face. 
 Be clean and serviceable. 
 Not be modified. 
 Be disposed of and replaced when it is not in good condition.   

 
5. Hearing Protection 

 The respective provincial regulations regarding noise must be followed. 
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 Many workers are overexposed to noise, either from their own work or from ambient noise. Over-
exposure decreases our ability to hear. Workers might confuse work-related hearing loss with hearing 
loss due to aging. 

 It is possible to slow down or stop noise-induced hearing loss by taking precautions. 
 Overexposure to noise doesn’t necessarily take a long time. Short periods of very high noise can cause 

overexposure and hearing damage (e.g., working for only 15 minutes with a gas-powered quick-cut 
saw will lead to over-exposure for that day).  

 Plugs and muffs should have a Noise Reduction Rating (NRR) printed on the packaging. This is the 
reduction the protection will be provided in an ideal situation. 

 Hearing protection must be properly cleaned and maintained. 
 If your hearing protection does not take the sharp edge off the noise, or if your ears have ringing, 

pain, headaches or discomfort in the ears, an evaluation of the type of hearing protection should be 
performed. 

 Defective hearing protection is to be disposed of and replaced. 
 
Noise is measured in decibels (dB).  The scale commonly used to measure noise that may harm human 
hearing is the A scale.  Decibels on the A scale are therefore described as dBA. 
 
You should wear hearing protection if you’re exposed to noise levels such as: 

 more than 85 dBA for 8 hours, or 
 more than 88 dBA for 4 hours, or 

 more than 91 dBA for 2 hours. 
 
Most power tools and equipment used in construction operate well over these levels. 
If the level of noise cannot be reduced or eliminated, the next best choice is hearing protection. 
The two main types of hearing protection are muffs and plugs. Generally ear muffs provide better protection. 
 

Ear Muffs Ear Plugs 

 Useful for intermittent noisy work as they 
are quick and easy to put on and take off. 

 Don’t last forever. Their protection and 
comfort decrease over time. Muff 
cushions must be replaced when they 
lose flexibility or are damaged. 

 Tension in the headband needs to be just 
right: too loose – they don’t give enough 
protection; too tight – they’re 
uncomfortable. 

 Light and comfortable for most users, but they 
have to be put in properly to work right. Your 
hands have to be clean to insert them. 

 Come in single-use or multiple-use types.  
Mutli-use types should be replaced often when 
working in contaminated environments. 

 

 
6. Hand Protection 

 Gloves should be worn when possible – depending on the circumstances (e.g., risk assessment). 
 Gloves can provide some protection from burns; also reduce cuts, scraps, and abrasions. 
 Do not assume that gloves will always protect the hands. 

 Defective gloves must be replaced if they are worn, punctured. 
 
7. Respiratory Protection 

 Respiratory protection appropriate to the hazard where an employee's health or safety is likely to be 
endangered by lack of oxygen or in the presence of a toxic gas, fumes or dust. 

 All guidelines and proper training will be available to all workers on the proper fitting, care and use of 
PPE and specialized PPE. 

 Based on the risk assessment and Safe Job Procedures.  
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Training and Awareness 
 
The requirements for personal protective equipment (PPE) are to be reviewed at Safety Meetings, during 
Health and Safety Orientations, as part of Safety Talks, and at Joint Health and Safety Committee Meetings. 
Signs indicating the PPE requirements at project sites should be posted as a reminder of the specific 
requirements for PPE at those work locations and in zones where PPE is a requirement.  All records of training 
and awareness activities on the use of Personal Protective Equipment (including Specialty PPE) must be kept 
on file.  
 
 Specialized Personal Protective Equipment (PPE) 
 
“Specialized” Personal Protective Equipment is protective that is above the general PPE requirements of 
wearing a hard-hat, safety boots, eye protection, and hi-visibility safety clothing. The table below illustrates 
the work activities and the specialized personal protective equipment accompanied with the work tasks: 
 

Work Activity Accompanying Specialized PPE 

Working at Heights 
Harnesses, lanyards, fall protection and restraint 

equipment, Class 2 hard hat as required, etc. 

Working with a Chainsaw 
Chainsaw chaps, gloves, eye protection (face shield), 
hearing protection, Class 2 hard hat as required, etc. 

Chipping concrete 
Anti-vibration gloves, face shields, hearing protection, 

Class 2 hard hat as required 

Handling chemicals and or other                
hazardous materials 

Gloves (as per the Material Safety Data Sheets), aprons 
(if applicable), respirators  (fit-tested respirators as 

required), Class 2 hard hat as required, etc. 

Working in a Confined Space 
Rescue equipment, air monitoring equipment, equipment 
for working at heights, Class 2 hard hat as required, etc.  

Other job tasks 

Specialty personal protective equipment as prescribed by: 
Material Safety Data Sheets (MSDS) 

Safe Work Practices (SWPs) 
Safe Job Procedures (SJPs) 

Hazard Identification and Risk Assessment 
Industry accepted practices 

Manufacturer’s Requirements 
Regulatory Requirements 

 
Guidelines for Specialized PPE: 

 Must be identified in Safe Job Procedures and Safe Work Practices, formal training programs, best 
industry practices, provincial standards and regulations. 

 Must demonstrate training prior to use. 
 Must have a documented inspection at least once per year. 
 Disposed of and replaced when found to be defective or not properly functioning 
 Cared for and maintained, including the proper storage. 

 
Selection of Specialized PPE: 

 Specialized Personal Protective Equipment must be selected using various methods, including 
information gathered from the Material Safety Data Sheets (MSDS), the manufacturer, the work activity 
and the risk posed by such tasks. 

 According regulatory requirements.  
 Must meet minimum protective standards to ensure that the risk to workers are controlled and to 

prevent injury and illness.  
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INCIDENT REPORTING 
PROCEDURE 

POLICY NUMBER:  

PRO-SAF-001 Rev. 2 
Element #10 

SAFETY POLICIES AND PROCEDURES 
DISTRIBUTION: All Locations 

PAGES: 5 

REVISION DATE: 
January 1, 2019 

Purpose 

Incident reporting is essential to improving the health, safety and well-being of all Lavis employees and a 
critical piece of a health and safety management system. All employees must immediately (or when it is safe 
to do so) report ALL Incidents/Injuries, Near Misses and Motor Vehicle Collisions regardless of loss or severity 
(seriousness). This ensures that the incident can be appropriately managed to mitigate further loss or injury, 
the appropriate parties are informed of the incident within the required timeframe, and if necessary, an 
investigation is initiated. Additionally, the root cause of the incident can be identified and corrective action(s) 
can be taken to prevent future similar incidents from occurring.   

Following an Incident 

Immediate Response: 

The following are immediate instructions on “What to do after an Incident/Motor Vehicle Collision” and the 
emergency contact numbers for each employee. Each employee will be given a copy of this Wallet Card as a 
reminder of the simple steps for reporting incidents.  

All Incidents must be reported on an Employee and Supervisor Incident Report Form 
(FOR-SAF-093). All Near Misses must be reported on a Near Miss Report Form.  
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Steps to Reporting an Incident: 

Serious Incident/Critical Emergencies or Emergencies (Level 4 & 5 – See Guidelines 
below) 

1. Employees must immediately report ALL Serious Incidents to their Supervisor. Employees
must document the incident on the Employee and Supervisor Incident Report Form
and forward to their Supervisor, by the end of the work shift (or as soon as possible).

2. The Supervisor must immediately report all serious incidents to the Health, Safety and
Environmental Department and their appropriate Management Representative(s).

3. The appropriate Management Representative(s) (e.g., Divisional Vice President/General
Manager) will notify members of the Senior Management/Executive using the Notice of
Incident Form. If it is not practical to complete the Form, information may be
communicated via email.

4. The Supervisor must review and sign the Employee and Supervisor Incident Report
Form, return it to the Office, and copy the Health, Safety and Environmental Department
within 24 hours of the incident.

5. The Supervisor must complete an investigation using the Employee and Supervisor
Form, return it to the Divisional Office, and copy the Health, Safety and Environmental
Department within 24 hours of the incident.

6. On the Supervisor and Employee Incident Report Form, the Supervisor must discuss
the incident with the Health, Safety and Environmental Department to determine if further
investigation is required/recommended, or at the request of a Senior Management
Representative(s), the Health, Safety and Environmental Department will complete an
investigation using the Safety Investigation Form within 24 hours of the request (or as
quickly as is reasonably possible). Findings, corrective actions, and recommendations will be
reviewed with the appropriate parties as determined by the nature and severity of the
incident.

Medical Aids and Motor Vehicle Collisions (Level 3) 

1. Employees must immediately report ALL Medical Aids and Motor Vehicle Collisions to their
Supervisor. Employees must document the incident on the Employee and Supervisor
Incident Report Form and forward to their Supervisor by the end of the work shift (or
as soon as possible).

2. The Supervisor must immediately report the incident to the Health, Safety and
Environmental Department.

3. The Supervisor must review and sign the Employee and Supervisor Incident Report
Form, return it to the Office, and copy the Health, Safety and Environmental Department
within 24 hours of the incident.
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4. The Supervisor must complete an investigation using the Employee and Supervisor
Incident Report Form, return it to the Office, and copy the Health, Safety and
Environmental Department within 24 hours of the incident.

5. On the Employee and Supervisor Incident Report Form Form, if the Supervisor has
indicated that further investigation is required/recommended, or at the request of a
Divisional Management Representative(s)/Vice President, the Health, Safety and
Environmental Department will complete an investigation using the Safety Investigation
Form within 24 hours (if practical) of the request. Findings, corrective actions, and
recommendations will be reviewed with the appropriate parties as determined by the nature
and severity of the incident.

Near Misses and First Aids (Level 1 - 2) 

1. Employees must immediately report ALL Near Misses and First Aids to their Supervisor.

2. Employees must document Near Misses on the Near Miss Report Form and forward to
their Supervisor by the end of the work shift (or as soon as possible). Employees must
document First Aids on the First Aid Injury Treatment Record found in/near the First
Aid Kit.

3. The Supervisor must review and sign the Near Miss Report Form, and return it to the
Office within 24 hours of the incident.

4. For Near Misses where the potential for serious injury exists, or where only First Aid may be
required, but the incident could have resulted in serious injury, the Supervisor must
complete an investigation using the Employee and Supervisor Incident Report Form
and return it to the Office within 24 hours of the incident.

5. On the Employee and Supervisor Incident Report Form, if the Supervisor has
indicated that further investigation is required/recommended, or at the request of a
Management Representative(s), the Health, Safety and Environmental Department will
complete an investigation using the Safety Investigation Form within 24 hours (if
practical) of the request. Findings, corrective actions, and recommendations will be
reviewed with the appropriate parties as determined by the nature and severity of the
incident.

Filing Records: Hard copy reports can be stored at the Office/Divisional Office. Electronic 

versions can be stored on the Network/SharePoint site.  In addition, all metrics must be tracked 

via the Monthly Safety Performance Report. 

NOTE: Where incidents involve a Third Party (e.g., a member of the public involved in a motor 

vehicle collision with a Lavis truck), all information regarding the incident (Incident Report, 

Form, Supervisor Incident Investigation Form, etc.) must be immediately forwarded to the Legal 

Department. 
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Incident Reporting Guidelines 
Level Conditions Response Lavis Safety Form 
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5 
Critical 

Emergency 

Fatality or Critical Injury. 

Significant damage to 
property (e.g., fire, 

explosion). 

Incident resulting in 
significant injury to the 

public/damage to public 
property. 

Employee immediately reports to 
Supervisor 

Employee and Supervisor Incident Report Form 

(end of work shift) 

Supervisor reports to Health, Safety 
and Environemental Department and 

Management Representative(s) 

Phone Call 
(immediately) 

Management Representative(s) 
notifies Senior Management/Executive 

Notice of Incident Form 
(immediately) 

Supervisor investigates 
Employee and Supervisor Incident Report Form 

(within 24 hours) 

Health, Safety and Environmental 
Department investigates (if required) 

Safety Investigation Form 
(within 24 hours of request) 

4 
Emergency 

Incident resulting in injury 
for which Emergency 
Services (e.g., police, 

ambulance) are required. 

Incident resulting in major 
damage to property. 

Incident requiring reporting 
to a department of the 

Government (e.g., contact 
with utilities). 

Employee immediately reports to 
Supervisor 

Employee and Supervisor Incident Report Form 

(end of work shift) 

Supervisor reports to Health, Safety 
and Environmental Department and 

Management Representative(s) 

Phone Call 
(immediately) 

Management Representative(s) 
notifies Senior Management/Executive 

Notice of Incident Form (immediately) 

Supervisor investigates 
Employee and Supervisor Incident Report Form 

(within 24 hours) 

Health, Safety and Environmental 
Department investigates (if required) 

Safety Investigation Form 
(within 24 hours of request) 

3 
Medical 

Aid, Motor 
Vehicle 

Collision 

Incident resulting in injury 
for which medical aid is 

required. 

Incident resulting in minor 
damage to property. 

Visit from Government 
Inspector; work ordered to 

stop. 

Employee immediately reports to 
Supervisor 

Employee and Supervisor Incident Report Form 

(end of work shift) 

Supervisor reports to Health, Safety 
and Environmental Department 

Phone Call 
(immediately) 

Supervisor investigates 
Employee and Supervisor Incident Report Form 

(within 24 hours) 

Health, Safety and Environmental 
Department investigates (if required) 

Safety Investigation Form 
(within 24 hours of request) 
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2 
First Aid 

Incident resulting in minor 
injury for which first aid is 

required. 

Incident resulting in minor 
damage to property. 

Visit from Government 
Inspector; orders issued. 

Employee immediately reports to 
Supervisor 

First Aid Injury Treatment Record 
(at time First Aid supplies are used) 

Supervisor investigates (if required) 
Employee and Supervisor Incident Report Form 

(within 24 hours) 

Health, Safety and Environmental 
Department investigates (if required) 

Safety Investigation Form 
(within 24 hours of request) 

1 
Near Miss 

A work-related event during 
which injury, ill health, or 

fatality, or damage to 
equipment, facilities, or 

materials could have 
occurred, but didn’t actually 

occur. 

Employee immediately reports to 
Supervisor 

Near Miss Report Form 
(end of work shift) 

Supervisor investigates (if required) 
Employee and Supervisor Incident Report Form 

(within 24 hours) 

Health, Safety and Environmental 
Department investigates (if required) 

Safety Investigation Form 
(within 24 hours of request) 
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End 

End 

 

 

 

Yes 

Supervisor 

Notifies Health, 
Safety and 

Environmental 
Department and 

Management Rep.(s) 

Notice of 

Incident Form4 

Management Rep.(s)  

Notifies Senior 
Management / 

Executive3 

Yes 

Incident Reporting Procedure Flowchart 

All Employees 
Report all Incidents 
and Near Misses to 

Supervisor 

Supervisor 

Reviews and submits 
Form to Office1 

Serious 
Incident?2 

Supervisor  

Notifies Health, Safety and 
Environmental 

Department, investigates 
and submits Form to Office 

Investigation 
Required? 

No 

Form is 
stored 

(filed or 
Network) 

Investigation 
by Safety? 

Safety  

Investigates and 
shares findings 

Safety 

Investigation 

Form4 

End 

Form is 
stored 

(filed or 
Network) 

Form is 
stored 

(filed or 
Network) 

No 

Yes 

No 

Notes: 

1. First Aid Injury Treatment
Record does not require review
and submittal to Office.

2. Level 4 and 5.

3. Information may be 
communicated via email.

4. All documentation for incidents
involving a Third Party must be 
immediately forwarded to the 
Legal Department.

Document Process Terminator 
Decision 

Stored 

Data 

Employee and 

Supervisor Incident 

Report Form4 
Near Miss 

Report Form 

First Aid Injury 

Treatment 

Record 

Employee and 

Supervisor Incident 

Report Form4 
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EMPLOYEE AND SUPERVISOR  
INCIDENT REPORT FORM 

(FOR-SAF-004 and FOR-SAF-005 MERGED AS OF JANUARY 1, 2019)

FORM NUMBER:  
FOR-SAF-093 Rev. 0 
Element #10 

SAFETY FORM 
DISTRIBUTION: All Locations 

PAGES: 4 
REVISION DATE: 
January 1, 2019 

In
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ru
ct
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SECTION A(1): EMPLOYEE INCIDENT REPORT: To be completed by the Employee 
SECTION A(2): EMPLOYEE VERIFICATION AND SIGNATURE: To be completed by the Employee 
SECTION B(1): SUPERVISOR INVESTIGATION REPORT: To be completed by the Supervisor 
SECTION B(2): SUPERVISOR VERIFICATION AND SIGNATURE: To be completed by the Supervisor 
SECTION C: SAFETY VERIFICATION AND SIGNATURE To be completed by the Safety Department  
Please note: all information must be filled out in a timely manner and submitted to the Safety department 
within the first 24 hrs or as soon as possible.   
All six (4) pages of applicable information in this document must be completed thoroughly.  

SECTION A(1): TO BE COMPLETED BY THE EMPLOYEE 
EMPLOYEE INCIDENT REPORT

A(
1.

1)
: I

nc
id

en
t D

et
ai

ls 

Incident Type:   Property Damage  Environmental Spill    Critical Injury        Other 
   Medical Aid         First Aid           Motor Vehicle Collision  

If Other, please explain:_______________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
Name of Employee Involved:____________________________________________________________ 
Company Name:_________________________________Department:___________________________ 
Location:___________________________________________Province:__________________________ 
Incident Date (dd/mm/yyyy):________________________________Time:______________a.m./p.m.  
Date and Time Reported:_______________________________ To Whom: ______________________ 
Witness(es) to the Incident:      YES (If YES, Witness Statement must be filled out, see Witness Form) 

 Name(s): ___________________________________________________ 
        NO 

Incident Location:_____________________________________________________________________ 
Type of Equipment:_________________________________________________ Unit #:_____________ 
Weather Conditions: ___________________________________________________________________    

A(
1.

2)
:D

es
cr

ip
tio

n 

Briefly describe what happened: 
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A(
1.

3)
: I

nj
ur

y 
De

ta
ils

 
Area of Injury:  Left  Right Injury Type Circle Injured Area: 
 

 (check all that apply) 

     Head  Shoulder   Chest 

  Eye      Upper Arm  Groin 

  Neck    Elbow/Forearm  Knee 

  Face    Upper Back  Hip or Thigh 

       Finger  Lower Back  Leg 

  Hand   Abdomen  Ankle/Foot 

(check all that apply) 

    Cut/Scratch    Fracture 

  Sprain/Strain  Concussion 

  Bruise        Dislocation       

  Puncture        Allergic Reaction/Sting  

       Foreign Body    Loss of Consciousness 

  Burn        Other      

Name(s) of First Aider(s): 

Name of Attending Physician (if applicable): 

Address: 

Phone Number: 

A(
1.

4)
: D

ia
gr

am
/S

ke
tc

h 

Other Important Information (Additional Sketch):

A(
1.

5)
: C

au
se

s Potential Causes (check all that apply)
        Training   Communication    Procedures 

 Supervision        Housekeeping   Skills/Training 

 Weather Conditions   Maintenance      Planning 

 Mechanical       Ergonomics        Other 

If other, explain:_________________________________________________________ 

Contributing Factors
Actions of Others

Design Flaw 

Personal Protective Equipment  
 Equipment Malfunction 

Re
co

m
m

en
da

tio
ns

The following recommendations, if implemented can work to prevent future incidents: 

SECTION A (2): TO BE COMPLETED BY THE EMPLOYEE 
EMPLOYEE VERIFICATION AND SIGNATURE

A(
2)

: S
ig

n 

Prepared By:________________________________Signature:_________________________________ 
 (Please Print) 

Date:_____________Time:_____________Cell Phone#:_______________________________________ 
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EMPLOYEE TO FORWARD TO SUPERVISOR 
 

SECTION B(1) TO BE COMPLETED BY THE SUPERVISOR 
SUPERVISOR INVESTIGATION REPORT 

 B
(1

.1
):

 In
cid

en
t 

Type of Event:     Incident/Injury      Near Miss (skip Incident Section for Near Miss)       Motor Vehicle Collision 
      Environmental Spill      Other     

If other, please explain:________________________________________________________________________ 
Our Employee 
Nature of the Injury:____________________ 
Part of the Body:_______________________ 
Injury:  Critical Injury 

       Medical Aid     First Aid  
Medical Facility:__________________________ 
Medical Practitioner:______________________ 

Other Party 
Nature of the Injury: _____________________ 
Part of the Body:____________________________ 

Other Party Vehicle Information (if 
required):_________________________________ 
Nature of Damage: ________________________ 
Press/Media On Site:________________________ 

B(
1.

2)
: E

qu
ip

m
en

t Type of Equipment: ___________________________________________________ 
Unit #:________       Empty                   Partially Loaded                      Fully Loaded 
Year:_____________ Make:________________ Model: _____________ License #:________________ 
Nature of Damage:___________________________________________________________________ 
Police Report:      Yes      No   Police Department:________________________________________ 
Officer’s Name:___________________________________________ Badge Number: ___________ 
Other comments: 
________________________________________________________________________________________
______________________________________________________________________________ 

B(
1.

3)
: D

es
cr

ip
tio

n 

Briefly describe the event (following the report provided by the employee on the Incident Report Form): 

Attachments:     Witness Statement(s)         Photos                 Other (Specify) 
Name and Contact Information of Witness(es): 
______________________________________________________________________________________ 

B(
1.

4)
: L

os
s 

Severity of Incident 
   Critical Emergency 
   Emergency        Medical Aid 

     First Aid    Near Miss 

Probability of Reoccurrence 
   Very High       Likely  
   Moderate  

     Low               Remote 

Impact of Incident 
 Major >$100,000  
 Serious >$10,000 

      Minor <$10,000 

B(
1.

5)
: C

au
se

s 

Root Causes (check all that apply) 
 Training         Communication   Procedures 
 Supervision       Housekeeping     Conditions 
 Weather        Maintenance       Planning 
 Mechanical    Ergonomics      Other 

If other, explain: __________________________ 
________________________________________ 
__________________________________ 

Contributing Factors 
 Actions of Others 
 Design Flaw 
 Personal Protective Equipment 
 Equipment Malfunction  
 Other 

If other, explain: __________________________ 
________________________________________ 
__________________________________ 
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B(
1.

6)
: C

or
re

ct
io

n 
Ac

tio
ns

 Corrective Actions (check all that apply) 
Communicate  Change  Training/Retraining   Workplace Changes  Other: 

  Develop Procedure        Repair/Replace       Awareness 

  Planning/Scheduling      Equipment/Hardware  Provide PPE 

Describe corrective and preventative measures taken as a result of the incident: 

Due Date: ____________    Completed:    Yes  No  

B(
1.

7)
: A

ct
io

n 
Pl

an
 What Corrective Actions Need to be Taken: 

Action Plan Assigned To/Person Responsible Due Date 
1. 

2. 

3. 

B(
1.

8)
: R

ec
om

m
en

da
tio

ns
 What additional recommendations should be considered (be sure to include recommendations from the 

employee submitting the Incident Report Form) to prevent reoccurrence? 

SECTION B(2): TO BE COMPLETED BY THE SUPERVISOR 
SUPERVISOR VERIFICATION AND SIGNATURE 

B(
2.

1)
: S

ig
n Supervisor’s Name:________________________________Signature:____________________________ 

 (Please Print) 

Date:____________ _Time:_____________ Cell Phone#:____________________________ 
The Safety Department has been notified of this incident/investigation:        
     Yes, Contact:______________________________________________________________________ 
Date:_____________ Time:_____________ 

SUPERVISOR TO FORWARD TO THE OFFICE & SAFETY DEPARTMENT 
SECTION C: TO BE COMPLETED BY THE SAFETY DEPARTMENT 

SAFETY VERIFICATION AND SIGNATURE 

C(
1.

1)
: S

ig
n Reviewed By:________________________________Title:_____________________________________ 

 (Please Print) 
Date:_____________ Time:_____________ 
Comments: ___________________________________________________________________________ 
_____________________________________________________________________________________ 
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NEAR MISS REPORT FORM 
FORM NUMBER:  

FOR-SAF-042 Rev. 0 

Element #10 

SAFETY FORM 
DISTRIBUTION: All Locations  

Pages: 1 

Revision DATE: 

January 1, 2019 

 

Name:_________________________________________________________________________ 

Division: _______________________________Department:______________________________ 

Location of Near Miss:________________________________________Province:_____________ 

Date (dd/mm/yyyy):________________________________Time:______________a.m./p.m.  

Type of Near Miss: 
 PPE 

 Slips, Trips, Falls 
 Driving/Roadways 

 Vehicles/Equipment 

 Traffic Control 
 Housekeeping 

 Behaviours/Actions 
 Member of the Public 

 Tools/Machinery 

 Weather  
 Training/Competence 

 Potential Violence 
 Chemicals/Hazardous Substances 

 Other (explain) ______________ 

Describe what happened: 

 

Suggestions for improvement: 

Check all that apply: 
 Management involvement 

 New procedures/practices 
 Safety Talk on subject 

 Inform the JHSC 
 Inform the Safety Department 

 Issue a Safety Bulletin 

 Other: ___________________________________________________________________________ 

Prepared By: _______________________________ Signature: ___________________________ 

Date: _____________ Time: _____________  

Once completed submit to your local office. 

Action required:   YES  NO    by whom:____________________________________ 

 

 

F
R

O
N

T
 

B
A

C
K
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 WORKPLACE RIGHTS & 
RESPONSIBILITIES 

MANUAL COPY 

SAFETY POLICIES AND PROCEDURES 
DISTRIBUTION: All Locations 

PAGES: 1 

REVISION DATE:  
January 1, 2019 

 
Purpose 

To outline the legislative requirements with respect to health and safety for workers. 
 
Workplace Rights & Responsibilities 

The following table illustrates the three basic rights for workplace safety and ways in which those rights can 
be realized (e.g., how to exercise that right): 

 

# Rights How to Exercise That Right 

1. The Right to Know To receive training on policies and procedures 
To be trained on specific job areas 
To receive specific information on job tasks 
To know the hazards associated with the job at hand 
To receive information on testing in the workplace 

2. The Right to Participate To participate in Job Hazard Analysis meetings 
To participate in the Joint Health and Safety Committee 
To participate in Safety Talks and safety meetings 

3. The Right to Refuse Unsafe Work To follow the Work Refusal Procedures and Practices  
To raise concerns about unsafe work to Supervisors 

 
All workers are responsible for: 
 
• Participating in the daily Job Hazard Analysis (Element #2), weekly Safety Talk and annual safety meetings 

(i.e., Spring Start-Up, Fall Safety Training) (Element #8). 
• Immediately reporting unsafe acts or conditions, and workplace hazards to their supervisor. 
• Providing input into the development and review of Safe Work Practices and Safe Job Procedures (Element 

#3 and #4). 
• Following Safe Work Practices, Safe Job Procedures and complying with Company Rules and applicable 

legislation. 
• Wearing at all times, the appropriate personal protective equipment required for the work and inspecting it 

before and after each use (Element #6). 
• Being familiar with the contents of the operating manual for any equipment they operate. 
 Immediately reporting all incidents and near misses to their supervisor, regardless of severity, and in all 

cases completing an Incident Report Form by the end of the work shift (Element #10).  
 Participating in the Joint Health and Safety Committee where required (Element #16). 
 

32



 
RIGHT TO REFUSE UNSAFE 

WORK PROCEDURE 

POLICY NUMBER:  

PRO-SAF-003 Rev. 0 
Element #13 

SAFETY POLICIES AND PROCEDURES 
DISTRIBUTION: All Locations 

PAGES: 2 

REVISION DATE:  
January 1, 2019 

 
Purpose 
 

 To ensure the legal protection of the right to refuse unsafe work and to explain the procedure required in 
refusing to perform unsafe work and to meet the legal requirements in Occupational Health and Safety 
Legislation to ensure that this right is protected with company safety procedures.  
 
Legislative Protections  
 
A worker may refuse to do work where they have reason to believe that the work may endanger themselves or 
another worker.  Lavis Contracting endorses this section of the Act and encourages careful use where 
appropriate. The following guidelines are to be used when such a case arises: Any refusal to work must be 
reported by the worker concerned promptly to their immediate supervisor. The immediate supervisor shall 
investigate the refusal to work in the presence of the worker concerned and a member of the Joint Health & 
Safety Committee (at this time, ensure that the refusal to work is because of a concern for the workers’ health 
and safety and not for another reason). 
 
Following the investigation, or steps taken to deal with the circumstances of the refusal, the refusal to work 
can be handled in one of two ways: 
 
The worker agrees the work is now safe and returns to work; or the worker continues to refuse. 
 
In case (a), a written report shall be forwarded to the Divisional Manager, explaining the details of the refusal 
and resolution with a copy to the Manager, Health and Safety. 
In case (b) the Divisional Manager and the Manager, Health and Safety shall be notified immediately. Where 

the worker continues to refuse, they must have “reasonable grounds”, not just a “reason to believe” the work 

is likely to endanger the worker concerned or some other person. They should be willing to explain the 
grounds upon which the refusal was based. 
 
When a refusal to work continues, an Inspector shall be called in to investigate in the presence of the worker, 
the supervisor, and a worker member of the Joint Health & Safety Committee. 
 
Pending the investigation and decision of the Inspector, the worker concerned will remain in a safe place in the 
work area or be given alternate work until the situation is resolved. 
No other worker shall be assigned to perform the same work unless that worker has been advised of the 
refusal and why the worker has the right to refuse. There shall be no reprisals for workers that raise issues 
and exercise their right to refuse unsafe work, provided the Right to Refuse Unsafe Work Procedure is 
followed. 
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PREVENTING VIOLENCE AND 
HARASSMENT IN THE WORKPLACE 

POLICY NUMBER: 

POL-SAF-002 Rev. 2 
Element #17 

SAFETY POLICIES AND PROCEDURES 
DISTRIBUTION: All Locations 

PAGES: 12 

REVISION DATE: 
January 1, 2019 

Authorization 
This policy has been approved and endorsed by: 

Bentley Ehgoetz 
Director of Operations 
Lavis Contracting Ltd. 
January 1, 2019 

Policy 

At Lavis Contracting Ltd., nothing is more important to us than the physical and mental health, safety, 
security, dignity, self-respect and well-being of our employees, managers, contractors, and that of our and 
other visitors, including vendors, suppliers and members of the general public. 

Employees and other internal and external stakeholders have a right to work and conduct their business at 
Lavis Contracting Ltd. without fear of violence, harassment, bullying, or anything that would disrupt our safe 
and respectful workplace and place of business.  

Violence, intimidation, abuse, harassment, and bullying in any form will not be tolerated on Lavis Contracting 
Ltd. premises, at any Lavis Contracting Ltd. event or while conducting Lavis Contracting Ltd. business, for any 
reason whatsoever. 

We will not discriminate or retaliate against an employee because he or she has been, is 
perceived to be, or reports / is reported to be a victim of workplace violence or harassment. 

Scope 

We acknowledge our responsibility to support and assist persons subject to violence and harassment and that 
appropriate action will be taken, whether such conduct is perpetrated by an employee, manager, contractor, 
or a member of the public.  

We expect all of our employees, managers and contractors to help us maintain a workplace free of violence 
and harassment. Failure to do so will give rise to disciplinary sanctions, up to and including termination of 
employment. We will not discriminate or retaliate against an employee because he or she has been or is 
perceived to be a victim of workplace violence or harassment. 

Unless otherwise noted, in this Policy, references to "employees" also include such individuals as managers, 
executives, contractors, agency employees, and in some cases could also potentially include consultants. 
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DEFINITIONS 

Workplace Violence – Workplace violence is defined as the exercise (or the attempt to exercise) physical 
force by a person against a worker, in a workplace, that causes or could cause physical injury to the worker; 
or a statement or behaviour that is reasonable to interpret as a threat to exercise physical force against the 
worker, in a workplace, that could cause physical injury. 

Without limiting the foregoing, workplace violence includes: 

 Actual and attempted acts of violence, including hitting, punching, slapping or kicking;
 Threats of physical violence or intimidation;
 Acts of physical aggression, such as brandishing tools or other objects in a menacing manner or the

deliberate destruction of or damage to property, especially when done with the intent of intimidation;
and

 Sexual assault.

Domestic violence – Domestic violence is defined as violent, threatening or extremely coercive behaviour 
perpetrated by one partner in a current or formerly intimate relationship on the other.  Domestic violence 
affects men and women of all ages and all ethnic, racial, religious, educational and socioeconomic 
backgrounds.  Domestic violence includes, but is not limited to, the following types of behaviour: 

 Actual or threatened physical violence or harm, up to and including incidents of serious assault and
even homicide;

 Sexual assault (forcing someone into sexual activities against their will is a crime even where the
parties are married to one another);

 Stalking and other forms of sexual harassment and intimidation;
 Threats of harm or actual harm perpetrated against the victim or individuals who are closely associated

with the victim; and
 Damaging, destroying, or threatening to destroy, property belonging to the victim or individuals who

are closely associated with the victim.

Workplace Harassment – Workplace harassment is defined as engaging in a course of vexatious comment 
or conduct against a worker in a workplace that is known or ought reasonably to be known to be unwelcome, 
including but not limited to: 

 Spreading rumours, gossip and innuendo;
 Offensive or intimidating comments or jokes;
 Bullying or aggressive behaviour;
 Social isolation, ostracizing or ignoring a worker;
 Deliberately undermining someone or stopping that person from completing his or her work;
 Belittling a worker about their work, achievements or hobbies;
 Assigning demeaning or insulting work;
 Displaying or circulating offensive pictures or materials;
 Inappropriate staring, spying and stalking;
 Sabotaging or tampering with a worker’s work, equipment or belongings;

 Workplace sexual harassment; and
 Isolating or insulting a worker because of gender identity.

Workplace harassment also includes sexual or racial harassment, bullying, or harassing someone based on any 
ground prohibited by human rights legislation, including race, colour, sex, sexual orientation, pregnancy, civil 
status, age, religion, political convictions, language, ethnic or national origin, social condition or disability.  
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WORKPLACE VIOLENCE PREVENTION PROGRAM 

At Lavis Contracting Ltd., we have taken specific measures to implement this Workplace Violence Policy. These 
measures are referred to as our Workplace Violence Prevention Program. The Program includes specific 
measures and procedures to control risks of workplace violence, as identified in the section on the Workplace 
Violence Risk Assessment below. Such measures include the following: 

 Implementing procedures for summoning immediate assistance when workplace violence occurs or is
likely to occur. This information will be communicated to you separately.

 Implementing procedures for reporting incidents of workplace violence.
 Implementing procedures for investigating and dealing with alleged incidents of workplace violence.

Workplace Violence 

Lavis Contracting Ltd. recognizes that there is a potential for workplace violence to occur in any workplace. 
We also acknowledge that physical and emotional harm can often arise out of such acts of violence.  Every 
reasonable effort will be made by Lavis Contracting Ltd. to identify possible sources of violence and to 
implement procedures which eliminate or minimize risks created by such situations. 

Lavis Contracting Ltd. is committed to the prevention of workplace violence and to responding appropriately if 
workplace violence does occur. All managers, employees and contractors are responsible for creating and 
maintaining a safe work environment free from violence, threats and intimidation. 

At Lavis Contracting Ltd., we take all allegations of workplace violence very seriously, regardless of the identity 
of the victim, the basis for the violence, or whether such violence is perpetrated by a person’s manager, co-
worker, subordinate, or by a supplier, consultant or member of the general public. 

Workplace violence is against the law and constitutes a criminal offence.  It is also against our policy of 
encouraging respect and courtesy among us all.  It is not an appropriate response to any situation, whether 
provoked or otherwise. 

Workplace violence, in all forms, can have many negative effects on the individual concerned, including stress, 
feelings of helplessness, fear, low productivity, physical illness and anxiety.  It can also negatively impact an 
organization in terms of staff turnover, employee retention, decreased job satisfaction and reduced morale and 
productivity. 

No forms of violence will be tolerated in the workplace, either on the part of employees, managers, 
contractors, suppliers or visitors. 

Lavis Contracting Ltd. does not tolerate workplace violence in any form, and maintains a “zero tolerance 
policy”.   
Any employees who engage in acts or threats of violence will be subject to disciplinary action, up to and 
including termination of employment for cause.   

In serious cases of workplace violence, termination for cause may occur without any previous 
warnings, regardless of position or length of service.   

Individuals with a History of Violence – Under the Occupational Health and Safety Act, we have an 
obligation to warn employees of the identity and personal details of an individual with a history of violent 
behaviour where there is a risk of workplace violence being perpetrated by that person. Such information will 
only be provided where the employees concerned could reasonably be expected to encounter that person at 
work, and where the risk of workplace violence is likely to expose those employees to injury.  
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Confidentiality will be maintained wherever possible. Information which relates to potentially violent individuals 
will be shared with employees only on a need to know basis. Employees are therefore expected to maintain 
confidentiality where they are in receipt of this type of sensitive personal information. 

Robbery, Fighting, Violent and Illegal Acts – At Lavis Contracting Ltd., we urge you not to get involved in 
any actions meant to thwart or deter a robbery, violent act or other serious criminal activity while on Lavis 
Contracting Ltd. property or while conducting Lavis Contracting Ltd. business. If you do encounter such 
activities, do not try to stop the robbery, violent act or crime. As soon as you and your co-workers are safe, 
notify your immediate supervisor/manager or a member of the management team immediately.  

If a fight breaks out in the workplace, do not try to physically intervene. Instead, notify your 
supervisor/manager immediately. All serious criminal activities must be reported immediately to the proper 
authorities. 

Workplace Violence Risk Assessment 

We have conducted a workplace violence risk assessment and will reassess the risks of workplace violence 
once a year. The results of these assessments are communicated to affected employees, Human Resources, 
and to the Joint Health and Safety Committee/Health and Safety Representative. The risks of violence which 
are assessed relate to the physical environment and to potential for violent acts perpetrated by employees as 
well as by visitors and members of the public.  The specific risks of violence vary from workplace to workplace, 
but primarily centre on violence being committed by: 

 Interpersonal conflict between workers;

 Members of the public or other third parties becoming upset with delays or other inconveniencies
caused by or relating to work in which Lavis Contracting Ltd. employees are engaged; and

 Upset former employees, members of the public or other third parties attending at reception.

Among others, the following measures and procedures have been implemented to control the risks identified in 
the workplace: 

 Employee training;
 Ensuring proper physical barriers;
 Clear exit routes;
 Emergency call buttons; and
 Employee awareness.

Workplace Violence Awareness Training 

Lavis Contracting Ltd. requires all new hires, as part of their Orientation program, to undergo workplace 
violence awareness training. In addition, where we identify specific risks pertaining to your position, work 
location or shift, you will be provided with additional guidance and instruction. From time to time, we will also 
conduct training or provide referrals for one or more specific individuals where they require anti-violence 
awareness or anger management training as part of a Corrective Action Plan, or as identified through training 
needs analysis. 

Domestic Violence 

All forms of domestic abuse – whether physical, psychological, financial or emotional – as well as extremely 
controlling behaviour (e.g., controlling what the victim wears, not allowing him or her to see certain people, 
leave the house or socialize with others, limiting the victim's right to free speech, etc.) are unacceptable. 
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No one should ever be required to put up with violent, intimidating or abusive conduct in the workplace — 
including violence at the hands of one's current or former spouse or partner.   

At Lavis Contracting Ltd., we have the utmost respect for your privacy and do not wish to intrude into the 
personal lives of our employees. However, where we are aware of or have reasonable basis to suspect the 
existence of domestic violence, and the consequences of domestic violence are likely to spill over into the 
workplace, we have a legal and moral obligation to intervene in the interests of the individual concerned and 
other employees. 

Lavis Contracting Ltd. aims to help ensure that the workplace remains a safe haven, free from the dangers of 
domestic violence and abuse. 

Combatting Domestic Violence – Lavis Contracting Ltd. has the responsibility of developing this Domestic 
Violence Policy, as well as: 

 Ensuring that the concerns of employees who report incidents of domestic violence are taken seriously,
that such information is shared only with other employees who need to know about these issues, and
that appropriate measures are taken to minimize the possibility of acts of domestic violence occurring
in the workplace.

 Performing a violence risk assessment of our premises and our business and implementing security
measures designed to combat violence in the workplace.

Our obligations in this area are as follows: 

 To take measures protecting the employee who is a victim of domestic violence from his or her current
or former partner while at work;

 To protect other employees from acts of domestic violence occurring in the workplace; and
 To warn other employees of the identity and personal details of an individual with a history of violent

behaviour where there is a risk of workplace violence being perpetrated by that person.

On request of an employee, or where it becomes clear to management that there is a potential for acts of 
domestic violence to occur in the workplace, Lavis Contracting Ltd. is also prepared to take some or all of the 
following measures, as appropriate: 

 Notifying reception of the identity and/or description of an abuser, with the direction that under no
circumstances will that individual be allowed to contact the employee while he or she is at work;

 Banning an individual from the premises and calling the police if necessary;
 Moving an employee's workstation to a less public and/or more secure area of the building;
 Removing an employee's name from the Lavis Contracting Ltd. telephone directory;
 Providing a security escort to an employee's vehicle or to public transit;
 Changing an employee's mailing address, emergency contact details and home telephone number, and

ensuring that such information remains confidential;
 Allowing for changes in hours, flexible hours, time off and job-protected leaves of absence where

required for reasons connected with the issues of domestic violence and abuse;
 Reassigning the employee to a different work location, or, where possible, to a non-customer facing

role; and
 Providing information to other employees about an individual with a history of violence where those

employees are likely to encounter that person in the course of their work and where there is risk of
physical injury.
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Confidentiality – Information on potentially violent individuals includes, but is not limited to, the identities, 
personal histories and descriptions of current or former partners of Lavis Contracting Ltd. employees. In the 
interests of being respectful and sensitive towards victims of domestic violence, confidentiality will be 
maintained wherever and to the extent possible. Information which relates to actual or suspected domestic 
violence, or violent individuals, will be shared with others only on a need to know basis. 

Reporting 

All incidents of workplace violence are to be reported and investigated as per HR-19 What to do in Cases of 
Violence or Harassment Procedure policy. 

Employees who are victims of violent incidents in the workplace are also advised to consult a physician for 
treatment and/or referral for counseling. 

Available Supports 

Employees who find themselves in the unfortunate position of being victims of domestic violence and abuse 
can take actions to protect themselves. It is important to realize that you are not alone and that help is 
available. Some of the things you can do include: 

 Talk to friends and family about your concerns.
 Inform your manager and/or Human Resources.
 Talk to your doctor or obtain the advice of a family lawyer.
 Contact a women's shelter, an organization such as Victim Crisis Assistance and Referral Services

(VCARS) or the Victim Support Line (VSL);
 Contact our Employee Assistance Program (EAP)].
 Preserve evidence of instances of abuse and note dates and times of specific incidents.
 Call the police. Domestic violence is a crime, as is criminal harassment (i.e., "stalking"). In addition to

possibly arresting the abuser, police officers are trained to provide guidance, support, assistance and
referrals to victims of domestic violence and criminal harassment.

 Obtain a peace bond or a restraining order against the abuser from a court. If you are married, you
may also be able to obtain an order from a court granting you exclusive possession of the family home.

 Apply to a court to have access to children denied to the abuser where the children are also victims of
domestic violence and/or abuse. Where domestic violence impacts children, it is also a good idea to
inform your child's school or daycare provider.

 Consider basic personal security measures such as moving, obtaining an unlisted telephone number,
changing locks, purchasing an alarm system, obtaining a cell phone, avoiding isolated areas, taking a
self-defense course, etc.

The following additional supports are available to workers who have been the target of workplace violence: 

 Direct manager / supervisor;
 Where the abuser is the employee’s direct manager / supervisor, any other member of the senior

management team;
 Human Resources Department;
 Employee Assistance Program (“EAP”), available at LifeWorks 1.877.207.8833 or lifeworks.com.
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WORKPLACE HARASSMENT PREVENTION PROGRAM 

At Lavis Contracting Ltd., we have taken specific measures to implement this Workplace Harassment Policy. 
These measures are referred to as our Workplace Harassment Prevention Program. Such measures include the 
following: 

 Implementing procedures for reporting incidents of workplace harassment; and
 Implementing procedures for investigating and dealing with alleged incidents of workplace harassment.

Workplace Harassment Awareness Training 

Lavis Contracting Ltd. requires all new hires, as part of their Orientation program, to undergo workplace 
harassment awareness training. In addition, from time to time we will conduct refresher sessions for all 
employees and may conduct sessions or provide referrals for one or more specific individuals where they 
require anti-harassment awareness training as part of a Corrective Action Plan or as identified through training 
needs analysis. 

Workplace Harassment 

While Lavis Contracting Ltd.’s Workplace Harassment Policy is not meant to stop free speech or to interfere 
with everyday social relations, harassment can be distinguished from normal, mutually acceptable socializing in 
that it is offensive, insulting, intimidating, hurtful and malicious. It creates an uncomfortable work environment 
and has no place in employment relationships at Lavis Contracting Ltd. 

At Lavis Contracting Ltd., we take all allegations of harassment in the workplace very seriously, regardless of 
the identity of the victim, the grounds for the harassment, or whether such harassment is perpetrated by a 
person's manager, co-worker, subordinate, or by a supplier, consultant, or member of the general public. As 
an employee, manager or contractor at Lavis Contracting Ltd., you have certain responsibilities in our 
workplace. 

Workplace harassment, in all forms, can have many negative effects on the individual concerned, including 
stress, feelings of helplessness, fear, low productivity, physical illness and anxiety.  It can also negatively 
impact an organization in terms of staff turnover, employee retention, decreased job satisfaction and reduced 
morale and productivity. 

Lavis Contracting Ltd. does not tolerate workplace harassment in any form, and maintains a “zero tolerance 
policy”.  Any employees who engage in such conduct will be subject to disciplinary action, up to and including 
termination of employment for cause.   

In serious cases of workplace harassment, termination for cause may occur without any previous 
warnings, regardless of position or length of service. 

While harassment in any form will not be tolerated, we have specific policies below dealing with three types of 
workplace harassment:  

 Sexual harassment;
 Racial/ethnic harassment; and
 Bullying.

The inclusion of specific policies must not, however, be taken to mean that we will ignore other forms of 
harassment. Rather, these three policies are included here because such conduct is regrettably still too 
common in today's workplaces.  
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Sexual Harassment 

At Lavis Contracting Ltd., we are committed to providing our employees with a work environment free from 
sexual harassment. All our employees have the responsibility to conduct themselves accordingly.  

Workplace Sexual Harassment – Workplace sexual harassment is defined as engaging in a course of 
vexatious comment or conduct against a worker in a workplace because of sex, sexual orientation, gender 
identity or gender expression, where the course of comment or conduct is known or ought reasonably be 
known to be unwelcome.   

Workplace sexual harassment is also defined to include making a sexual solicitation or advance where the 
person making the solicitation or advance is in a position to confer, grant or deny a benefit or advancement to 
the worker and the person knows or ought reasonably to know that the solicitation or advance is unwelcome. 

Without limiting the foregoing, some examples of workplace sexual harassment include: 

 Unwanted sexual attention by a person who knows or ought reasonably to know that such attention is
unwanted;

 Express or implied promise of reward for complying with a sexually-oriented request;
 Express or implied threat or reprisal for refusal to comply with sexually-oriented request;
 Sexually-oriented behaviour or gender-based abusive and unwelcome conduct or comment that has the

purpose or effect of creating an intimidating, hostile or offensive environment;
 Making sexual jokes or other similarly offensive comments; and
 Posting or disseminating material, jokes, photographs, videos, or other material of a sexual content.

Like other forms of harassment in the workplace, sexual harassment is against the law.  It is also against our 
policy of encouraging respect and courtesy among us all.  Sexual harassment creates a negative impact on 
work performance and creates an intimidating, hostile and/or offensive working environment.  

Both male and female employees can be victims of sexual harassment, which can be perpetrated by members 
of the opposite sex as well as those of the same sex. While incidents of sexual harassment are often 
characterized by an imbalance of power in the workplace, this is not necessarily always the case, with a 
harasser's co-worker and even his or her manager sometimes being the victim.  

Racial / Ethnic Harassment 

At Lavis Contracting Ltd., we are committed to providing our employees with a work environment free from 
racial and ethnic harassment. All our employees have the responsibility to conduct themselves accordingly.  

Racial/Ethnic Harassment – Racial harassment occurs when someone bothers, threatens or treats another 
person unfairly because of his or her race, colour or ancestry. Such forms of harassment can also be 
connected with one's place of origin, religion, citizenship or first language.  

Examples of racial or ethnic harassment include, but are not limited to: 

 Unwelcome remarks, jokes or innuendos about a person's racial or ethnic origin, colour, place of birth,
citizenship or ancestry;

 Displaying racist or derogatory pictures or other offensive material;

 Insulting gestures or practical jokes based on racial or ethnic grounds which create awkwardness or
embarrassment; and

 Refusing to work with someone because of his or her racial or ethnic origin.
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Racially and ethnically based workplace harassment is not permitted within any activity under the responsibility 
or control of Lavis Contracting Ltd. or any of its subsidiaries. 

Bullying 

At Lavis Contracting Ltd., we are committed to providing our employees with a work environment free from 
workplace bullying. All our employees have the responsibility to conduct themselves accordingly.  

Workplace Bullying – The Canadian Centre for Occupational Health and Safety (CCOHS) defines workplace 
bullying as acts, physical contact or comments which can have the effect of mentally hurting or isolating a 
person in a workplace.  Like schoolyard bullying, workplace bullying usually consists of repeated incidents or a 
pattern of behaviour that is intended to intimidate, offend, belittle or humiliate a particular person or group of 
people. 

Workplace bullying includes but is not limited to: 

 Making rude, degrading or offensive remarks;
 Spreading rumours, gossip and innuendo, especially where malicious, hurtful and untrue;
 Ridicule and humiliation;

 Discrediting another worker or calling into question their convictions or their private life;
 Social isolation, ostracizing or ignoring a worker;
 Refusing to speak with someone or giving them the “silent treatment”;
 Deliberately undermining someone or stopping that person from completing his or her work;
 Belittling a worker about their work, achievements or hobbies;
 Assigning demeaning or insulting work;
 Removing responsibilities and accountability without reason;
 Constantly changing work requirements and/or standards;
 Assigning unreasonable duties and imposing impossible deadlines designed to set employees up for

failure;
 Sabotaging or tampering with a worker’s work, equipment or belongings, including deliberately

withholding important or necessary information;
 Regular public criticism;
 Continuously blocking reasonable requests for training, leaves or transfers; and
 Engaging in online or “cyber” bullying.

Many bullies attempt to assert some type of power over their victims through inappropriate aggression, and 
therefore may or may not be in a position of formal authority over their victims.  While there is often a fine 
line between “strong management” and bullying, most reasonable and objective bystanders know bullying 
when they see it.   

Reasonable Actions Of Management 

The Occupational Health and Safety Act confirms that a reasonable action taken by an employer or 
manager/supervisor relating to the management and direction of workers or the workplace is not workplace 
harassment. 

Unless an individual has been unfairly singled out for especially harsh treatment, workplace bullying generally 
does not include situations such as the following: 

 Holding people accountable for their performance through the provision of routine coaching and
feedback, fair and objective performance appraisals, performance improvement/corrective action plans,
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or through appropriate and justifiable disciplinary action, even where a long-service employee has not 
previously received this type of feedback; 

 Providing fair and reasonable constructive feedback or evaluation of the work completed by a colleague
or a direct report;

 A manager assigning additional work of a reasonable scope and quantity to his or her direct reports, or
requesting an employee to work reasonable overtime hours when required;

 Minor differences of opinion and/or the occasional workplace conflict which does not get out of hand;
and

 Occasionally showing slight frustration or annoyance, where such behaviour is justified and displayed in
a respectful manner with no threat of violence, intimidation or other reprisals.

Reporting 

All incidents of workplace harassment are to be reported and investigated as per HR-19 What to do in Cases of 
Violence or Harassment Procedure policy. 

Available Supports 

The following supports are available to workers who have been the target of workplace harassment: 

 Direct manager / supervisor;
 Where the harasser is the employee’s direct manager / supervisor, any other member of the senior

management team;
 Human Resources Department;
 Employee Assistance Program (“EAP”), available at LifeWorks 1.877.207.8833 or lifeworks.com.

Harassment Guiding Principles 

What one person finds offensive, others may not. Generally, harassment is considered to have taken place if 
the person knew, or ought to have known, that the behaviour is unwelcome.  

For the purpose of this Policy, retaliation against someone for invoking this Policy, for participating and 
cooperating in any investigation under this Policy, or for associating with a person who invoked this Policy, will 
be treated as a form of workplace harassment in itself.  

Our Policy applies to all our employees, managers and contractors, and extends to all Lavis Contracting Ltd. 
activities, including lunches and social gatherings (whether on or off-site).  

It is both your responsibility and ours to keep each other informed of matters that infringe upon these rights. 
These matters must be brought to the attention of your supervisor/manager.  

While harassment is usually based on an ongoing pattern of abuse, in some instances a single incident can be 
sufficiently serious to constitute harassment.  

In the interests of being respectful and sensitive towards victims of workplace harassment, confidentiality will 
be maintained wherever possible. Exceptions will only be made where disclosure is necessary for the purposes 
of conducting a proper investigation or taking appropriate disciplinary/corrective measures, or where required 
by law or the principles of natural justice. 
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RESPONSIBILITIES 

All Management, Supervisory Staff, Human Resources, and Health & Safety Departments are responsible for: 

 Ensuring that all employees are fully aware of and understand the consequences associated with any
breach of this policy;

 Maintaining a workplace free from violence and harassment;
 Taking all allegations, complaints and reports of workplace violence and harassment seriously, and

follow-up / investigate as appropriate;
 Maintaining confidentiality wherever possible;
 Being familiar with and ensuring compliance with Lavis Contracting Ltd.’s policies relating to workplace

harassment, violence, discrimination, accommodation and workplace investigations;
 Being aware of the signs of workplace violence and harassment and being prepared to intervene when

appropriate;
 Referring victims or perpetrators of workplace violence and harassment to appropriate resources or

supports, as appropriate; and
 Setting a good example and maintaining a high standard of conduct in all dealings with others.

All Employees are responsible for: 

 Treating everyone in the workplace with dignity and respect, and in a manner which is free of violence,
threats, intimidation, abuse, and harassment;

 Making changes to their own behaviour where they become aware that there is potential for such
behaviour to harm, intimidate, threaten or cause offence to others;

 Refusing to accept violent, threatening, or harassing behaviour from others, regardless of whether that
behaviour is perpetrated by one’s manager or co-workers, or a supplier or member of the public;

 Intervening and/or reporting instances of violent or threatening behaviour on the part of others which
could amount to workplace violence;

 Intervening and/or reporting instances of inappropriate behaviour on the part of others which could
amount to workplace harassment;

 Being supportive of others who are victims of workplace violence and harassment; and
 Cooperating fully with any and all workplace violence and harassment investigations.

All Complainants / Victims of Violence and Harassment are responsible for: 

 Clearly informing the perpetrator or harasser that his or her behaviour is unacceptable and that it must
stop immediately.  Where the employee is not comfortable informing the perpetrator or harasser
personally, this may be done by a manager or member of the Human Resources Department to whom
the incident is reported;

 Preserving evidence and documenting dates, times and the names of any witnesses, as well as any
attempts to resolve the situation; and

 Cooperating fully with any and all workplace violence and harassment investigations.

All Respondents / Employees Accused of Violence and Harassment are responsible for: 

 Preserving evidence and documenting dates, times and the names of any witnesses, as well as any
attempts to resolve the situation;

 Cooperating fully with any and all workplace violence and harassment investigations; and
 Being open, honest and forthright about any statements made or actions taken by the employee which

might reasonably be considered violent or threatening to another employee.
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The Human Resources Department is responsible for: 

 Educating employees about workplace violence and harassment;
 Assisting managers and employees in investigating allegations of workplace violence and harassment;
 Informing employees and managers of their rights and responsibilities;

 Mediating workplace disputes involving workplace violence and harassment, where appropriate, to
facilitate the finding of a mutually acceptable solution;

 Assisting employees in filing complaints of workplace violence and harassment;
 Providing referrals and information about assistance that may be available through the Employee

Assistance Program; and
 Ensuring that all incidents of workplace violence and harassment are addressed appropriately, including

the use of progressive discipline.
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 RETURN TO WORK 
RESPONSIBILITIES 

MANUAL COPY 

SAFETY POLICIES AND PROCEDURES 
DISTRIBUTION: All Locations 

PAGES: 2 

REVISION DATE:  
January 1, 2019 

 
Purpose 

To outline the procedures and program elements of the corporate Return to Work (RTW) Program including 
the Company obligations for returning employees to pre-injury duties following injuries and the responsibilities 
of the various workplace parties around injury management, disability management, and modified duties and 
return to work programs.  
 
Roles and Responsibilities 

Return to Work Coordinator – The Return to Work Coordinator may be the Safety Manager; Health, Safety & 
Environment Coordinator; Claims Specialist, or other competent party representing the Company.  The Return 
to Work Coordinator is responsible for: 

 Ensuring the confidentiality and privacy of the worker is maintained.  
 Being the initial point of contact between the Supervisor and the worker.  
 Advising the Claims Specialist at and assisting in the completion of the relevant Worker’s Compensation 

Board (WCB) or Workplace Safety & Insurance Board (WSIB) required forms.  
 Ensuring the reporting timelines and requirements are being met.  
 Being the primary point of contact between the Company and the WCB/WSIB.  
 Tracking and monitoring the active and inactive injury claims corporately and measuring the number of 

days on modified duties and direct and indirect injury costs.  
 Keeping the WCB/WSIB informed of the availability of modified duties to injured workers.  
 

Injured Worker – The injured worker is responsible for: 

 Contacting the Company as soon as possible after the injury occurs.  
 Maintaining an appropriate and timely level of communication with the Supervisor, Company and 

representative(s) of the Safety Department (or its agents). 
 Cooperating in the Return to Work Plan, with the Company and with the relevant worker’s compensation 

board. 
 Assisting in finding suitable employment that is available and consistent with the worker’s abilities and 

functional abilities.  
 Performing only the tasks they have been approved to perform as cited by the respective medical 

practitioner or health professional. 
 

Co-Workers – Individuals that work alongside a worker that is engaged in a Return to Work Plan are 
responsible for:  

 Treating fellow co-workers respectfully while they are engaged in a Return to Work Plan. 
 Requesting support on activities within the parameters of the medical reports and the worker’s abilities. 
 Participating in the transportation of injured workers, if requested to do so by the Supervisor.  
 

Supervisors – The injured worker’s direct Supervisor is responsible for:  

 Immediately notifying the Divisional Manager (or equivalent) and Safety Department of the incident/injury. 
 Immediately offering any injured employee modified work.  
 Ensuring an Incident Report Form is completed. 
 Completing an investigation of the incident (Supervisor’s Incident Investigation Form). 
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 Cooperating with the Safety Department investigation of the incident (if the Safety Department has been 
called in to investigate).  

 Forwarding information regarding the incident/injury (Incident Report Form, Supervisor’s Incident 
Investigation Form, etc.) to Divisional Management and the Safety Department. 

 Partnering with the Safety Department in managing the Return to Work Plan.  

 Assigning only tasks that fall within the parameters of the medical information and continued monitoring 
and supervision of the injured worker to ensure they are performing tasks as part of the Return to Work 
Plan.  

 Sharing information with the Joint Health and Safety Committee (JHSC) and Health and Safety 
Representative (if applicable).  

 Working with both the Safety Manager/Coordinator and Claims Specialist to obtain information on the 
worker’s functional abilities (or relevant documentation).  

 Supporting the Return to Work Plan with recommendations for tasks/activities that can be performed by 
the injured worker/worker on modified work duties.  

 

Worker’s Compensation Board (WCB)/Workplace Safety & Insurance Board (WSIB) – The WCB/WSIB is 
responsible for: 

 Maintaining communication with the Company and the injured worker. 
 Supporting initiatives to return the worker to work. 
 Providing specialist medical support services in managing the claim. 
 Tracking the direct injury costs as part of the claims costs.  
 Transitioning the worker back to work, as necessary.  
 Acting as a resource in the best interest of the workplace parties.  

 

Managers – Responsible for: 

 Being familiar with the requirements of the Return to Work Program. 

 Making arrangements to ensure Supervisors are trained on the Return to Work Program and its 
requirements. 

 Ensuring the support and cooperation of establishing and providing modified duties.  
 Including injury statistics as part of the Monthly Safety Performance Report. 
 Reviewing the effectiveness of the Return to Work Program as part of Management Review.  
 

Senior Management Team – Responsible for:  

 Approving the Return to Work Program (by authorizing the Policy). 
 Ensuring the resources to facilitate an effective Return to Work Program. 
 Reviewing performance of the corporate Return to Work Program as part of Management Review. 
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 2019 SAFETY AGREEMENT 
FORM NUMBER:  

FOR-SAF-029 Rev. 2 
Element #8 

SAFETY FORM 
DISTRIBUTION: All Locations 

PAGES: 1 

REVISION DATE:  
January 1, 2019 

 
I acknowledge that safety is my responsibility. I am also responsible for the well-being of those who work with 
and/or around me, members of the public, and the natural environment.  
 
Since it is my responsibility,  
 

1. I acknowledge that I have received the Lavis Contracting Health and Safety Orientation and agree to 
abide by the Lavis Contracting Health & Safety Management System (HSMS). 

 
2. I commit myself to work safely, and I agree that all incidents are preventable. 

 
3. I accept that I have the responsibility to help promote a positive safety culture. I will not walk by an 

unsafe situation. The safe way is the only way. 
 
4. I will not perform a task before checking for hazards in my work environment.  

 
5. I recognize that Lavis Contracting provides me with the authority to correct unsafe acts and/or unsafe 

conditions. 
 

6. I am accountable for my individual safety performance. I will participate in improving our team’s 
performance in health and safety. 

 
7. I will immediately report all incidents, near misses, unsafe acts or unsafe conditions to my Supervisor. 

 
8. I will report all injuries to my Supervisor no matter how minor they may seem. 

 
 

Company Name: 
 
 

Employee Name:  

Employee Signature:  Date: 
 

Supervisor Signature:  Date: 
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Code of Conduct Summary

Core Values
Lavis Contracting Co. Limited serves its customers and treats its competitors,
subcontractors and suppliers with honesty and integrity. Every employee works to provide
total customer satisfaction by offering products and services that represent value and to
earn the respect and trust of our business partners. Everything we do we believe in doing
with the utmost regard for safety, quality and ethical behaviour.

Our Commitment
In support of our core values, all Lavis Contracting Co. Limited employees, including
management, and employees of its associated companies, commit to abide by this Code of
Conduct and all policies referenced in this code that are relevant to that employee.
Violations of this Code of Conduct will be taken seriously and will result in corrective action,
and may attract discipline, up to and including termination of employment or contracts.

Ethical and Respectful Work Environment
Lavis Contracting Co. Limited is committed to providing a work environment which is
supportive of the fair treatment of everyone and is conducive to relationships based on
mutual respect, cooperation and understanding. Lavis Contracting Co. Limited Policy and
Procedures manual can be provided by Human Resources. Employees must read and
become familiar with the material and adhere to its contents. For further information
reference Lavis Contracting Co. Limited Policy and Procedures Handbook.

Conflicts of Interest
Lavis Contracting Co. Limited avoids conflicts of interest, both at the corporate and
individual level. Employees must not receive directly or indirectly any personal financial
benefit from the exercise of their Company duties and responsibilities. If you are uncertain
whether you may have a Conflict of Interest, you are required to identify the potential
conflict to your manager. For further information reference Conflict of Interest Policy.

Public Disclosures
Any statements to the media shall be made only by a designated spokesperson of the
Company.

Compliance with the Law
Employees, managers or contractors of Lavis Contracting Co. Limited will conduct our
business in accordance with all laws and regulations that are applicable within the
jurisdictions in which we operate.
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Anti-Bribery & Corruption
Lavis Contracting Co. Limited and its affiliates shall not engage in, or otherwise tolerate any
form of bribery or corruption in their business dealings, even when observance of this
commitment may place the Company in a disadvantageous business position. Bribery is
defined as directly or indirectly paying, promising, giving, offering, or authorizing to give or
receive anything of value to anyone for the purpose of influencing that person to misuse or
take advantage of another’s position.

Political and Charitable Contributions and Activities
Employees must avoid conflicts of interest that may arise from political, public or charitable
activities.

Bidding, Negotiating and Performing Contracts
Employees are prohibited to disclose confidential information (including information
received from Lavis Contracting Co. Limited’s vendors, customers, and subcontractors) to
anyone without proper authorization or to use that information for personal gain or for any
purpose other than that intended.

Whistleblower
Lavis Contracting Co. Limited has implemented a Theft and Loss prevention hotline and a
prevention presorting link on Lavis Contracting Co. Limited Intranet. The two mechanisms
will be monitored daily and remain strictly confidential. The number is 1-844-836-0777 or
under ‘Tips’ on the Lavis Intranet.

Ethics Investigations
The Code of Conduct is available on the Lavis Contracting Co. Limited Intranet to all
employees. For those who do not have access, the manager can provide a copy to
employees upon request. If an employee, customer or other individual becomes aware of a
circumstance in which Lavis Contracting Co. Limited or an employee of the Company fails to
conform to the requirements of the Code of Conduct, they may: report it directly to a
supervisor or senior management, call the Theft and Loss Prevention hotline, or complete
and submit a Whistleblower reporting form. Lavis Contracting Co. Limited prohibits any
form of retaliation or discrimination against any person who has submitted a good faith
complaint.
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Human Resources –
Human Rights and

Respectful Workplace

POLICY NUMBER:
HR-01 Rev 1
REPLACES POLICY:
HR-01 Rev 0, HR-06 Rev
0, HR-07 Rev 2, HR-10
Rev 0, HR-19 Rev 0

CORPORATE POLICIES AND PROCEDURES
DISTRIBUTION: All Locations

PAGES: 12
ISSUE DATE:
11-23-2018

ISSUED AND APPROVED BY:
François Vachon, President

1. POLICY

1.1 Lavis Contracting Co. Limited is committed to providing a work environment which is
supportive of the fair treatment of all its employees and is conducive to relationships
based on mutual respect, cooperation and understanding. Nothing is more important to us
than the physical and mental health, safety, security, dignity, self-respect and well-being
of our employees, managers, contractors, and that of our visitors, including vendors,
suppliers and members of the general public. Employee behavior that undermines the
dignity, self-esteem or productivity of any employee will not be condoned. It is every
employee’s right to be treated with dignity and respect and every employee’s
responsibility to treat others the same way.

1.2 Harassment and discrimination, in all their forms, violate an individual’s human rights
and are contrary to Lavis Contracting Co. Limited’s fundamental values. These matters are
serious and Lavis Contracting Co. Limited will act promptly and efficiently to deal with
such situations. Individuals who believe that they have been subjected to harassment or
discrimination may register their concerns and/or complaints without fear of retaliation or
reprisal. Lavis Contracting Co. Limited will exercise care to protect and respect the rights
of all parties referred to as “the complainant(s) and the respondent(s) (the individual(s)
alleged to have violated another’s human rights).”

1.3 Harassment in any form will not be tolerated; the term “harassment” includes: sexual
harassment, racial/ethnic harassment and bullying. The inclusion of specific terms must
not, however, be taken to mean that we will ignore other forms of harassment. Rather,
these three terms are included here because such conduct is regrettably still too common
in today's workplaces.

1.4 This policy establishes the minimum standard of behaviour for all Lavis Contracting
Co. Limited employees.
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2. SCOPE

2.1 We acknowledge our responsibility to support and assist persons subject to
harassment and discrimination and that appropriate action will be taken, whether such
conduct is perpetrated by an employee, manager, contractor, or a member of the public
and whether such conduct has been formally or informally reported or suspected. We
expect all our employees, managers and contractors to help us maintain a workplace free
of harassment and discrimination. Failure to do so may give rise to disciplinary actions, up
to and including termination of employment. We will not discriminate or retaliate against
an employee because he or she has been perceived to be a victim of workplace
harassment.

3. PURPOSE

3.1 The purpose of this policy is to:
 ensure that all employees of the Company are able to work in an environment that

is free from harassment and discrimination; and
 clearly define Lavis Contracting Co. Limited’s position with respect to the issues of

harassment and discrimination; and
 establish the procedures available to its employees, if confronted by inappropriate

and unwelcome behaviour.

3.2 This policy applies to all staff including management, employees and contractors of
Lavis Contracting Co. Limited while engaged in work or work-related activities on behalf of
the Company. All complaints must be made within a reasonable time, usually within six
months from the date of the most recent alleged incident.

4. DEFINITIONS

4.1 This policy covers:

4.1.1 Bullying which is deemed to include but is not restricted to:
 acts, physical contact or comments which can have the effect of mentally hurting

or isolating a person in a workplace;
 incidents or a pattern of behaviour that is intended to intimidate, offend, belittle or

humiliate a particular person or group of people;
 character assassination; spreading rumours, gossip and innuendo, especially where

malicious, hurtful and untrue;
 deliberately undermining someone or stopping that person from completing his or

her work;
 belittling an employee’s work or achievements or constantly taking credit for that

person’s accomplishments;
 removing responsibilities and accountabilities without reason;
 constantly changing work requirements and/or standards; assigning unreasonable

duties or workload to an employee;
 assigning demeaning and/or insulting work;
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 establishing impossible deadlines designed to set up an employee for failure;
 withholding necessary information or deliberately giving false information;
 making or forwarding offensive jokes, especially when the jokes are directed

towards that person or to an identifiable group to which that person belongs;
 spying on someone, stalking the person, sabotaging or tampering with his or her

equipment or belongings, or otherwise invading that person’s privacy;
 regularly shouting or using profanity, especially when directed towards the

individual concerned;
 constantly or persistently criticizing an individual, in public or private;
 unwarranted, unjust or unreasonable punishment;
 constantly threatening someone with being fired where termination is not

warranted;
 falsely accusing an employee of misconduct, criminal activities or harassment;
 continuously blocking reasonable requests for training, leaves or transfers; and
 engaging in online or “cyber” bullying.

4.1.2 Domestic Violence which is deemed to include but is not restricted to:
 actual or threatened physical violence or harm, up to and including incidents of

serious assault and even homicide;
 sexual assault (forcing someone into sexual activities against their will is a crime

even where parties are married to one another);
 stalking and other forms of sexual harassment and intimidation;
 threats of harm or actual harm perpetrated against the victim or individuals who

are closely associated with the victim; and
 damaging, destroying, or threatening to destroy, property belonging to the victim

or individuals who are closely associated with the victim.

4.1.3 Harassment or Discrimination which means, except where bona fide and
reasonable cause exists, or where it is based upon bona fide and reasonable
requirements or qualifications, the differential treatment, whether intended or not, of an
individual or group of individuals based on:

 an individual’s actual or presumed membership in or association with some class or
group of persons, rather than on the basis of personal merit;

 an individual’s actual or presumed ancestry, race, colour, nationality or national
origin, ethnic background, religion or religious belief, age, sex, gender-determined
characteristics, sexual orientation, marital or family status, source of income,
political belief, political association or activity, physical or mental disability or
related characteristics or circumstances; and

 a failure to make reasonable accommodations for the special needs of an individual
or group, if such failure is based upon any of the characteristics referred to in the
section above.

4.1.4 Racial/Ethnic Harassment which is deemed to include but is not restricted to:
 unwelcome remarks, jokes or innuendos about a person’s racial or ethnic origin,

colour, place of birth, citizenship or ancestry;
 displaying racist or derogatory pictures or other offensive material;
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 insulting gestures or practical jokes based on racial or ethnic grounds which create
awkwardness or embarrassment;

 unfair treatment of an individual based on racial or ethnic origin; and
 refusing to work with someone because of his or her racial or ethnic origin.

4.1.5 Sexual Harassment which is deemed to include but is not restricted to:
 unwanted sexual attention by a person who knows or ought reasonably to know

that such attention is unwanted;
 express or implied promise of reward for complying with a sexually oriented

request;
 express or implied threat or reprisal for refusal to comply with a sexually oriented

request;
 sexually oriented behaviour or gender-based abusive and unwelcome conduct or

comment that has the purpose or effect of creating an intimidating, hostile or
offensive environment;

 making sexual jokes or other similarly offensive comments; and
 posting or disseminating material, jokes, photographs, videos, or other material of

a sexual content.

4.1.6 Workplace Harassment which is deemed to include but is not restricted to:
 spreading rumours, gossip or innuendo;
 offensive or intimidating comments or jokes;
 bullying or aggressive behaviour;
 social isolation, ostracizing or ignoring a worker;
 deliberately undermining someone or stopping that person from completing his or

her work;
 belittling a worker about their work, achievements or hobbies;
 assigning demeaning or insulting work;
 displaying or circulating offensive pictures or materials;
 inappropriate staring, spying or stalking;
 sabotaging or tampering with a worker’s work, equipment or belongings; and
 isolating a person because of gender identity.

4.1.7 Workplace Violence which is deemed to include but is not restricted to:
 exercising or attempting to exercise, physical force by a person against a worker,

in a workplace, that causes or could cause physical injury, or a statement or
behaviour that is reasonable to interpret as a threat to exercise physical force or
that could cause injury;

 actual and attempted acts of violence, including actions such as hitting, punching,
slapping or kicking;

 sexual assault; and
 other acts of physical aggression, such as the deliberate destruction of or damage

to property, especially where such actions are meant to intimidate one or more
individuals.
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4.2 Notwithstanding any other provision of this policy, it is not discrimination or a
contravention of this policy to:

 make reasonable accommodation for the special needs of an individual or group, if
those special needs are based upon any characteristic referred to in section 4.3;

 plan, advertise, adopt or implement a program(s) that has as its objective the
improvement of conditions of challenged individuals or groups, including those who
are challenged because of any characteristic referred to in section 4.3;

 discipline employees through the progressive discipline process due to poor
performance; or

 provide constructive and/or specific feedback regarding behaviours and
performance that are not reflective of Lavis Contracting Co. Limited’s values or
performance expectations.

4.3 One incident or a series of incidents may constitute harassment or discrimination. It
may involve individuals or groups and either peer or power relationships. It may be
physical or psychological in nature. It can occur between males and females and between
members of the same gender.

 A complainant is the individual who makes a complaint.
 A respondent is a person against whom a complaint has been made.
 A Recipient of Complaints is a Human Resources Representative, an Owner,

President, Vice President, Director, Manager, or anyone who acts in a supervisory
position to the respondent.

 Corporate Human Resources means the Vice President or Manager of the Human
Resources Department of the Company.

5. PRINCIPALS

5.1 Robbery, Fighting, Violent and Illegal Acts
 At Lavis Contracting Co. Limited, we urge you not to get involved in any actions

meant to thwart or deter a robbery, violent act or other serious criminal activity
while on Lavis Contracting Co. Limited property or while conducting Lavis
Contracting Co. Limited business. If you do encounter such activities, do not try to
stop the robbery, violent act or crime. As soon as you and your co-workers are
safe, notify your immediate supervisor/manager or a member of the management
team immediately. If a fight breaks out in the workplace, do not try to physically
intervene. Instead, notify your supervisor/manager immediately. All serious
criminal activities must be reported immediately to the proper authorities.

5.2 Harassment Guiding Principals
 What one person finds offensive, others may not. Generally, harassment is

considered to have taken place if the person knew, or ought to have known, that
the behavior is unwelcome.

 For the purpose of this Policy, retaliation against someone for invoking this Policy,
for participating and cooperating in any investigation under this Policy, or for
associating with a person who invoked this Policy, will be treated as a form of
workplace harassment in itself.
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 Our Policy applies to all our employees, managers and contractors, and extends to
all of Lavis Contracting Co. Limited activities, including lunches and social
gatherings (whether on or off-site).

 It is both your responsibility and ours to keep each other informed of matters that
infringe upon these rights. These matters must be brought to the attention of your
supervisor/manager both in cases where you are subject to infringement of your
rights or you suspect that others rights have been infringed upon.

 While harassment is usually based on an ongoing pattern of abuse, in some
instances a single incident can be sufficiently serious to constitute harassment.

 In the interests of being respectful and sensitive towards victims of workplace
harassment, confidentiality will be maintained wherever possible. Exceptions will be
made only where disclosure is necessary for the purposes of conducting a proper
investigation or taking appropriate disciplinary/corrective measures, or where
required by law.

5.3 At Lavis Contracting Co. Limited, we take all allegations of harassment in the
workplace very seriously, regardless of the identity of the victim, the grounds for the
harassment, or whether such harassment is perpetrated by a person's manager, co-
worker, subordinate, or by a supplier, consultant, or member of the general-public. As an
employee, manager or contractor at our Company, you have certain responsibilities in our
workplace.

6. RESPONSIBILITIES

6.1 We all have a role to play in preventing workplace violence and harassment and in
dealing with such allegations when they do occur. Some of the specific roles and
responsibilities of the relevant stakeholders are detailed below.

6.2 Employees and Contractors:
 To treat everyone in the workplace with dignity and in a manner that is respectful

and free of violence, threats, intimidation and harassment.
 To make changes to their own behavior when they become aware that there is

potential for such behavior to harm, intimidate, threaten or cause offence to
others.

 To refuse to accept violent or harassing behavior from others, regardless of
whether that behavior is perpetrated by one's manager or co-workers, or by a
supplier or member of the public.

 To intervene and/or report instances of inappropriate behavior on the part of
others which could amount to workplace violence or harassment immediately to
their supervisor or manager or alternatively directly to the Human Resources
Department.

 To be supportive of others who are victims of workplace violence or harassment.
 To cooperate fully with any and all workplace violence and harassment

investigations.
6.3 Supervisors and Managers:

57



7

 Ensure that all employees are fully aware of and understand the consequences
associated with any breach of this policy.

 To maintain a workplace free from violence and harassment.
 To take allegations of violence or harassment seriously and follow-up appropriately.
 To maintain confidentiality wherever possible.
 To be familiar with the requirements of the Violence and Harassment in the

Workplace Policy and all of the relevant sub-policies.
 To be aware of the signs of workplace violence and harassment and be prepared

to intervene when appropriate.
 To refer victims or perpetrators of violence or harassment to appropriate resources

where applicable.
 To refer suspected cases of violence and harassment to Human Resources even if

a complaint has not been received.
 To set a good example and maintain a high standard of conduct in all dealings with

others.

6.4 Complainants/Victims of Violence or Harassment:
 In cases of harassment, to clearly inform the harasser that his or her behavior is

unacceptable and that it must stop immediately. In cases of violence or in other
cases where the complainant is not comfortable informing the respondent
personally, this may be done by a manager or member of the Human Resources
Department to whom the incident is reported.

 To preserve evidence and document dates, times and the names of any witnesses,
as well as any attempts to resolve the situation.

 To cooperate fully with any and all workplace violence or harassment
investigations.

6.5 Respondents/Employees Accused of Violence or Harassment:
 To cooperate fully with any and all workplace violence or harassment

investigations.
 To preserve evidence related to instances of alleged violence or harassment,

documenting dates, times and the names of any witnesses.

6.6 Human Resources Department:
 To educate employees about workplace violence, harassment and domestic

violence.
 To assist managers and employees in investigating allegations of workplace

violence and harassment.
 To inform employees and managers of their rights and responsibilities and of their

right to obtain legal advice and/or representation from a qualified lawyer
independent from the Company.

 To mediate workplace disputes involving workplace harassment, where
appropriate, to facilitate the finding of a mutually acceptable solution.

 To assist employees in filing complaints of workplace violence and harassment.
 To provide referrals and information about assistance that may be available

through the Employee Assistance Program.

58



8

6.7 Investigators:
 To carry out fair and impartial investigations into allegations of workplace violence

and harassment. An investigator is a specially trained person who is appointed to
investigate a formal complaint of workplace violence or harassment. An
investigator would normally be a member of the Human Resources Department or
a neutral third party.

6.8 Joint Health and Safety Committee/Health and Safety Representative:
 To be informed where incidents of workplace violence occur which result in

personal injury. Wherever possible, the identities of the individuals concerned will
be protected.

 To participate in an investigation where there is a work refusal as a result of
workplace violence.

 To obtain the results of workplace violence risk assessments.
 To provide recommendations in relation to policies, procedures and programs with

regard to the prevention of workplace violence and harassment.
 To respond to employee concerns related to workplace harassment or bullying.

7. AVAILABLE SUPPORTS

7.1 Workplace Violence and Harassment Prevention Program – At Lavis Contracting Co.
Limited, we have taken specific measures to implement the Workplace Violence and
Harassment Policy. These measures are referred to as our Workplace Violence and
Harassment Prevention Program. The Program includes specific measures and procedures
to control risks of workplace violence, as identified in the section on the Workplace
Violence and Harassment Risk Assessment below.
Such measures include the following:

 Implementing procedures for summoning immediate assistance when workplace
violence occurs or is likely to occur.

 Implementing procedures for reporting incidents of workplace violence and
harassment.

 Implementing procedures for investigating and dealing with alleged incidents of
workplace violence and harassment.

7.2 Workplace Violence and Harassment Risk Assessment – We conduct a workplace
violence and harassment risk assessment and will reassess the risks of workplace violence
and harassment once a year. The results of these assessments are communicated to
affected employees, Human Resources, and to the Joint Health and Safety
Committee/Health and Safety Representative. The risks of violence which are assessed
relate to the physical environment and to the potential for violent acts perpetrated by
employees as well as by visitors and members of the public.

7.3 Workplace Harassment Awareness Training – Lavis Contracting Co. Limited requires all
new hires, as part of their Orientation program, to undergo workplace harassment
awareness training. In addition, from time to time we will conduct refresher sessions for
all employees and may conduct sessions or provide referrals for one or more specific
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individuals where they require anti-harassment awareness training as part of a Corrective
Action Plan or as identified through training needs analysis.

8. REFERENCE DOCUMENTATION

8.1 Appendix A (attached) - Procedures
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APPENDIX A

PROCEDURES

Filing a Complaint

Complaints of workplace harassment or violence should be filed as soon as possible. We take all
allegations of harassment and violence seriously, but may have a difficult time investigating or
proving allegations where a complaint is not filed within one year. Where there is an extremely
urgent and/or life-threatening situation in the workplace, particularly with regard to serious
violence, the most important concern is the immediate safety and well-being of affected
employees, contractors, visitors and other individuals. Depending upon the situation, the most
immediate need could be to call the police, fire department or paramedics, summon medical
attention, secure the location or evacuate the premises. Your safety and security is of paramount
importance. Therefore, while the procedure outlined below is mandatory in instances of
workplace violence and harassment, common sense must prevail. For example, in a life-
threatening situation, or one where there is a genuine threat of serious bodily harm, there may
be little sense in asking the perpetrator to stop, since doing so might just provoke that person
even further.

I. Informal Complaint

 Wherever possible, it is important to take direct action and let a harasser or abuser
know right away that his or her behavior is unacceptable and that it must stop
immediately. Recall that what one person finds offensive, others may not. Therefore,
in many cases of harassment especially, the person may not even be aware that his or
her behavior is inappropriate. Many disputes involving workplace harassment in
particular can be successfully resolved through informal discussion and dialogue or
some form of mediation. A simple warning from the person on the receiving end of
such conduct or comments may be enough to correct the problem.
o All incidents involving workplace violence must be reported to the employee’s

manager or to the Human Resources Department, even if the complainant
believes that the problem has been resolved satisfactorily.

 Where an employee is not comfortable communicating directly with the harasser or
abuser, or if efforts to resolve the situation between the parties have been ineffective,
the employee has the option of speaking with his or her manager or supervisor, or
contacting the Human Resources Department to try and resolve or mediate the
situation. At that point, the manager, supervisor, or Human Resources Representative
may meet with the employee, the respondent and any other relevant party with a view
to resolving the matter.
o Documentation is extremely important, even if the problem appears to have been

resolved. It is especially important if efforts to resolve a dispute informally prove
to be unsuccessful or if the violence or harassment is serious and justifies a
formal complaint.
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II. Formal Complaint

 Any employee, manager or contractor who feels that he or she has been the victim of
workplace violence or harassment or whose matter cannot be resolved informally has
the option of filing a formal written complaint.

 Formal complaints include:
o Filing a written complaint for internal investigation under this Policy.

 Such complaints are filed using a Workplace Violence and Harassment Incident
Reporting Form, available from the Human Resources Department.  Completed forms,
which must be signed and include details of the alleged incident(s), can be submitted
to your immediate supervisor or manager, and/or to the Human Resources
Department. Where the respondent is your immediate supervisor, you may submit the
complaint to the next level of management.

 If it is determined that the allegation(s) does not fall under the definitions set out in
this policy or our Human Rights – Respectful Workplace Policy, then the complainant
shall be advised accordingly and no further action shall be taken under this policy. If it
is determined that the allegation(s) falls within the definitions set out in this policy or
our Human Rights – Respectful Workplace Policy, an investigation shall be launched.

Investigations

All formal complaints of workplace violence and harassment will be taken seriously by managers,
supervisors and the Human Resources Department. If it is determined that an investigation is
required, it will be handled by a senior member of the management team/Human Resources
Representative or by an external investigator. The purpose of an investigation is to gather
evidence and interview both parties to the dispute as well as any witnesses. All relevant
information will be gathered, including dates, times and the details of any alleged incidents. It is
our intention to conclude investigations as soon as possible and to give anyone accused of
workplace violence or harassment an opportunity to provide a defense to the allegations and to
present his or her side of the story. Both complainants and respondents have the right to seek
independent legal advice and/or representation with respect to any investigation, and will be
notified in writing of the outcome of the investigation.

Disciplinary/Corrective Action

Once it is determined that workplace violence or harassment has occurred, we will take such
disciplinary/corrective action as is required under the circumstances, having regard to a variety of
factors including, but not limited to:

 The seriousness of the complaint;
 The impact on the complainant;
 The persistence of the conduct complained of;
 The respondent's disciplinary record;
 The degree and aggressiveness of any physical contact;
 The wishes of the complainant;
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 The degree, if any, to which the respondent misled a person investigating the
incident; and

 The degree of a respondent's willingness to cooperate and to change his or her
behavior.

We reserve the right to take disciplinary/corrective action in the absence of a specific complaint,
or where a complaint is initiated by a person other than the victim.

Appeals

The respondent may appeal the findings and/or disposition made under this policy within 30 days
from the receipt of the Human Resources’ report by filing a written notice, stating the reasons for
the appeal. The appeal shall be to the Vice President of Human Resources and/or a Vice
President of an operation. The appeal will be reviewed by the Vice President of Human Resources
and/or the Vice President of an operation.  The previous decision may be upheld, dismissed or
amended or a harsher penalty may be imposed than was imposed in the first instance.
No one charged with responsibility under this policy, who carries out their duties in good faith
and conscience shall be liable for any action or claim arising out of their good faith execution of
those duties.

Interference and Retaliation

Interference with the conduct of an investigation or retaliation against a complainant or witness,
whether the complaint was substantiated or unsubstantiated, may itself result in disciplinary
action.
Where the complainant is an employee under the supervision of the respondent, the Recipient of
Complaints may, where it is feasible to do so and at the complainant’s request, reassign either
the complainant or the respondent to different duties, pending the resolution of the complaint.
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Human Resources – Employee
Performance Assessment

POLICY NUMBER:
HR – 03 Rev. 0

CORPORATE POLICIES AND PROCEDURES
DISTRIBUTION: All Locations

PAGES: 1
ISSUE DATE:
19-04-2004
REVIEWED DATE:
11-23-2018

ISSUED AND APPROVED BY:
François Vachon, President

1. POLICY

1.1 The performance of all employees will be assessed on an annual basis

2. SCOPE

2.1 This policy applies to all operating companies within Lavis Contracting Co. Limited.

2.2 The policy applies to all employees.

3. PURPOSE

3.1 To provide a system for the assessment of the performance of all employees on an annual
basis as part of a continuous cycle of:

 Defining the job expectations
 Establishing objectives and training requirements
 Reviewing performance and identifying where improvements can be made and
 Providing a forum for feedback to the employees concerning their performance.

4. PROCEDURES

4.1 The performance assessment will be completed on an annual bases using the forms
developed for the purpose.

4.2 Following the completion of the assessment forms the employee and supervisor/manager will
meet to discuss the assessment and any areas of disagreement are to be noted

4.3 Plans are to be developed for training and areas where there is an expectation for the
employee to improve his or her performance.

4.4 A discussion of areas where the employee has provided an exceptional performance are
encouraged

4.5 The performance assessment is not complete until all signatures are completed on the form
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Human Resources –
Job Postings

POLICY NUMBER:
HR – 05 Rev. 1
REPLACES POLICY:
HR – 05 Rev. 0

CORPORATE POLICIES AND PROCEDURES
DISTRIBUTION: All Locations

PAGES: 2
ISSUE DATE:
08-14-2017
REVIEWED DATE:
11-23-2018

ISSUED AND APPROVED BY:
François Vachon, President

1. POLICY

1.1 Lavis Contracting Co. Limited believes that hiring the right talent is the key to its success; and
for Lavis Contracting Co. Limited to continue to succeed and grow, it must continue to hire the
best possible talent. Lavis Contracting Co. Limited is committed to recruiting and selecting
individuals who are the most qualified to perform the requirements of each position available.
Lavis Contracting Co. Limited will provide current employees equal opportunity access to either
new or existing job vacancies from skilled labour, up to and including first line supervisory
positions, prior to an external search. Where qualifications are deemed equivalent, preference will
be given to internal employees, Indigenous Peoples, members of the Canadian Armed Forces
(CAF), Reservists, Veterans and Military Spouses who are seeking to find jobs in the civilian
workforce and the local community. The job posting policy outlines the procedures and
responsibilities that need to be adhered to and enforced by all parties. Divisional Human Resources
(HR) and Operations Management and hiring managers need to follow these guidelines.

2. SCOPE

2.1 This policy applies to all employees of all operating companies of Lavis Contracting Co. Limited.
This policy outlines the processes to be followed by all participants in Company hiring activities,
specifically (but not exclusively) the Hiring Manager (HM) and HR.

3. PURPOSE

3.1 To establish a standardized process by which to provide existing employees, local
communities, Indigenous Peoples, members of the Canadian Armed Forces (CAF), Reservists,
Veterans and Military Spouses who are seeking to find jobs in the civilian workforce and the local
community with equal opportunity access to job vacancies from skilled labour up to and including
first line supervisory positions.

4. RESPONSIBILITY

4.1 Human Resources is responsible for the development, regular review and communication to
employees of those established procedures to enable the Lavis Contracting Co. Limited Job Posting
policy.

4.2 All hiring managers within Lavis Contracting Co. Limited operating companies or divisions will
adhere to the Company’s established job posting procedures.

4.3 All employees will adhere to the job posting procedures.
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5. PROCEDURES

5.1 Hiring managers within a Lavis Contracting Co. Limited operating company or division will
immediately notify HR of all new or existing job vacancies within the classifications of skilled labour
up to and including first line supervisor.

5.2 HR will ensure the timely posting of notices to employees of all new positions or job vacancies
within all operating companies or divisions and where applicable, all local communities, Indigenous
Peoples, members of the Canadian Armed Forces (CAF), Reservists, Veterans and Military Spouses
who are seeking to find jobs in the civilian workforce. Job posting notices in most cases provide
the following information:

 Job Title
 Work Location
 Start Date
 Reporting Relationship
 Responsibilities
 Pre-requisite Job Requirements
 Closing date and time on the open posting
 HR contact coordinating the job posting

5.3 Upon expiry of the posting notice, HR will pre-screen all interested applicants to ensure:
 All applicable probationary employment requirements have been satisfied;
 All specified job requirements (e.g. BZ driver’s license or similarly, comparable

mechanic’s accreditation) have been satisfied;
 An applicant’s current compensation arrangements are in line with those proposed for

the posted job.

Those applicants failing to meet any of the foregoing pre-screening requirements will be notified
accordingly, by telephone or written correspondence.

5.4 Those applicants satisfying the pre-screening requirements will be contacted and interviewed
by H. All out-of town applicants will be pre-screened and referred to the local hiring manager. HR
will pre-qualify applicants, referring them to the hiring manager for a final interview.

5.5 The hiring manager will interact with HR to determine the successful candidate.  Unsuccessful
candidates will be notified accordingly by telephone or written correspondence.  Notice of the
awarded job posting will be displayed within all operating companies or divisions.

5.6 In the event a staff position becomes open within three (3) months of its initial posting, the
position will not be re-posted.  Rather, the position will be awarded to that previously qualified
candidate satisfying all the positions requirements.
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Human Resources – Alcohol and
Drugs Policy

POLICY NUMBER:
HR-08 Rev 2
REPLACES POLICY:
HR-08 Rev 1

CORPORATE POLICIES AND PROCEDURES
DISTRIBUTION: All Locations

PAGES: 7
ISSUE DATE:
05-05-2016
REVIEW DATE:
11-23-2018

ISSUED AND APPROVED BY:
François Vachon, President

1. POLICY STATEMENT

1.1 Lavis Contracting Co. Limited is committed to maintaining a work environment
that is safe for all of its employees.

1.2 The protection of employees, other workers and the public is of extreme
importance. The use of alcohol, illicit drugs, cannabis whether medical or not, or the
misuse of prescription drugs, seriously endangers the Company’s ability to provide a
safe and healthy working environment.  Any employee engaging in these types of
activities not only jeopardizes himself/herself, but also his/her co-workers and the
general public

1.3 It is for these reasons that the Company is committed to ensuring that all
employees report to work fit for duty and that they remain fit for duty, including
remaining unimpaired as a result of the use of alcohol,  illicit drugs,  cannabis whether
medical or not, or the misuse of prescription drugs, and in a condition to carry out
their job responsibilities safely.

1.4 Any employee suffering from a drug or alcohol dependence is required to disclose
the dependence to the employee’s immediate supervisor.  This is a duty under the
Internal Responsibility System (IRS) and specific clauses under the relevant
Occupational Health & Safety Act or Regulations.

1.5 Everyone working for the Company has a shared responsibility for workplace
safety. Employees are encouraged to look out for each other and encourage
individuals who may be impaired or suffering a condition to seek assistance and
report this to their supervisor

2. PURPOSE

2.1 The purpose of this Policy is to:
 Establish and promote a safe and healthy work environment;
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 Establish and promote a working environment by clearly defining the
Company’s position with respect to the possession and use of alcohol, illicit
drugs, cannabis whether medical or not and prescription drugs;

 Minimize the risk of impairment, accidents and injuries at work that may result
from the use of alcohol, cannabis whether medical or not, illicit drugs and/or
prescription drugs;

 Assist the Company and its employees in identifying the use of alcohol, illicit
drug, cannabis whether medical or not and prescription drugs by employees
which could negatively impact on their ability to perform their jobs safely and
in compliance with all laws and regulations.;

 Confirm that the Company, with the assistance of employees, intends to
identify, accommodate and assist employees, in appropriate circumstances,
who are confirmed as having a drug, cannabis whether medical or not, and/or
alcohol-related dependency;

 Confirm that the Company may implement appropriate corrective action, up to
and including the termination of employment, in cases where employees
violate this Policy; and

 Establish that, where the termination of employment is inappropriate, assist
any employee who acted in violation of this Policy in returning to work,
provided that there are reasonable and appropriate assurances that the
employee will remain completely free of the negative effects of the use of
alcohol, illicit drugs, cannabis whether medical or not and prescription drugs.

 Violation of this policy is grounds for disciplinary action, up to and including
termination.  All employees are required to read, sign and comply with all parts
of this policy as a condition of employment.  All employees should be aware
that this policy and the procedures it contains in no way constitute a contract
or contractual agreement of any kind whatsoever.

3. SCOPE

3.1 This Policy applies to any person performing work for the Company, including an
employee, contractor, owner-operator, leased driver, casual and intermittent driver,
or applicant for work (which, for the purposes of this Policy, are referred to as
“employees”).

4. POLICY

4.1 For the purposes of this Policy:
 “employee” includes all employees, other workers, managers and contractors

employed or otherwise engaged by or under the direction of the Company; and
 a “safety sensitive” position is defined to include:

o any employee who is required to hold a driver’s license and who is
regularly or occasionally required or expected by the Company to
operate a vehicle, heavy equipment or construction equipment; and
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o any employee operating equipment within the confines of a plant, or
other heavy equipment;

o any employee that is performing a task that is considered to be “high
risk”, according to the business specific Hazard Identification and Risk
Assessment and Controls Data Base (“HIRA”) and

o any employee working around conveyor belts.
 Drivers are considered “on duty” and at work whenever performing work for

the Company, whether on Company premises or otherwise operating, or in
charge of, a vehicle used in the performance of work including, without
limitation:

o All time at a carrier or shipper plant, terminal, facility or on other
property waiting to be dispatched, unless the driver has been relieved
from duty by the Company;

o All time inspecting, servicing or conditioning any vehicle or other
equipment used in the performance of work;

o All time spent at the driving/operating controls of a vehicle or other
equipment used in the performance of work;

o All time spent on or in a vehicle or other equipment used in the
performance of work;

o All time loading or unloading a vehicle used in the performance of work,
supervising or assisting in the loading or unloading, attending such a
vehicle being loaded or unloaded, remaining in readiness to operate the
vehicle, or in giving or receiving receipts for shipments loaded or
unloaded; and

o All time spent performing the driver requirements associated with an
accident.

 No employee under the influence of, or carrying, alcohol beverages and/or illicit
drugs , including cannabis whether medical or not,  is to operate, or knowingly
be permitted to operate, any vehicle or other equipment used in the
performance of work.

 No employee under the influence of a prescription drug that the employee
should  reasonably  know may cause impairment to the employee shall operate,
or knowingly be permitted to, operate any vehicle or other equipment used in
the performance of work.

 The use of alcohol and/or illicit drugs including cannabis whether medical or
not,  during working hours, including rest or lunch breaks, or at any time likely
to cause impairment during working hours, is strictly prohibited.

 The use of a prescription drug which the employee should reasonably know
may cause impairment to the employee shall not be used during working hours,
including rest or lunch breaks, or at any time likely to cause impairment during
working hours, without the written direction of a physician and confirmation
from that physician that the prescription drug will not impair the employee’s
ability to work safely, without risk to the employee, other employees or the
public. The employee’s physician must also identify any workplace restrictions
or modifications necessary to ensure that the employee is able to work safely.
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 The possession of alcohol or illicit drugs including cannabis whether medical or
not, on the Company’s property (including in vehicles or other equipment used
in the performance of work) or on its job sites, including client job sites, is
strictly prohibited.

 Without limiting the generality of the prohibitions on the possession and use
of alcohol which are described in this Policy, the following are strictly
prohibited:

o The consumption, use, manufacture, dispensation, possession,
distribution, promotion, provision, purchase, sale, transportation,
concealment, transfer or storage of any alcohol, illicit drugs,  cannabis
whether medical or not,  or unauthorized prescription drugs or
intoxicating substances, and/or substance-related paraphernalia while
performing work, while on assignment by the Company, or on Company
property (including that of a Company’s client);

o Failing to report to a supervisor or manager or the Company’s human
resources department the use of any prescribed (or over-the-counter)
drug that may alter or otherwise impair the employee’s ability to
perform his or her job responsibilities safely and productively;

o The intentional or reckless misuse of any prescription drug (or over-the-
counter) drug that may alter or otherwise impair the employee’s ability
to perform his or her job responsibilities safely and productively; and

o Failing to report to the Company suspicions that another employee may
not be fit to perform his or her work or that he or she is otherwise acting
in violation of this Policy. or contractual agreement of any kind
whatsoever.

5. RESPONSIBILITIES

5.1 Managers and Supervisors – It is the responsibility of all managers and supervisors
to ensure that all employees are aware of the consequences associated with any
breach of this Policy.  Additional responsibilities include;

 Observe employee performance and fitness for duty.
 Report employee performance issues or concerns related to this policy to the

Human Resources Department or Designate.
 Guide employees who seek assistance for a personal problem to an appropriate

resource/department while maintaining confidentiality.
 Ensuring employees submit to substance abuse testing as required, in a timely

manner as outlined in this policy.

5.2 Employees – It is the responsibility of all employees to understand and fully comply
with this Policy. Refer any questions on policy details, interpretation or implementation
to the Human Resources Department or Designate. Additional responsibilities include;
Advising or making their physicians or pharmacists aware of their safety-sensitive
occupation and request information regarding effects and side effects of medications.

 Employees taking medication that may cause impairment must report this
condition to their supervisor and will be prohibited from performing safety-
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sensitive job functions or performing tasks that are considered to be high risk,
based on business level HIRA.

6. DRUGS AND ALCOHOL TESTING

6.1 Testing of Employees Employed in Safety-Sensitive Positions
 The Company maintains the right to require that employees employed in

positions that it determines to be safety-sensitive undergo random and
unannounced testing for drugs and/or alcohol.

6.2 Reasonable Cause to Suspect Impairment
 An employee may be requested to submit to drug and/or alcohol testing where,

in the opinion of the Company, there is reasonable cause to believe that an
employee is under the influence of, or impaired by, drugs or alcohol.

 Reasonable cause to suspect impairment will exist where:
o An employee is observed or is believed to have consumed drugs

including cannabis whether medical or not,   and/or alcohol at a time
which is may result the employee being under the influence while
performing his or her assigned duties;

o There is evidence of the use of drugs and/or alcohol; or
o Where an employee exhibits signs, symptoms and/or behaviours that,

in the Company’s opinion, create a reasonable suspicion of impairment.
 Any employee suspected of being impaired or under the influence of drugs

including cannabis whether medical or not, and/or alcohol shall immediately be
required to discontinue any work and may be removed from the job site / work
location.

6.3 Post-Incident, Post-Accident or Post-“Near Miss”
 An employee may be required to submit to drug and/or alcohol testing

following an incident, accident or “near miss”, where the Company believes
that the use of alcohol or drugs including cannabis whether medical or not, or
the employee’s impairment may have contributed to the occurrence of the
incident, accident or “near miss”.  Testing must be directly observed and must
be conducted at a facility designated by Lavis Contracting Co. Limited.

6.4 Return to Work
 Where an employee has disclosed to the Company a drug and/or alcohol-

related dependency, and has undergone rehabilitative treatment and testing in
accordance with a Return to Work Protocol, the employee may be required to
submit to random, unannounced drug and/or alcohol testing as a condition of
a return to work. Follow-Up testing must be directly observed and must be
conducted at a facility designated by Lavis Contracting Co. Limited.

6.5 Testing Required by Third Party, Client, Project, Other Agreement or by Law
 Employees may be required to submit to drug and/or alcohol testing as

required by a third-party client, project agreement, law, regulation or collective
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agreement.  Unless precluded by law or regulation, the employee agrees to
submit to such drug and/or alcohol testing as a condition of assignment to the
particular job, or continued employment with the Company.

 Employees who may be subject to a requirement to submit to drug and/or
alcohol testing as a result of a requirement of a third-party client, a project
agreement, law, regulation or collective agreement, shall be advised of such a
requirement in advance, unless it is not reasonable or practical to do so.

 Attempts to tamper with a sample are considered a refusal to test.  Any conduct
that clearly indicates an attempt to substitute or adulterate a specimen will
result in a second collection under direct observation

6.6 In the event the Company requires an employee to undergo drug and/or alcohol
testing in accordance with this Policy, the employee will be advised of the requirement
and shall provide the necessary consents for the testing to be engaged.  An employee’s
failure to provide the necessary consents or to submit to testing in accordance with
this Policy will constitute a violation of this Policy, and that shall subject the employee
to disciplinary action, up to and including the termination of employment.

7. SUBSTANCE DEPENDENCY

7.1 The Company recognizes and understands that certain employees may suffer from
or develop a drug or alcohol dependency, and requires employees who believe they
may have such a dependency to immediately report that fact to the Company and to
immediately seek the Company’s assistance – before a violation of this Policy
occurs.  Employees may speak to a supervisor or another member of the Company’s
management or human resources department for assistance in finding an appropriate
rehabilitation All such requests will be treated as confidential, and the Company will
work with the employee to assist in his or her recovery.

7.2 A failure to report such a dependency to the Company, as required, constitutes a
violation of this Policy, and may subject the employee to discipline, up to and including
the termination of employment.

7.3 This Policy will be interpreted and applied in a manner that is consistent with all
applicable legislation in the Province in which the employee is employed.  The
Company is committed to respecting the human rights and dignity of all of its
employees and to maintaining a workplace that is free from discrimination on the basis
of any ground described in human rights legislation.

8. CONSEQUENCES OF BREACH

8.1 Where the employee’s job-related problems are known to be the result of a drug or
alcohol problem and if remedial action has been considered and rejected or when the
employee has either rejected assistance or demonstrates a lack of serious commitment
to overcoming the problem or when the employee has failed to acknowledge or advise
Lavis Contracting Co. Limited that he or she has a drug or alcohol problem,
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termination of employment may apply at the sole discretion of Lavis Contracting Co.
Limited.

8.02 The Company maintains zero tolerance for employees who are under the
influence of, or carrying, alcohol, illicit drugs, including cannabis and related products,
whether medicinal or not, or who are misusing prescription drugs.

8.03 Any employee who is determined to have breached this Policy may have his or
her employment terminated, with cause and without notice.
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Human Resources – Smoking in
the Workplace

POLICY NUMBER:
HR – 09 Rev 3
REPLACES POLICY:
09 Rev 2 to clarify it
applies to all Lavis
locations

CORPORATE POLICIES AND PROCEDURES
DISTRIBUTION: All Locations

PAGES: 2
ISSUE DATE:
05-09-2006
REVIEW DATE:
11-23-2018

ISSUED AND APPROVED BY:
François Vachon, President

1. POLICY

1.1 Lavis Contracting Co. Limited and all its employees will comply with the requirements

of Provincial Legislation referring to Smoking in the Workplace. Lavis Contracting Co.
Limited will continue to enforce a “Smoke Free” work environment consistent with the
requirements of Provincial Legislation and sound Health and Safety Practices. All
employees are required to familiarize themselves with, and comply with, the scope of this
policy.

2. SCOPE

2.1 This policy applies to all employees within Lavis Contracting Co. Limited of operating

companies and subcontractors, consultants and/or suppliers attending any of the Lavis
Contracting Co. Limited’s facilities, offices and / or job sites.

2.2 This policy shall also be applicable to the use of marijuana and Electronic Smoking
Products (ESPs) also known as e-cigarettes which simulate tobacco smoking by
producing a vapour which may contain potentially harmful contaminates. For the safety
and comfort of others the use of electronic cigarettes or any other device intended to
simulate smoking and the use of smokeless tobacco including chewing tobacco is

prohibited on Lavis Contracting Co. Limited properties, and pedestrian areas and work
sites.

2.3 The definition of “Enclosed Workplace” in which smoking is prohibited is summarized
here for further clarification. “Enclosed Workplace” means the inside of any place, building
or structure or vehicle or conveyance or any part of any of them,

(a) that is covered by a roof
(b) that employees work in or frequent during the course of their employment

whether or not they are acting in the course of their employment at the time

Employees are to pay particular attention to the fact that vehicles are included in this
definition.
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2.4 Protection of Employees Rights – Provincial Legislation further provides that no
employer or person acting on behalf of the employer shall take any of the following actions
against an employee because the employee has acted in accordance with or has sought
the enforcement of the applicable Act:

 Dismissing or threatening to dismiss the employee

 Disciplining or suspending the employee, or threatening to do so

 Imposing a penalty upon the employee

 Intimidating or coercing the employee

2.5 Provincial Legislation provides that an individual can be prosecuted and convicted for
violations of the Act even if the corporation has not been prosecuted or convicted.

3. PURPOSE

3.1 The purpose of this policy is to:

 Ensure Lavis Contracting Co. Limited complies with the requirements of
Provincial Legislation, and

 To ensure a safe and healthy workplace free from the effects of second hand
smoke

4. RESPONSIBILITY

4.1 It is the responsibility of supervisors and management to ensure that staff are aware
of, and comply with, this policy.

4.2 Management will ensure that appropriate signage is erected in Lavis Contracting Co.
Limited facilities in compliance with the applicable Provincial Legislation.
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Human Resources – Post
Secondary Education Award

POLICY NUMBER:
HR – 11 Rev. 1
REPLACES POLICY:
HR - 11

CORPORATE POLICIES AND PROCEDURES
DISTRIBUTION: All Locations

PAGES: 2
ISSUE DATE:
19-04-2004
REVIEWED DATE:
11-23-2018

ISSUED AND APPROVED BY:
François Vachon, President

1. POLICY

1.1 Lavis Contracting Co. Limited provides post-secondary education awards, which offer a
maximum of $1,000.00 in assistance to reward scholastic achievement and encourage further
education at universities, colleges and technical schools.

1.2 Eligibility
a) Applicants must be dependant children of Employees of Lavis Contracting Co. Limited

Corporation in one of the following categories:
 Regular employees having two years credited service or having accumulated the

same hours of service required to join the Group Benefit Plan
 Employees who have become deceased while employed
 Employees receiving long term disability benefits

b) Applicants must have obtained an overall average of 70% if entering or enrolled at a
university program or 65% if entering or enrolled at a technical school or community
college.

c) Applicants must proceed to the qualifying institution no later than one-year following
graduation.

d) All applicants must be enrolled in a full-time program leading to a minimum two-year
diploma or certificate.

e) This program will not apply to students of employees who are members of a bargaining unit
represented by a union unless specifically contemplated by the applicable collective
agreement.

1.3 Recognized Educational Institutions – Awards will be granted to applicants who are accepted
and enrolled by one of the following educational institutions:

a) Canadian universities and colleges recognized by the Association of Universities and
Colleges Canada.

b) Canadian community colleges, including institutes of technology and similar institutions
supported and accredited by provincial governments.

1.4 Value of Awards – Awards will cover the costs of tuition and mandatory ancillary fees up to a
maximum of $1,000.00 per academic year. The above does not include items such as room and
board, textbooks, travel expenses, equipment rental etc.
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1.5 Duration of Awards – Students must qualify and apply each year for this award and are eligible
to do so for a maximum of four years provided they meet the academic requirements each year.

2. PURPOSE

2.1 Lavis Contracting Co. Limited wishes to encourage, reward scholastic achievement, and
encourage higher education at post secondary institutions.

3. SCOPE

3.1 This statement of Policy and Procedure applies to regular Full-time employees with a minimum
of two years credited service or having accumulated the same hours of service required to join the
Group Benefit Plan

4. RESPONSIBILITY

4.1 Applicants wishing to apply for Post Secondary Education Award are responsible for doing so
prior to the commencement of the program of study.

4.2 Accounts payable is responsible for issuing any refunds within two (2) weeks of receipt of all
approved and required documentation.

5. PROCEDURE

Application for the Post Secondary Education Award is made on the form provided with this Policy,
prior to the commencement of the program of study. Included with the application should be a
copy of the prior academic year’s transcripts, proof of tuition payment and a letter of acceptance.
Once completed the application requires approval from the Human Resources Department.

Following the approval of the application, Accounts Payable will produce a cheque. The cheque will
be made payable to the student.

The Human Resources Department must inform the employee when the application has been
approved or has not been approved and the reasons why.

Applicants must produce proof of enrolment 30 to 60 days following the commencement of
classes. Failure to provide proof of enrolment or if the applicant is no longer enrolled at the
institution, then the employee will be responsible for the repayment of the amount of the award if
a refund from the institution has been issued.

If you have any questions please contact the Human Resources Department.
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Human Resources – Corporate
Discipline Policy

POLICY NUMBER:
HR-14  Rev1
REPLACES POLICY:
HR-14 Rev 0

CORPORATE POLICIES AND PROCEDURES
DISTRIBUTION: All Locations

PAGES: 2
ISSUE DATE:
04-01-2012
REVIEW DATE:
11-23-2018

ISSUED AND APPROVED BY:
François Vachon, President

1. PURPOSE

1.1 The purpose of this Policy is to clarify Lavis Contracting Co. Limited and related
company and business units (“company”) discretionary Progressive Discipline Policy
and to identify and address employee and employment related issues. This policy
applies to any and all employee conduct that company management, in its sole
discretion, determines must be addressed by discipline. No discipline policy can be
expected to address each and every situation requiring corrective action that may
arise in the workplace. Therefore, the company takes a comprehensive approach
regarding discipline and will attempt to consider all relevant factors at its sole
discretion before making decisions regarding discipline.

Most often, employee conduct that warrants discipline results from unacceptable
behaviour, poor performance, or violation of the company’s policies, practices,
compliances or procedures. However, discipline may also be issued for conduct that
falls outside of those identified areas. Equally important, company management
need not resort to progressive discipline, but may take whatever action it deems
necessary to address the issue at hand. This may mean that more or less severe
discipline is imposed in a given situation. Likewise, some company polices like sexual
harassment and attendance, contain specific discipline procedures.

Progressive discipline may be issued to employees even when the conduct that leads
to more serious discipline is not the same that resulted in less severe discipline. That
is, violations of different rules shall be considered the same as repeated violations of
the same rule for purposes of progressive action.

Probationary employees are held to the highest standards for behaviour and job
performance. Progressive discipline is the exception rather than the rule for
probationary employees.

2. SCOPE

2.1 This Policy applies to all company employees.

78



2

3. PRINCIPLES

3.1 When applied, company management will normally adhere to the
following progressive disciplinary process, in whole or in part at its sole
discretion:

1. Verbal Warning: An employee will be given a verbal warning when a problem
is identified that justifies a verbal warning based on any unacceptable
behaviour. Verbal warnings will be documented and placed in the employee’s
file.

2. Written Warning: A written warning is more serious than a verbal warning. A
written warning will be issued when an employee engages in conduct that
justifies a written warning or the employee engages in unacceptable behaviour
during the period that a verbal warning is in effect. Written warnings are
maintained in an employee’s file.

3. Suspension/Last Chance Agreement:
 Suspension: A more serious step after a written warning and is without

pay. An employee will be suspended when he or she engages in conduct
that justifies a suspension or the employee engages in unacceptable
behaviour during the period that a verbal or written warning is in effect.

 Last Chance Agreement: Following a suspension an employee may
be required to sign a Last Chance Agreement. The agreement will be
in effect for twelve months following the date of issue

4.   Termination: An employee will be terminated when he or she engages in
conduct that justifies termination or does not correct the matter(s) that resulted
in less severe discipline.

3.2 While the company will generally take disciplinary action in a progressive
manner, it reserves the right, in its sole discretion with the approval of senior
management, to decide whether and what disciplinary action will be taken in a
given situation.

3.3 Effect and Changes – This policy and any future changes will be effective
immediately upon communication, publication, posting or notice by any means,
subject to relevant terms and limitations of any applicable collective agreements.
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Human Resources – Accessible
Customer Service Policy (AODA)

POLICY NUMBER:
HR – 15 Rev. 2
REPLACES POLICY:
HR – 15 Rev. 1

CORPORATE POLICIES AND PROCEDURES
DISTRIBUTION: All Locations

PAGES: 3
ISSUE DATE:
08-14-2017
REVIEWED DATE:
11-23-2018

ISSUED AND APPROVED BY:
François Vachon, President

1. POLICY

1.1 Lavis Contracting Co. Limited of companies is committed to providing exceptional
goods and customer service to all customers in a way that is consistent with the principals
of dignity, independence, integration and equal opportunity. We will ensure that our
policy is available upon request in an accessible format.

2. SCOPE

2.1 This policy applies to any person performing work for the Company (including an
employee, contractor, owner-operator, or applicant for work) who provides customer
service, or is required to provide customer service.

3. PURPOSE

3.1 The purpose of this policy is to:
 To outline how Lavis Contracting Co. Limited will provide accessible customer

service in accordance with the Accessibility for Ontarians with Disabilities Act
(AODA), 2005, customer service standard.

 To implement appropriate corrective action up to and including discharge where an
employee violates this policy.

4. RESPONSIBILITY

4.1 All Management & Supervisory Staff – It is the responsibility of all management and
supervisory staff to ensure that all employees are fully aware of and understand the
consequences associated with any breach of Lavis Contracting Co. Limited’s Accessible
Customer Service Policy.

4.2 Employees – It is the responsibility of all staff to comply with this policy

5. PROCEDURES

5.1 All new employees will be required to read and acknowledge receipt of this policy and
agree to its terms and conditions by signing the Policy Acknowledgement Form.

80



2

5.2 The AODA customer service standard will be taken into account when decisions are
made pertaining to customer service to ensure practices are always inclusive of customers
with disabilities.

5.3 Lavis Contracting Co. Limited will provide accessible customer service through training
staff to:

 Provide effective communication to customers with disabilities
 Provide effective service to customers with assistive devices, service animals

and support persons
 Welcome feedback from customers with disabilities.

6. COMMUNICATION

6.1 All employees are to communicate with people with disabilities in ways that takes their
disability into account. This could mean:

 Communicating with pen and paper
 Adjusting speaking style to speak more slowly or clearly
 Communicating using gestures

6.2 If an employee is unsure how to communicate with a customer with a disability, they
will ask the customer directly how they wish to be communicated with.

7. ASSISTIVE DEVICES

7.1 Lavis Contracting Co. Limited of companies permit and welcome people with
disabilities who use assistive devices. An assistive device is any piece of equipment a
person with a disability uses to help them with daily living.  Some examples include: a
wheelchair, a screen reader, a listening device, an oxygen tank or a cane.  Should the
situation warrant, employees will offer to help customers with assistive devices.

8. SERVICE ANIMALS

8.1 The most common type of service animal is a guide dog, however other animals can
be trained to help people with disabilities.  Service animals can assist people with different
disabilities such as people who are deaf and people who have seizures.  When an
employee is unsure whether the animal is a pet or a service animal, a letter from a nurse
or doctor stating the animal is needed because of a disability may be requested.

9. SUPPORT PERSONS

9.1 A support person may be a paid attendant, volunteer, a family member or a friend.
The support person might help a person with a disability with a variety of things from
communicating to helping with mobility or medical needs.  Employees will provide services
to customers with a disability as well as their support person.  When communicating with
a person with a disability who has a support person, employees will communicate directly
with the customer with a disability, even if the support person is communicating on the
customer’s behalf.
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10. TRAINING

10.1 Lavis Contracting Co. Limited will provide training to all employees, including
management, who deal with the public or other third parties on their behalf to ensure
they are aware of how to comply with this Policy. New employees will be trained upon
hire as part of their orientation process.

10.2 Employees will be retrained if there are any changes to policies, practices and
procedures related to the AODA’s customer service standard or people with disabilities
and/or changes are made to Lavis Contracting Co. Limited’s policies, practices and
procedures.

10.3 Employees will be trained on:
 The Accessibility for Ontarians with Disabilities Act, 2005 and the Standard for

Customer Service
 How to serve customers with different kinds of disabilities
 How to serve customers who use assistive devices, service animals or a

support person
 What to do when a customer with a disability needs helping accessing goods

or services
 This Policy

11. OFFICE VISITORS

11.1 All visitors to offices of Lavis Contracting Co. Limited must sign in and out using the
attached visitor’s log to ensure we are aware of all people visiting our locations.  In the
event of an emergency we will be able to locate visitors easily.

12. FEEDBACK

12.1 Lavis Contracting Co. Limited welcomes feedback regarding this Policy.  Feedback
can be provided to the Human Resources Group, by telephone, mail or email.

Lavis Contracting Co. Limited – Human Resources
37462A Huron Rd

Clinton, Ontario N0M 1L0
519-482-3694
klavis@lavis.ca

12.2 Lavis Contracting Co. Limited will ensure the feedback process is accessible by
providing or arranging for the provision of accessible format and communication upon
request.

12.3 Every effort will be made to respond to feedback when it is received.  If it is not
possible to respond immediately, a response will be provided within two business days.

Failure to comply with this policy may result in disciplinary action up to and
including termination of employment.
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1. POLICY

1.1 The Company encourages its employees to be comfortable while
working. However, it is critical that employees of The Company maintain a
professional appearance while in the workplace or while attending company
sanctioned events offsite. As such appropriate attire should be worn at all
times, in keeping with recognized standards, in order to project a positive
image.

2. SCOPE

2.1 All personnel shall dress in a manner appropriate with the designated
job roles or job area. The Company reserves the right to prohibit any
mode of dress or attire that may be deemed improper or inappropriate
for conducting business or is disruptive to the working environment.

3. PURPOSE

3.1 This Policy Shall Discuss:
 Work appropriate hygiene and acceptable levels of personal grooming
 Appropriate business casual attire
 Casual Fridays
 Workplace inappropriate attire
 Clarification
 Policy compliance

4. RESPONSIBILITY

4.1 All Management & Supervisory Staff: It is the responsibility of all management
and supervisory staff to ensure that all employees are fully aware of and understand
the consequences associated with any breach of The Company Corporate Dress
Policy.

4.2 Employees: It is the responsibility of all staff to comply with this policy

Human Resources – Corporate
Dress Code Policy

POLICY NUMBER:
HR – 16 Rev. 0

CORPORATE POLICIES AND PROCEDURES
DISTRIBUTION: All Locations

PAGES: 4
ISSUE DATE:
09-03-2015
REVIEW DATE:
11-23-2018

ISSUED AND APPROVED BY:
François Vachon, President
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5. HYGIENE /PERSONAL GROOMING

5.1 Company employees are expected to meet hygiene requirements during
regular business hours for the duration of their employment. This means they
must:

 Maintain personal cleanliness to minimize and eliminate body odor
 Oral hygiene (brushing of teeth) required
 No heavily scented perfumes, colognes and lotions. These can cause

allergic reactions, migraines and respiratory difficulty for some
employees

 Clothing must be clean, pressed, in good condition and fit appropriately

6. APPROPRIATE BUSINESS CASUAL ATTIRE

6.1 The minimum dress code requirement for all office staff will be business casual
attire. Appropriate business casual attire for individuals include; collared shirts
(either dress or golf) Khakis, slacks, skirts, capris, dresses, dress tops, dress shoes,
dress sandals or casual dress shoes, sweaters. Clothing that has the company logo
is encouraged. Leggings are permitted only if worn with long tops that extend
beyond mid-thigh

6.2 The Company reserves the right to add, amend, or remove any of the
examples of permitted attire listed above. These types of attire shall be worn to
work and to any company sanctioned event (e.g. conferences, seminars, job
fairs etc.).

7. CASUAL FRIDAY

7.1 The Company employs a “Casual Friday” policy, wherein our employees are
welcome to wear workplace appropriate jeans (no rips, tears or stains), and
running shoes (no rips, tears or stains). While Casual Friday allows our employees
to dress in a more casual fashion, employees should take into account the
necessity to continually conduct themselves in a professional manner, and dress in
such a way that will not create negative perceptions by customers, either internal
or external.

8. INAPPROPRIATE ATTIRE (also applicable to Casual Fridays)

8.1 Because all casual clothing is not suitable for the office, these guidelines will
help you determine what is appropriate to wear to work.

 Clothing that works well for the beach, yard work, dance clubs and exercise
sessions may not be appropriate for professional appearance at work.

 Clothing that reveals too much cleavage, your back, your chest, your
stomach or your underwear is not appropriate for a place of business, even
in a business casual setting.

8.2 The following are not permitted in any area during normal working hours:
 Jogging pants
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 Yoga/exercise pants
 Any attire that expose the midriff or underwear
 Bicycle shorts or other athletic shorts
 Low cut tops, halter tops, tube tops, spaghetti strap tops
 Mini-skirts
 Beach dresses
 Any form of clothing that is mesh, sheer, see-through or otherwise

revealing
 Any form of clothing that is generally offensive, controversial,

disruptive or otherwise distracting
 Any form of clothing that is overtly commercial, contains political,

personal or offensive messages
 Plastic or foam flip flops and sandals
 Baseball Caps (unless required as part of a uniform)
 Bare feet
 Bathing suits
 Any clothing that is worn, torn, frayed or has visible patches or holes

Dress and skirt length should be professional, appropriate and at a length in
which you can sit comfortably and appropriately in public.

9. CLARIFICATION

9.1 Every employee is responsible for exercising sound judgment and common
sense for his or her attire at all times. For example, employees outside of the
office setting should wear attire suitable for the field and in line with all safety
policies and practices.

9.2 All employees who are required to wear uniforms while performing their
duties will adhere to the uniform policies and practices in place.

9.3 If an employee is deemed to be wearing inappropriate attire, his/her
manager is responsible for coaching the employee accordingly. Individual
situations relating to appropriate workplace attire may be addressed on a
case by case basis.

10. COMPLIANCE

10.1 If clothing fails to meet these standards, as determined by the employee’s
supervisor and Human Resources staff, the employee will be asked not to wear the
inappropriate item to work again.

10.2 If the problem persists, the employee may be sent home to change clothes
and will receive a verbal warning for the first offense. Progressive disciplinary
action will be applied if dress code violations continue. Personal appearance
standards may be reviewed and updated as deemed necessary.
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Human Resources – New Hire
and Probationary Review

Periods
POLICY NUMBER:
HR – 17

CORPORATE POLICIES AND PROCEDURES
DISTRIBUTION: All Locations

PAGES: 2
ISSUE DATE:
05-05-2016
REVIEWED DATE:
11-23-2018

ISSUED AND APPROVED BY:
François Vachon, President

1. POLICY

1.1 The performance of all new salaried employees will be evaluated at one (1) month, two (2)
months and three (3) months of service.

2. SCOPE

2.1 This policy applies to all operating companies within Lavis Contracting Co. Limited.
2.2 The policy applies to all salaried employees.

3. PURPOSE

3.1 In order to give a new hire time to determine whether the Lavis Contracting Co. Limited
working environment will be satisfactory to them and for us to determine their suitability, the first
three (3) months of the new hire’s employment will be a probationary period.
3.2 The purpose of a probationary period is to give the employer an opportunity to evaluate an
employee's performance before confirming permanent employment.

3.3 During the probationary period, an employee is entitled to have his or her performance
evaluated, and to be given whatever instruction, training, guidance or coaching required allowing
the employee to be successful and provide satisfactory service.

3.4 If the direct Supervisor determines that the employee's performance does not meet the
required standards, the direct Supervisor is required to advise their Manager and Human
Resources.  A performance meeting will be scheduled with the direct Supervisor, HR and the
employee and the employee will be advised of any aspects in which the employee fails to meet
those standards, or any aspects in respect of which the employee is alleged to be incompetent.

4. RESPONSIBILITY

4.1 It is the responsibility of the Supervisors to schedule and evaluate the employees performance
during the probationary period.

4.2 It is the responsibility of Human Resources to track and follow up to ensure all reviews are
being completed according to schedule.

4.3 Copies of the completed and executed evaluation forms are to be given to Human Resources
following the probation review meetings at every stage.
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4.4 If the direct Supervisor and Manager decide to dismiss an employee or extend a probationary
period, they are required to advise and involve Human Resources.

4.5 The Manager or Supervisor of the probationary employee is normally also the evaluator.

4.6 Evaluators should refer to the employee’s job profile when completing the evaluation form.

4.7 The evaluator should focus on the employee’s ability to perform the job duties and deliverables
listed in the job profile.

4.8 Employees should be evaluated at least three (3) times—monthly or six-week intervals, and
one other time before the end of the probationary period.

4.9 Evaluators should discuss the evaluation results with the employee.

4.10 At a minimum, employees must be given a copy of the evaluation for their own records.

4.11 Human Resources must sign of off on the reviews. Both the Evaluator and the employee
should sign the evaluation form. The employee signature indicates only that the employee received
a copy of the evaluation. It does not necessarily signify employee concurrence.

4.12 Both employees and evaluators are strongly encouraged to include written comments.

4.13 Final copies of the evaluation must be given to Human Resources to be placed in the
employee’s personnel file.

4.14 The evaluator is asked to complete a recommendation at the last evaluation before the end of
the probationary period recommending whether or not the employee become permanent, the
employee’s probationary period be extended, or the employee be terminated.
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Human Resources – Fraud and
Theft Policy

POLICY NUMBER:
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REPLACES POLICY:
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François Vachon, President

1. POLICY

1.1 Lavis Contracting Co. Limited of Companies is committed to good corporate citizenship
and to achieve its commercial and corporate objectives in a manner that is strictly consistent
with the applicable laws and regulations of all jurisdictions in which it conducts business.

Consistent with its commitment, it is Lavis Contracting Co. Limited’s policy to require
absolute honesty and integrity from every employee in all dealings with the business
community, the public, governments, partners, municipal contracts and other employees.

Under no circumstances shall any employee engage in theft of product, personal property,
software, waste, equipment, time, or trade secrets, or engage in any activity designed,
intended or reasonably likely to provide the employee with a personal or financial gain.

Under no circumstances shall any employee engage in fraudulent activity. This includes, but it
is not limited to, the misappropriation of assets and the misrepresentation of financial
information.

2. SCOPE

2.2 This Policy applies to all employees employed by any of Lavis Contracting Co. Limited
Companies.

3. PURPOSE

3.1 The purpose of this Policy is to:
 To ensure that all employees of Lavis Contracting Co. Limited of Companies are able

to work in an environment where honesty and integrity are paramount and which is
free from theft and fraud of any kind.

 To ensure the protection of confidential information and all assets of Lavis
Contracting Co. Limited of Companies.

 To promote an ethical and high standard of conduct by employees of Lavis
Contracting Co. Limited of Companies at all times.
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 To confirm the importance that Lavis Contracting Co. Limited of Companies places on
the integrity demonstrated by their employees and on ethical business practices.

4. RESPONSIBILITY

4.1 It is the responsibility of all employees to strictly comply with this Policy.

4.2 It is the responsibility of all senior managers to investigate any suspected acts of fraud
and/or theft reported or believed to involve any employee of Lavis Contracting Co. Limited of
Companies. Any investigation which is determined by the Company to be necessary is
expected to be conducted under strict confidence.

4.3 All persons who become privy to a complaint made in accordance with this Policy shall
take all reasonable measures to ensure that the complaint and the associated details are
treated confidentially and that they are not discussed with any person who does not have a
need to know.

4.4 Failure to observe and comply with the responsibilities described by this Policy may result
in disciplinary action including, but not limited to, the requirement to provide restitution, the
termination of employment, and / or prosecution under law.

5. INVESTIGATION

5.1 All formal complaints of workplace theft and/or fraud will be considered to be serious by
managers, supervisors, and the Human Resource Department.

5.2 If it is determined that an investigation is required, it will be handled by a senior member
of the Company’s management team, or by an external investigator, as determined to be
appropriate by the Company.

5.3 The purpose of the investigation would be to gather evidence from all parties involved,
and any relevant information pertaining to the incident(s) at question.

6. CONSEQUENCES OF BREACH

6.1 Lavis Contracting Co. Limited maintains zero tolerance for theft and fraud by their
employees.

6.2 Any employee who is determined to have engaged in fraud and/or theft in breach of this
Policy shall have their employment terminated, with cause and without notice.
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ISSUED AND APPROVED BY:
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1. PURPOSE

1.1 The purpose of this policy is to set out the process for how Lavis Contracting Co.
Limited will respond to the individual accommodation needs of each of our employees.
This will be completed through the development of documented individual accommodation
plans.  This policy applies regardless of whether the employee’s disability arises as a result
of a non-workplace injury or illness; however, where the employee’s disability relates to a
workplace injury or illness, modified work may also be provided pursuant to the
Company’s Return to Work Program.

We are committed to meeting the accommodation needs of employees with disabilities in
a timely manner, and will do so by meeting accommodation requirements under the
Ontario Human Rights Code (“Code”), by meeting accessibility requirements under the
Accessibility for Ontarians with Disabilities Act, 2005 (“AODA”), and by meeting health and
safety obligations under the Occupational Health and Safety Act (“OHSA”).

2. ROLES AND RESPONSIBILITIES

2.1 Employees:
 Informing the Company promptly, with appropriate medical documentation,

once a need for accommodation arises on account of a disability
 Taking all reasonable steps to ensure that the Company promptly receives all of

the necessary information from the employee’s treating physician (or other
specialist) so that delays in the accommodation process can be avoided

 Providing updated medical information, on a regular and timely basis, relating
to any ongoing accommodation, including any change to or lifting of medically-
based restrictions

 Cooperating in all aspects of the accommodation process
 Assisting in finding suitable employment that is available and consistent with

the worker’s skills and functional abilities
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 Performing only those tasks that have been approved to be performed, as cited
by the respective medical practitioner or health professional, and as outlined in
the employee’s individual accommodation plan

2.2 Managers & Supervisors:
 Promptly inform human resources / managers of any employee requests for

accommodation on account of a disability
 Forward to human resources all medical documentation provided by an

employee in support of a request or need for accommodation
 Ensure an employee is only tasked with and performing those tasks that have

been approved and which are set out in the employee’s individual
accommodation plan

 Facilitate the provision of temporary modified duties, where appropriate

2.3 Human Resources:
 Working with Managers/Supervisors; receiving and responding to any

employee requests for accommodation on account of disability
 Ensuring the confidentiality and privacy of the worker is maintained
 Reviewing any medical information for completeness, and working with the

employee to address any deficiencies
 Working with Managers/Supervisors; identifying appropriate workplace

accommodation and developing an individual accommodation plan for each
employee requesting accommodation

 Providing a copy of an employee’s individual accommodation plan to all
necessary parties, including the employee, workplace representative,
supervisor and manager

 Tracking and monitoring each employee’s individual accommodation plan
 Updating an employee’s individual accommodation plan whenever the

employee’s needs or restrictions change

3. MANAGEMENT REVIEW

3.1 Lavis Contracting Co. Limited will review the Individual Accommodation Program on an
annual basis, to evaluate the program’s effectiveness, to measure the corporate
performance in managing employee accommodations, and to ensure the program
continues to meet the regulatory and legislative requirements.  An Individual
Accommodation Program self-assessment can be used as part of that review.
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4. CONFIDENTIALITY AND PROTECTION OF PRIVACY

4.1 The privacy and confidentiality of the worker has to be assured at all times.
Documentation and discussion(s) surrounding the issue of accommodation are to be
secured and maintained in a confidential manner.  All medical documentation pertaining to
an employee’s accommodation needs are to be securely kept by Human Resources.  An
employee’s documented individual accommodation plan shall not include any confidential
medical information (except as otherwise reasonably necessary to facilitate the employee’s
accommodation, and then only with the employee’s consent), and shall only identify the
nature of the employee’s disability, the specific medically-based restrictions, and any other
information reasonably necessary to effect appropriate accommodation.

5. ACCESSIBLE FORMATS

5.1 Accessible formats of an employee’s Individual Accommodation Plan are available,
upon request, in a manner that takes into account an employee’s needs on the basis of
disability.

6. REFERENCE DOCUMENTATION

6.1 Appendix A (attached) - Procedures
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PROCEDURE

The following steps are to be taken for any employee requesting or requiring accommodation on
account of a disability:

1. Employee Request for Accommodation
 Where an employee requires accommodation on account of a disability, the employee

shall bring this to the attention of the employee’s supervisor, manager and/or human
resources as soon as possible, and no later than:

 Immediately, where the need for accommodation comes to the employees attention
during the course of a shift; or

 At the start of the employee’s next scheduled shift, where the need for accommodation
comes to the employee’s attention after hours.

 Unless otherwise impractical or unreasonable to do so, all employee requests for
accommodation shall be accompanied by appropriate documentation from the employee’s
treating physician.

 If an employee’s need for accommodation comes to the employee’s attention due to a
sudden event, incident or change in circumstances, such that the employee is unable to
secure medical documentation from the employee’s treating physician (or other specialist)
before returning to work:

 The employee shall immediately (or at the start of the next shift, as appropriate) provide
his or her supervisor, manager and/or human resources with any detailed information
available to the employee relating to the nature and scope of the employee’s medically-
based restrictions.  The employee should complete an Employee Self-Report form.

 The information shall be provided in writing and shall contain sufficient details so as
to permit the Company to assess appropriate temporary modified work, including:

o Any physical or other restrictions known to the employee;
o Date on which the restrictions first presented;
o Date(s) on which the employee sought medical treatment, if any;
o Most recent date on which the employee was assessed by the employee’s

treating physician (or other specialist) relating to the present request for
accommodation; and

o Next date on which the employee anticipates being assessed by his or her
treating physician (or other specialist).

 By the end of the next business day (regardless of whether the employee is scheduled
to work), the employee shall inform Human Resources, in writing, of the date on which
the employee is scheduled to be medically assessed by the employee’s treating physician
(or other specialist).  All appointments must be scheduled at the earliest possible date.

 In all other cases, the employee shall provide medical documentation from the employee’s
treating physician (or other specialist) at the commencement of the next scheduled shift,
and before performing any work.

 All documentation, including medical documentation, relating to an employee’s request for
accommodation, shall be promptly forwarded to Human Resources.
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2. Temporary Modified Duties

 Upon receipt of a request for accommodation, Human Resources will determine if it is
appropriate in the circumstances to provide temporary modified duties pending receipt of
appropriate medical documentation from the employee’s treating physician (or other
specialist), or whether it is necessary to keep the employee off of work pending receipt.

 If deemed appropriate, modified duties shall be made available to the employee for up to
five (5) days without supporting medical documentation from the employee’s treating
physician (or other specialist).  A further five (5) day extension may be provided, at the
discretion of Human Resources, in exceptional circumstances.

 Any temporary modified duties shall be appropriate to the circumstances, including:
 Nature of the restrictions identified by the employee;

o Existing individual accommodation plan, if any;
o Existing modified duties, if any;
o Nature and amount of modified duties available; and
o Any other relevant considerations.

 To protect the health and safety of all employees, and others, and to permit the Company
to maintain efficient business operations, any employee seeking accommodation on
account of a disability who fails to produce appropriate medical documentation from his or
her treating physician (or other specialist) within the timelines set out in this Policy, may
be kept off of work until the information is provided.  Human Resources maintains the
discretion to extend any timelines, if appropriate in exceptional circumstances.

3. Medical Documentation

 Medical documentation provided in support of a request for accommodation shall be
prepared by the employee’s treating physician, or other specialist, and shall include, but
is not necessarily limited to, the following:

o Brief description of the nature of the disability requiring accommodation
(specific diagnosis not required);

o Full details of any and all medically-based limitations;
o Expected duration of each limitation;
o Prognosis for recovery, including estimated date (if there is one) on which each

limitation is expected to be lifted or adjusted;
o Confirmation of whether the employee is undergoing a treatment plan, and

whether any material changes to the treatment plan have been made or are
anticipated (specific details of the treatment plan are not required, unless
otherwise needed in order to provide appropriate accommodation); and

o Next scheduled date on which the employee will be re-assessed by their
treating physician (or other specialist).

 Any medical documentation provided in support of an accommodation request shall be
reviewed by Human Resources to ensure its sufficiency and completeness.  Any
deficiencies in the medical information will be brought to the attention of the employee.

 It is the employee’s responsibility to ensure the Company has all of the information
necessary to permit a meaningful search for appropriate accommodation.
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 In the event Human Resources determines that evaluation by an outside medical or other
expert is required in order to assist the Company in determining if accommodation can be
achieved and/or how accommodation might be achieved, the employee shall first be
provided with the opportunity to obtain the requisite information from the employee’s
treating physician (or other specialist).  If an outside medical or other expert is engaged
at the Company’s request, this shall be at the Company’s expense.

 All medical documentation pertaining to an employee’s accommodation needs shall be
securely kept by Human Resources.

4. Development of Individual Accommodation Plan

 Human Resources will identify all of the medically-based restrictions and limitations by
reviewing the medical documentation provided by the employee’s treating physician (or
other specialist), as well as any other medical information provided by an outside medical
or other expert.

 Human Resources, in conjunction with the employee’s Supervisor, Manager and other
members of senior management (eg Operations Manager), as appropriate, will review the
Company’s operations to determine what accommodations may be available which would
satisfy the identified restrictions.  In conducting this assessment, priority will be given to
accommodating the employee into their existing position, with or without modifications,
including job assistance (such as having an employee assist with certain tasks), removing
or modifying certain duties, and/or doing an ergonomic assessment.

 If it is determined that reasonable accommodation is not available in the employee’s
existing position, consideration will be given to the following, in order of priority (and with
or without modifications):

o Similar positions within the same department;
o Other positions within the same department / at the same or similar rate of

pay;
o Other positions on the same shift;
o Other Departments within the same Division;
o Any other available positions at Lavis Contracting Co. Limited.

 Employee requests for accommodation will be dealt with on an individual basis, having
regard to:

o Medical documentation and other relevant information on file;
o Present position; duties and responsibilities; and terms and conditions of

employment;
o Employee’s skill set; and
o Work that the employee might be able to perform, within their medical

restrictions, with a reasonable level of training.
 Upon identification by Human Resources, in conjunction with Management, of a position

understood to be suitable and reasonable accommodation of the known medically-based
restrictions and limitations, Human Resources will prepare, in writing, a proposed
Individual Accommodation Plan specific to the employee, which will contain the following
information:

o Employee name, contact information and employee number
o Date
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o Detailed list of all medically-based limitations identified in the documentation
provided by the treating physician or other specialist(s)

o Identification of any existing accommodations (medical or otherwise) or any
modified duties, if any

o Identification of the proposed position, shift, department, supervisor/manager,
including the wage rate and/or other notable aspects of the remuneration
package

o Detailed list of all adjustments required to be made of the proposed position in
order to provide suitable and reasonable accommodation

o Next date on which the employee is scheduled to be re-assessed by the
employee’s treating physician or other specialist, if known. Or alternatively, if
no date scheduled (or known), the next date on which the employee is
expected to provide the Company with an update on the employee’s
restrictions/limitations.

o Date of next review
 The employee’s documented individual accommodation plan shall not include any other

personal or confidential medical or other information (such as specific diagnosis or
treatment information), unless reasonably required to effect the accommodation.

5. Consultation with Employee / Workplace Representation
 Once suitable reasonable accommodation has been identified, Human Resources will meet

with the employee to review the proposed individual accommodation plan.
 Prior to the plan being finalized, non-union employees shall be entitled to consult with a

workplace representative from the Employee Committee.  Union employees shall be
entitled to consult with a union representative.

 The employee (and workplace representative, if applicable) shall have the opportunity to
identify any errors, omissions or adjustments needed to the plan.

 Although consideration will be given to any suggestions provided by the employee (or
workplace representative) as to alternative ways in which the employee might be
accommodated, the Company will make the final determination regarding the
accommodation to be provided, so long as the accommodation is appropriate given the
known medically-based restrictions/limitations.

6. Implementing Individual Accommodation Plan
 Once finalized, the employee’s individual accommodation plan shall be signed by the

employee’s Manager/Supervisor, Human Resources and the employee.  Copies of the
individual accommodation plan shall be provided to the employee, the employee’s
supervisor / manager, and placed the employee’s file.

 The employee shall receive a copy of their individual accommodation plan in a format that
takes into account the employee’s accessibility needs due to disability.

 Where an employee is accommodated outside of the employee’s regular unit, the
employee’s wages and other benefits are charged back to the original unit.  All day-to-day
directions, scheduling, discipline and other related matters fall to the managers and
supervisors of the accommodated unit.

 Human Resources shall regularly review each employee’s individual accommodation plan,
by the date set out in each employee’s plan, and in any event at least once per year.

96



8

 It is expected that the employee will provide updated medical information from the
employee’s treating physician (or other specialist) promptly upon any of the following
trigger events (even if the information merely confirms the existing limitations):

o Employee’s medically-based restrictions or limitations change, whether the
change is an improvement to or worsening of existing limitations, or new
limitations being added;

o Employee seeks to add or remove any limitations or restrictions, or otherwise
amend the individual accommodation plan;

o Employee’s medical condition and/or restrictions are reassessed by his or her
treating physician (or other specialist);

o Employee goes off work for medical reasons related to the disability being
accommodated;

o Employee submits a claim for STD, LTD, WSIB or EI disability benefits; or
o Date for employee to provide update, as set out in the individual

accommodation plan, is reached.
 In the event the employee’s restrictions, limitations or medical needs change following the

implementation of the individual accommodation plan, the employee shall bring promptly
bring this information to the attention of the Company as contemplated under this Policy,
and all of the necessary steps shall be followed with a view to preparing an amended
individual accommodation plan.

 Any failure by the employee to: provide timely and adequate medical information
regarding any request or amended request for accommodation; cooperate in the
accommodation process; only work within the employee’s stated medical restrictions; or
otherwise comply with the employee’s obligations under this policy may give rise to
discipline, up to and including dismissal.

 If an employee’s request for accommodation is denied for any reason, the employee shall
be informed of the reason(s) for the denial.  Reason(s) shall be provided in writing, or in
an appropriate alternative format if needed to account for the employee’s accessibility
needs on account of their disability.
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Human Resources –
Accommodation Request
Employee Self - Report

FORM NUMBER:
HR – 20/1

CORPORATE POLICIES AND PROCEDURES
DISTRIBUTION: All Locations

PAGES: 1
ISSUE DATE:
12-01-2018

ISSUED AND APPROVED BY:
Kelly Cotton, Vice President Human Resources

Timely employee requested accommodation helps i l l o r injured employees return to suitable
job tasks as part of their recovery and rehabilitation. An Employee Self- Report Accommodation
Request allows employees to request accommodation when they have not yet had reasonable
opportunity to a get medical analysis from a treating physician.

Date of Request:
Employee Information
Last Name: First Name: Middle Initials:

Title: Division: Phone :

Any physical or other restrictions known to the employee: Date on which the restrictions
first presented:

Date(s) on which employee
sought medical treatment, if
any:

Most recent date on which the employee was assessed by the employee’s treating physician (or other
specialist) relating to the present request for accommodation;

Next date on which the employee anticipates being assessed by his or her treating physician (or other
specialist).

Signatures (employee, Supervisor and other participants):

Employee’s Name Employee’s Signature

Supervisor’s Name Supervisor’s Signature

1
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Date of Letter:
Employee Information .
Last Name: First Name: Middle Initials:

Title: Division: Phone :

Physician/ Specialist Information
Name & Title: Address: Phone:

Brief description of the nature of the disability requiring accommodation:

Full details of any and all medically-based limitations:

Prognosis for recovery, including estimated date on which each limitation is expected to be lifted or adjusted:

Confirmation of whether the employee is undergoing a treatment plan:

Human Resources Form –
Letter to Physician

FORM NUMBER:
HR – 20/2

CORPORATE POLICIES AND PROCEDURES
DISTRIBUTION: All Locations

PAGES: 2
ISSUE DATE:
12-02-2018

ISSUED AND APPROVED BY:
Kelly Cotton, Vice President Human Resources

Timely Physician letters help ill or injured employees return to suitable job tasks as part of
their recovery and rehabilitation. A completed physician or specialist letter progresses
employees back to their regular duties in a specified time frame. The primary focus is safe
and timely return to work
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If employee is undergoing a treatment plan have any material changes to the treatment plan been made or are anticipated?
(specific details of the treatment plan are not required, unless otherwise needed in order to provide appropriate
accommodation)

Next scheduled date on which the employee will be re-assessed by treating physician (or other specialist):

Signatures (Physician and employee):

Physician’s Name Physician’s Signature

Employee’s Name Employee’s Signature
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Human Resources Form –
Individual Accommodation Plan

FORM NUMBER:
HR – 20/3

CORPORATE POLICIES AND PROCEDURES
DISTRIBUTION: All Locations

PAGES: 4
ISSUE DATE:
12-01-2018

ISSUED AND APPROVED BY:
Kelly Cotton, Vice President Human Resources

Timely individual accommodation helps ill or injured employees return to suitable job tasks as part of
their recovery and rehabilitation. An Individual Accommodation Plan progresses employees back to
their regular duties in a specified time frame. The primary focus is safe and timely return to work.

Date of Plan:
Employee Information
Last Name: First Name: Middle Initials:
Title: Division: Phone :

Essential job duties: Non-essential job duties:

Detailed list of all medically-based limitations identified in the documentation provided by the treating
physician or other specialist(s):

Identification of any existing accommodations (medical or otherwise) or any modified duties, if any:

Proposed position: Shift:

Department: Supervisor / Manager:

Wage Rate: Hours of Work: Location:

Detailed list of all adjustments required to be made of the proposed position in order to provide suitable and
reasonable accommodation:
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Next scheduled re-assessment date, if known: If no date scheduled, the next date on which the
employee is expected to provide the Company with an
update on the employee’s restrictions/limitations:

Other information (personal, confidential, medical) reasonably required to effect the accommodation:

Date of next review:

Date of Plan:
Employee Information
Last Name: First Name: Middle Initials:
Title: Division: Phone :
Detailed list of all medically-based limitations identified in the documentation provided by the treating
physician or other specialist(s):

Identification of any existing accommodations (medical or otherwise) or any modified duties, if any:

Next scheduled re-assessment date, if known: If no date scheduled, the next date on which the
employee is expected to provide the Company with an
update on the employee’s restrictions/limitations:

Other information (personal, confidential, medical) reasonably required to effect the accommodation:

Date of next review:
Is reasonable accommodation available after reviewing job, department, division, company, position, and
hours of work?
Yes No (If No was selected proceed to next box)

2
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Based on present limitations, and our discussions with you, it would appear that the Company is not
presently in a position to provide suitable accommodations to keep you actively employed…

(i) Leave of absence
(ii) Review dates & provide updated medical if any changes
(iii) If leave reaches weeks, you may be eligible for LTD, if covered
(iv) EI disability benefits
(v) Use of sick days / vacation days
(vi) WSIB for any portion related to workplace injury / illness

List of Job Tasks Limitations/Restrictions and Accommodation
(if indicated)

Expectations and Special Instructions
This plan will guide you in returning to your regular job activities by gradually increasing your duties as you
recover from your injury. For example:
• At the End of Each Day: Check in with your Supervisor (or first aid attendant) to let them know how you

are progressing with the Individual Accommodation Plan.
• Immediately: Contact your Supervisor if you are not progressing as per your Individual

Accommodation Plan, or if you have any concerns, or are asked to perform duties not included in this
Plan.
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Progression Plan: This will detail the week to week progression. Note any changes in hours, duties or
other accommodation for each week.

Week # Start Date
(dd-mm-yyyy)

Additional Duties, Hours, Progression Follow-Up Date
(dd-mm-yyyy)

Week 1

Week 2

Week 3

Week 4

Week 5

Week 6

Week 7

Week 8

Signatures (employee, Supervisor and other participants):

Employee’s Name Employee’s Signature

Supervisor’s Name Supervisor’s Signature

Other Participant’s Name Other Participant’s Signature
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Operations Policy – Vehicle 
Operations, Driver Record and 

Accident Reporting 

 POLICY NUMBER: 
OPS-03  Rev 2 

 REPLACES POLICY: 
OPS-03 Rev 1 

CORPORATE POLICIES AND PROCEDURES 
DISTRIBUTION: All Locations 

PAGES: 5 
ISSUE DATE:  
01-08-2012 
REVIEW DATE: 
01-24-2019 

ISSUED AND APPROVED BY: 
François Vachon, President 

 

 
1. POLICY 

 
1.1 All Miller vehicles will be operated in compliance with the Highway Traffic Act and 
defensive driving techniques. 
 
1.2 Operation of a Miller vehicle while on or off duty under the influence of a 
controlled substance will result in immediate dismissal. 
 
1.3 All accidents or incidents involving Miller vehicles or equipment that result in personal 
injury or property damage or that could have resulted in personal injury or property 
damage will be reported and investigated. 
 
1.4 Drivers who are involved in multiple preventable accidents or serious violations 
under the Highway Traffic Act while operating a Miller vehicle will be prohibited from 
operating a Miller vehicle for a minimum period of one year. 
 
1.5 The Miller Group of companies is committed to maintaining a work environment that is 
safe for all its employees. To this end, we recognize and accept that there can be no 
compromise of employees’ safety and therefore remind you that there will be no speeding 
in a company vehicle for any circumstances. The Miller Group will promote a “zero 
tolerance policy.” Any violation of this policy will result in disciplinary action up to and 
including dismissal. 
 
1.6 Any Miller employee operating a company vehicle who is charged with speed racing 
(50km above the posted speed limit) will be subject to immediate termination of 
employment. 

 
2.  SCOPE 

 
2.1 This policy applies to all operating companies within the Miller Group 
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3.  PURPOSE 
 
The purpose is to ensure that: 

 
3.1 Vehicles are operated in a safe and responsible manner 
 
3.2 All accidents and incidents are properly reported and investigated; 
 
3.3 The insurance company is advised if necessary and insurance costs minimized; 
 
3.4 Records of accidents and incidents are maintained; 
 
3.5 Recommendations are made to prevent further occurrences of the same a type of 
accident and incidents. 
 
3.6 Drivers involved in multiple preventable accidents or incidents are removed from 
the pool of approved drivers. 

 
4. RESPONSIBILITY 

 
4.1 All employees operating Miller vehicles or equipment are required to be familiar with 
and follow the requirements of this policy and operate vehicles in a safe and responsible 
manner. 
 
4.2 Safety Managers will investigate each accident or incident and recommend 
remedial action to minimize the risk of further occurrences of the same type of 
accident. 

 
5. PROCEDURES 

 
5.1 Vehicle Operation 

 
5.1.1 Employees operating a Miller vehicle will be required to acknowledge that they 
have considered and understand the contents of this policy by signing Appendix A. A 
record of Appendix A will be retained on the employees file. 
 
5.1.2 Vehicles will be operated in compliance with the Highway Traffic Act and 
using defensive driving techniques  
 
5.1.3 Operation of a vehicle under the influence of a controlled substance or in 
excess of the legal alcohol limit will result in immediate dismissal. 
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5.2 Accident/Incident Reporting 
 

5.2.1 Employee responsible for operating the vehicle or equipment 
 

5.2.1.1 The employee responsible for operating a vehicle or piece of equipment 
that is involved in an accident or incident will immediately advise the supervisor; 

 
5.2.1.2 The employee should not admit responsibility for the accident or 
incident prior to a thorough investigation of the facts; 
 
5.2.1.3 The employee should initiate the information gathering process as quickly 
and thoroughly as possible; 
 
5.2.1.4 The employee should complete an accident/incident report form. (See 
Safety Manual). The form is to be returned to the Senior Supervisor within 24 
hours of the accident. 

 
5.2.2 Immediate Supervisor 

 
5.2.2.1 Insurance Claim – The Supervisor will immediately report the 
accident/incident to the Operating Vice President and the Risk Manager. The 
Risk Manager will decide if the accident/incident is covered by insurance and in 
consultation with the Chief Operating Officer decide whether a claim should be 
forwarded to the Insurance Broker. 
 
5.2.2.2 Investigation 
The employee’s immediate supervisor will investigate the accident or incident and 
complete the supervisor’s investigation report. (See Safety Manual) 
The report must be sent to the Operations Manager or Vice President and the 
Safety Manager within 3 working days. 
 

 
5.2.3 Safety Manager 

 
5.2.3.1 The Safety Manager will review the reports by the employee and 
supervisor and make comments and recommendations to minimize the risk of 
recurring accidents of the same type. 
 
5.2.3.2 The Safety Manager will ensure that the accident/incident reports are 
reviewed by the Joint Health and Safety Committee. 
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5.3 Accident Investigation 
 

The following procedures must be followed when investigating an accident: 
 

5.3.1 Get an overview of the situation. Find out briefly what happened and 
document the severity of the situation. 
 
5.3.2 In the event of an accident ensure the scene is made safe and no 
further injury or damage occurs. 
 
5.3.3 Ensure that the physical evidence is not disturbed before it can be 
examined. 
 
5.3.4 Take pictures of the scene which will help document the situation. 
 
5.3.5 Talk to any witnesses and obtain names and addresses and document their 
comments. 
 
5.3.6 Document the conditions at the scene in writing. 
 
5.3.7 Check background information including any information that might be 
relevant including items such as equipment repairs. 
 
5.3.8 Determine the cause of the accident. 
 
5.3.9 Recommend corrective action. 
 
5.3.10 Write the Investigation Report and submit it to the 
Safety Manager.  

The final report should include: 
• An accurate description of exactly what happened 
• A determination of the immediate cause and the underlying or contributing causes 
• Any corrective action measures that should be taken to minimize the risk of re-occurrence. 

 
5.4 Driver Standards 

 
5.4.1 Effective immediately, drivers involved in multiple accidents, 
deemed to be preventable will lose the privilege to operate any 
Miller Group vehicle for a minimum period of one year. 

 
This standard applies to: 

• All drivers incurring 3 preventable accidents within a rolling 24-month period. 
 

5.4.2 Drivers involved in serious violations under the Highway Traffic Act 
will lose their privilege to operate any Miller Group vehicle for a minimum 
period of one year. 
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5.4.3 Employees, losing their Miller driving privileges may continue their 
employment with the company, subject to all of the following considerations 
being satisfied: 

 
5.4.3.1 Suitable alternate work for which the employee is qualified is 
available in the same geographical area. 
 
5.4.3.2 The employee must have previously maintained a positive 
work history with the company (e.g. attendance, productivity, and 
attitude). 
 
5.4.3.3 Base wages applicable to the alternate work position will 
be assumed by the employee. 
 
5.4.3.4 All overtime and productivity incentives formerly available prior to 
the loss of driving privileges will also be lost.  Seniority will be maintained 
for the sole purpose of calculating vacation entitlement. 

 
5.4.4 In those cases where all considerations set out in section 5.4.3 
cannot be satisfied, the employee’s services will be terminated for cause. 

 
5.4.5 Reinstatement of Miller driving privileges may be considered 
when all of the following requirements have been satisfied: 

 
5.4.5.1  A 12 month driving suspension period has been served by the 

employee. 
 
5.4.5.2 The employee’s continued job performance warrants such 

consideration. 
 
5.4.5.3 The employee successfully completes all facets of the Miller safe 

driver training program. 
 
5.4.5.4 A suitable vacant or new driver’s position is available 
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Operations Policy – Parking 
Company Vehicles – and 

Personal Vehicles on Miller 
Property 

 POLICY NUMBER: 
OPS-07  Rev 0 

  

CORPORATE POLICIES AND PROCEDURES 
DISTRIBUTION: All Locations 

PAGES: 2 
ISSUE DATE:  
05-24-2011 
REVIEW DATE: 
01-24-2019 

ISSUED AND APPROVED BY: 
François Vachon, President 

 
1. PURPOSE 

 
1.1 In order to effectively deal with and eliminate preventable parking accidents with 
vehicles, the Miller Group has developed this policy. All employees are required to familiarize 
themselves with, and comply with this policy. 

 
2. SCOPE 

 
2.1 This policy applies to all Companies and all operating divisions of the Miller Group. 
 

3. POLICY 
 

3.1    Parking Company Vehicles – Driver is alone in the vehicle 
• All vehicles must back into their parking spots at all times when parking. The driver 

is to back into the parking spot slowly and with caution, sound horn twice prior to 
backing up and check mirrors continuously to monitor potential hazards and blind 
spots. In congested areas when the driver is unsure if the way is clear the driver is 
to get out and do a walk around the vehicle to ensure the way is clear before 
proceeding to park. 

 
3.2    Parking Company Vehicles – When a passenger or spotter is present 

• All vehicles must back into parking spots at all times when parking. When a 
passenger or fellow employee is present, this employee must act as a spotter / 
signal person during the parking process. The spotter/signal person is to 
position himself or herself in a safe position and maintain visual and verbal 
communication with the driver throughout the entire parking process. 
 

3.3    Personal Vehicles parked on Miller Property 
• All personal vehicles parked at any Miller owned or operated facility must also back 

into their parking spots when parking. All employees are advised to follow the 
parking protocols set out in sections 1.1 and 1.2 of this policy when parking their 
personal vehicles. 
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3.4    Exemption 
• The only exemption to this policy is for vehicles that either require to be seasonally 

(in the winter) plugged in, or plugged in for operational reasons. 
• The Miller Group insists on strict adherence to this policy and employees in violation 

will be subject to disciplinary action up to and including dismissal. 
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Operations Policy – Company 
Owned Vehicle Policy 

 POLICY NUMBER: 
OPS-08  Rev 0 

 REPLACES POLICY: 
OPS-07 Rev 0 
Created a new policy for 
the appendix. 

CORPORATE POLICIES AND PROCEDURES 
DISTRIBUTION: All Locations 

PAGES: 2 
ISSUE DATE:  
01-24-2018 
 

ISSUED AND APPROVED BY: 
François Vachon, President 

 
1. PURPOSE  

 
1.1 Due to the nature of the various businesses in which the Miller Group is involved it is 
necessary that the field supervisory, operating, and repair staff have a means of personal 
transportation, of transporting personnel, tools and equipment and operation of tractor 
units.  In the majority of cases that is provided by assigning a vehicle (½ ton, ¾ ton, van, 
service or welder truck or tractors) to a particular employee. 
 

2. POLICY 
2.1 This policy is to define the terms under which the employee operates this vehicle.  

 
2.1.2  Operation of the vehicle while on or off duty under the influence of a 
controlled substance will result in immediate dismissal.  
 
2.1.2  The employee will observe all rules of the Provincial Highway Traffic Act.  All 
fines incurred as a result of the operation of the vehicle will be the responsibility of 
the driver. All Provincial offences involving a Miller vehicle or equipment is to be 
reported to a supervisor immediately.  

• If the employee accumulates excessive demerit points or is involved in 
repeated accidents, the Miller Group reserves the right to request the return 
of the company vehicle. The employee will be subject to appropriate 
disciplinary measures up to and including termination of employment. 

• Any Miller employee operating a company vehicle who is charged with speed 
racing (50km above the posted speed limit) will be subject to immediate 
termination of employment. 

 
2.1.3  The vehicle is assigned to the employee solely to enable him to perform his 
assigned duties. At no time is it to be used for personal purposes either during or 
outside normal working hours.
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2.1.4  In some cases it is deemed that it is advantageous to allow the 
employee to take the vehicle home overnight and on weekends. This is to allow 
a quicker response to emergency conditions that could occur outside normal 
working hours, or to reduce the amount of travelling time to and from jobs.  
There may be a requirement to park the vehicle on company property 
overnight if job assignment, working conditions etc., change.  

 
2.1.5  All fueling, if practical, shall be done at facilities provided by the Miller 
Group in the various yards.  If this is not practical, and a credit card is assigned 
to the employee, the use of this card will be kept to the bare minimum and all 
purchases will be duly recorded on forms provided for this purpose and turned in 
every two weeks. Failure to comply with this requirement will result in the 
withdrawal of the credit card and any fuel purchased will be credited back to the 
employee through an expense account form.  
 
2.1.6  The vehicle is to be maintained in a neat and tidy condition and the 
assigned driver must ensure that it is serviced in accordance with a schedule 
developed by Miller’s maintenance personnel.  
 
2.1.7  There are to be no riders (non Miller employees) in the vehicle.  
 
2.1.8  There are to be no guests in vehicles containing a sleeper bunk at any 
time.  
 
2.1.9  The purpose of the bunk is for the driver’s rest period only. 
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IT – E-mail Acceptable  
Use Policy 

 POLICY NUMBER: 
IT-01  Rev 0 

 Replaces Policy: 
E-Mail Acceptable Use 
Dated: 04/06/2010 in 
approved format. 
 

CORPORATE POLICIES AND PROCEDURES 
DISTRIBUTION: All Locations 

PAGES: 4 
ISSUE DATE:  
02-24-2014 
REVIEW DATE: 
 

ISSUED AND APPROVED BY: 
François Vachon, President 

 

1.   POLICY 
 

1.1 – Account Activation / Termination 
E-mail access at Miller is controlled through individual accounts and passwords. 
Each user of Miller’s e-mail system is required to read and sign a copy of this E-
mail Use Policy and the Information Ownership and Use Policy prior to receiving 
an e-mail access account and password. It is the responsibility of the user, 
employee, to protect the confidentiality of his/her account and password 
information. Please refer to Miller Password Policy (IT-04). 
 
1.2 All eligible employees of Miller as approved by management will receive an e-
mail account. All users, employees, of Miller are required to use Miller e-mail 
accounts in order to conduct Miller business. This prohibits the use of all internet-
based or ISP (internet service provider) e-mail services such as Gmail, Hotmail, 
Yahoo, Rogers and Bell accounts to conduct Miller business. E-mail accounts will be 
granted to third-party non- employees on a case-by-case basis. Possible non-
employees that may be eligible for access include contractors and consultants. 
 
1.3 Applications for these temporary accounts must be submitted to the IT 
Helpdesk via the support portal. All terms, conditions, and restrictions governing e-
mail use must be in a written and signed agreement. 
 
1.4 E-mail access will be terminated when the employee or third-party user 
approval has been terminated, including employment or association with Miller, 
unless other arrangements are made. As Miller owns all information on its e-mail 
and other information and devices, users and employees have no personal, privacy, 
retention or confidentiality interest or rights to or in the devices, e-mails or 
information. Miller is under no obligation to save or forward the contents of an 
individual’s e-mail inbox/outbox after their term of employment or association. 
Users and employees are, however, responsible for the proper/appropriate use, 
storage and communication of all e-mail and other information. 
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1.5 – General Expectations of End Users 
Miller often delivers official communications via e-mail. As a result, employees of 
Miller with e-mail accounts are expected to check their e-mail in a consistent and 
timely manner so that they are aware of announcements and updates, as well as 
for fulfilling business and role-oriented tasks. 
 
1.6 E-mail users are responsible for mailbox management, including organization, 
cleaning and archiving. If a user subscribes to a mailing list, he or she must be 
aware of how to unsubscribe from the list, and is responsible for doing so in the 
event that their current e-mail addresses changes. 
 
1.7 E-mail users shall consider how e-mail sent from the Miller’s e-mail accounts 
reflects on Miller and the user. Users shall comply with appropriate business 
standards of professional and personal courtesy and conduct when sending e-mails. 

 
2.   SCOPE 

 
2.1 This policy applies to Miller e-mail systems and services, all e-mail account users 
and account holders at Miller (both temporary and permanent), and all Miller e-mail 
records. The requirements also apply to personal communications and computers 
and devices that access Miller e-mail via the Internet or mobile network to Miller 
private network. 

 
3.   PURPOSE 
 

3.1 E-mail is a critical mechanism system for business communications at Miller. Use 
of Miller’s electronic mail (e- mail) systems and services must be used with respect 
and in accordance with the requirements of this policy and Miller’s business interests. 
 
3.2 The purposes of this policy are to update and clarify appropriate and 
inappropriate use of the Miller e-mail systems and services and in order to 
minimize disruptions to services and activities, as well as comply with applicable 
laws. 

 
4.   APPROPRIATE / INAPPROPRIATE USE 
 

4.1 – Appropriate Use 
 
Miller users and employees are encouraged to use e-mail to further the goals and 
objectives of Miller. The types of activities that are encouraged include: 

• Communicating with fellow employees, business partners of Miller, and 
clients within the context of an individual’s assigned responsibilities. 

• Acquiring or sharing information necessary or related to the performance of 
an individual’s assigned responsibilities. 

• Participating in educational or professional development activities. 
• Miller  allows limited personal use for communication with family and friends, 

independent learning, and public service so long as it does not interfere with 
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user, employee,  productivity and responsibilities, pre- empt any business 
activity, interfere with Miller business interests or consume more than a trivial 
amount of user, personal, time and information system or service resources. 

 
4.2 – Inappropriate Use 
 

Miller e-mail systems and services information shall not to be used for purposes 
that could be reasonably expected to strain storage or bandwidth (e.g. e-mailing 
large attachments instead of pointing to a location on a shared drive). User e-mail 
use will not interfere with others’ use of Miller’s e-mail system and services. E-
mail use at Miller will comply with all applicable laws, all Miller policies, and all 
Miller contracts. 

 
The following activities are inappropriate uses of the Miller e-mail systems and 
services, and are prohibited: 

• Use of e-mail for unethical, illegal or unlawful purposes, including copyright 
infringement, obscenity, libel, slander, fraud, defamation, plagiarism, 
harassment, intimidation, forgery, impersonation, soliciting for illegal 
pyramid schemes, and computer tampering (e.g. spreading of computer 
viruses). 

• Use of e-mail in any way that violates Miller  policies, rules, or 
administrative orders, including, but not limited to, the Remote Access, 
Firewall and Internet policies. 

• Viewing, copying, altering, or deletion of e-mail accounts or files belonging 
to Miller without authorized permission. 

• Opening e-mail attachments from unknown or unsigned sources. 
Attachments are the primary source of computer viruses and should be 
treated with utmost caution. 

• Sharing e-mail account passwords with another person, or attempting to 
obtain another person’s e-mail account password. E-mail accounts are only 
to be used by the registered user. 

• Unless approved by a user’s manager, Miller e-mail will not be 
automatically forwarded to an external destination (such as, a personal e-
mail account). 

• Excessive personal use of Miller e-mail resources. 
• Users shall not permit or make personal use of Miller e-mail systems 

and services for non-Miller commercial, institutional, political, or 
disruptive social media activities. 

 
5.   MONITORING & RESPONSIBILITY 
 

5.1 The e-mail systems and services, as well as all information therein used by, at or 
in the Miller are owned by Miller, and are its property. Miller  may monitor, access, 
audit, review, analyze, utilize, retain, disclose, use, delete and change at its sole 
discretion any and all e-mail traffic on and passing through its e-mail system and 
services.  Miller uses of such e-mail may include review for efficiencies, abuses, 
competition, system and business analysis, litigation, and archival. Backup copies of 
e-mail messages may exist and be used, reviewed and retained, etc. as listed above 
despite user or end-user deletion. Backup copies exist primarily to restore service in 
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case of failure. Archival copies are designed for quick and accurate access by Miller 
for a variety of management and legal needs. Both backups and archives are 
governed by Miller’s document retention policies or practices. Some of these policies 
indicate that e-mail must be kept for up to 7 years. 
 
5.2 Users, employees, shall utilize extreme caution and when communicating 
confidential, proprietary, trade secret or sensitive information via e-mail.  All e-mail 
messages sent outside of Miller come under the control of the receiver. 
Confidential, proprietary and sensitive information, including, without limitation, 
financial information,bid and tender information, trade secrets should not be sent 
without management approval and without an agreement by the receiver as to 
receiver responsibility as how such information will be managed and protected. 

 
6.   REPORTING MISUSE 
 

6.1 Should a Miller user or employee unintentionally or unknowingly encounter or 
observe improper or unlawful use or information, do not forward, delete, or reply 
to the message, report the event to management immediately. 

 
7.   ENFORCEMENT 
 

7.1 Anyone who violates this policy may be subject to disciplinary action by Miller 
management. Such disciplinary action may include, at management’s sole 
discretion, probation, transfer, suspension, demotion, loss of user rights and 
termination of employment for cause. As users are responsible for their actions, 
such violations and user actions will be considered to be willful and not trivial. 

 
8.   DISCLAIMER 
 

8.1 Miller assumes no liability for any damages arising in any way from use of Miller 
devices and information claims, demands, fees, interest, costs losses, including 
direct, indirect and consequential damages. 

 
9.   EFFECT AND CHANGES 
 

9.1 This policy and any future changes will be effective immediately upon 
communication, publication or notice by any internal means, subject to any legal 
requirements or any relevant collective agreements.  By continuing to be a user 
under this or other policies, users [employees] are consenting to the immediate 
effect of such policies and changes. 
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1.   POLICY 

 
1.1 The approach adopted to define firewall rule sets is that all services will be 
denied by the firewall unless expressly permitted in this policy. The Cisco ASA 
firewall permits the following outbound and inbound Internet traffic. 

• Outbound – All Internet traffic to hosts and services outside of company. 
• Inbound – Only Internet traffic from outside company that supports the 

business mission of company. 
 

1.2 The table below identifies the most common services used for Internet 
communications within the company environment. For each service type, the 
table will indicate whether the firewall will accept it, accept it with 
authentication**, or reject it. 
 

Traffic/Service Port Outbound 
(internal 

to 
external) 

Inbound 
(external 

to 
internal) 

Inbound 
VPN (secure 

VPN 
to internal) 

Comments 

DNS 53 √ X √  
FTP 20 √ √ x  

HTTPS 443 √ √ √  
HTTP 80 √ X √  
ICMP 7 √ X √  
POP3 110 √ X X  
RPC 135 √ X √  

SMTP 25 √ √ √  
SSH 22 √ X √ * 

x Reject                                   *activated as needed 
√ Accept                                ** At this time we don't have Accept with Authentication.  
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1.3 Company employees may request changes to the firewall’s configuration in 
order to allow previously disallowed traffic. An IT Request form, with full 
justification must be submitted to the IT department for approval. All requests will 
be assessed to determine if they fall within the parameters of acceptable risk. 
Approval is not guaranteed as associated risks may be deemed too high. If this is 
the case, an explanation will be provided to the original requestor and alternative 
solutions will be explored. 

 
1.4 Company employees may request access from the Internet for services located 
on the internal company network. Typically, this remote access is handled via a 
secure, encrypted virtual private network (VPN) connection. VPN authentication is 
based on Active Directory and uses 3DES -128bit to encrypt all traffic. Access to the 
Internet will be through split tunnel. 

 
1.5 VPN sessions will have an absolute timeout length of 8 hours. An inactivity 
timeout will occur after 1 hour. At the end of these timeout periods, users must 
re-authenticate to continue or re-establish their VPN connection. An IT Request 
form requesting VPN connectivity with full justification must be submitted to the 
IT department for approval. Approval is not guaranteed. 
 
1.6 Turnaround time for the above stated firewall reconfiguration and network 
access requests is approximately 48 hours from the receipt of the request form. 

 
2.   SCOPE 
 

2.1 This Firewall Policy refers specifically to the Cisco ASA firewall. The role of this 
firewall is to screen unwanted traffic. The firewall will (at minimum) perform the 
following security services: 
 

2.1.1 Access control between the trusted internal network and untrusted 
external networks. 
 
2.1.2 Block unwanted traffic as determined by the firewall rule set. 
 
2.1.3 Hide vulnerable internal systems from the Internet. 
 
2.1.4 Hide information, such as system names, network topologies, and 
internal user IDs, from the Internet. 
 
2.1.5 Log traffic to and from the internal network. 
 
2.1.6 Provide virtual private network (VPN) connectivity. 

 
2.2 All company employees are subject to this policy and required to abide by it. 
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3.   PURPOSE 
 

3.1 The Miller Group (which will be called Company in this document) operates 
perimeter firewalls between the Internet and its private internal network in order to 
create a secure operating environment for company’s computer and network 
resources. A firewall is just one element of a layered approach to network security. 
The purpose of this Firewall Policy is to describe how the Cisco ASA firewall will filter 
Internet traffic in order to mitigate risks and losses associated with security threats, 
while maintaining appropriate levels of access for business users. 
 
3.2 The Firewall Policy is subordinate to company’s general IT Guideline & 
Operating Procedures, as well as any governing laws or regulations. 
 

4.   ENFORCEMENT 
 

4.1 Anyone who violates this policy may be subject to disciplinary action by Miller 
management.  Such disciplinary action may include, at management’s [sole] 
discretion, probation, transfer, suspension, demotion, loss of user rights and 
termination of employment for cause.  As users are responsible for their actions, 
such violations and user actions will be considered to be willful and not trivial. 

 
5.  DISCLAIMER 
 

5.1 Miller assumes no liability for any damages arising in any way from use of Miller 
devices and information claims, demands, fees, interest, costs losses, including 
direct, indirect [and consequential] damages. 

 
6.   EFFECT AND CHANGES 
 

6.1 This policy and any future changes will be effective immediately upon 
communication, publication or notice by any internal means, subject to any legal 
requirements or any relevant collective agreements.  By continuing to be a user 
under this or other policies, users [employees] are consenting to the immediate 
effect of such policies and changes. 
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1.   POLICY 
 

1.1 Users and employees must always maintain a diligent and professional working 
environment and attitude when using a device and interacting with the ‘Internet’.  
Users and employees may not use the Miller Internet or devises as is prohibited in 
other Miller policies and for the following: 

• Personal commercial purposes, 
• Online gaming and gambling sites, 
• To access any obscene or pornographic sites, 
• To access or use information that may be considered harassing, threatening, 

illegal, unethical or dangerous. 
• Computer games accessed, or installed devices. 
•   Streaming Internet data (such as Internet radio, stock tickers, 3rd party 

search toolbars and other programs that maintain a constant connection 
to the Internet) unless specifically approved by management. 

• Video streaming and/or downloading for personal purposes. 
• P2P networks and websites, such as BitTorrent, Limewire, ThePirateBay.se, 

etc. 
• Personal social networking sites such as Facebook, Twitter and Google+, 
• Excessive use than is required for appropriate Miller business purposes. 

 
1.2 Intellectual Property - Users and employees shall not duplicate, communicate or 
download any unapproved or protected software or other materials that are 
copyrighted, patented, trademarked, or otherwise identified as intellectual property 
without the express permission from Miller management, the owner or authorized 
licensee of the software or material, as the situation may require. Users and 
employees shall not place Miller information or material (software, internal memos, 
etc.) information on any publicly accessible Internet site without the expressed 
consent of Miller management.  Users, employees, shall not disclose Miller 
competitive, proprietary, trade secret and confidential Information. 
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1.3 Permissions - Internet privileges are only granted to those requiring them for 
legitimate business use.  An employee’s and user’s access rights are to be 
determined by his/her manager.  Internet users shall not divulge their passwords in 
order to provide unauthorized users with access to the Internet. 

 
1.4 Public Representation & Social Media - Users and employees may not indicate 
their affiliation with Miller on personal social media sites and similar forums on the 
Internet unless approved by Miller management (exception given with LinkedIn.  
Where approved, this may be done by explicitly adding certain words, or it may be 
implied, for instance via use of a Miller e-mail address.  In either case, whenever 
users and employees provide an affiliation they must also clearly indicate that the 
opinions expressed are their own, and not necessarily those of Miller.  Care must be 
taken to properly structure comments and questions posted to social media sites, 
forums, blogs, and related public postings on the Internet.  Users shall not disclose 
Miller competitive, proprietary, trade secret and confidential information. 

 
1.4.1 It is inappropriate to use of social media communications at any time 
that may in any way harm Miller’s business interests or its employees, 
contractors, consultants, customers or vendors is prohibited. 

 
2.   SCOPE 
 

2.1 These requirements apply to all Miller users, employees, agents, consultants and 
contractors as it relates to the purpose below. These requirements also apply to all 
computer, communication or storage devices that access the Internet via hardwire 
connect, wireless or remote VPN to Miller’s network. 

 
3.   PURPOSE 

 
3.1 The purpose of this document is to clarify and establish requirements to ensure 
the appropriate protection of Miller businesses, employees, devices, information and 
resource with regards to Internet use, interaction, communications, content and 
connections.  

 
4.   MONITORING & FILTERING 
 

4.1 In order to ensure compliance with this and other policies, user, 
employee, Internet usage may be accessed, audited, monitored, reviewed 
and filtered for inappropriate and/or excessive use. 
 

5.   REPORTING MISUSE 
 

5.1 Should a Miller user or employee unintentionally or unknowingly encounter or 
observe improper or unlawful use or information, report the event to management 
immediately. 
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6.   ENFORCEMENT 
 

6.1 Anyone who violates this policy may be subject to disciplinary action by Miller 
management.  Such disciplinary action may include, at management’s sole 
discretion, probation, transfer, suspension, demotion, loss of user rights and 
termination of employment for cause. As users are responsible for their actions, 
such violations and user actions will be considered to be willful and not trivial. 

 
7.   DISCLAIMER 
 

7.1 Miller assumes no liability for any damages arising in any way from use of Miller 
devices and information claims, demands, fees, interest, costs losses, including 
direct, indirect and consequential damages. 

 
8.   EFFECT AND CHANGES 
 

8.1 This policy and any future changes will be effective immediately upon 
communication, publication or notice by any internal means, subject to any legal 
requirements or any relevant collective agreements.  By continuing to be a user 
under this or other policies users, employees, are consenting to the immediate effect 
of such policies and changes. 

123



 
 

 

IT – Password Policy 
 POLICY NUMBER: 
IT-04  Rev 0 

 REPLACES POLICY: 
Password Policy  
Dated: 05/13/2010 in 
approved format. 

CORPORATE POLICIES AND PROCEDURES 
DISTRIBUTION: All Locations 

PAGES: 5 
ISSUE DATE:  
02-24-2014 
REVIEW DATE: 
 

ISSUED AND APPROVED BY: 
François Vachon, President 

 
 
 
 
 

1.   POLICY 
    

1.1 Password construction, lifecycle and re-use terms will be variable according to 
the system accessed. (See the appendix below for an example of poor and strong 
password characteristics.) 
 
1.2 Passwords should not be based on well-known or easily accessible information 
including personal information, nor should they be words commonly found within a 
standard dictionary or easily relatable to Miller 
 
1.3 Passwords shall not be inserted into e-mail messages or other forms of 
communication. 
 
1.4 Miller may use any measures to ensure that users, employees, conform to this 
policy, including accessing, testing, monitoring, reviewing, managing, auditing.  
 
1.5 Passwords shall be treated as confidential Miller information. An employee shall 
not disclose, give, tell, or hint at their password to another person, including 
managers, co-workers, friends, and family members. 
 
1.6 On occasion the IT Department may request a user’s password to provide 
customized setup to the computer in the absence of the employee.  It is encouraged 
that once the customizations have been completed that the user change their 
password to protect its integrity. 
 
1.7 Should a request be made for your password from anyone other than a member 
of the IT Department immediately inform both the IT Department and your direct 
manager.  
 
1.8 Do not use the “Remember Password” feature of applications (e.g., Outlook, 
Internet Explorer, Firefox, and Chrome). 
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1.9 Passwords shall not be transmitted electronically over the unprotected Internet, 
such as via email. However, passwords may be used to gain remote access to 
company information and resources via Miller’s Virtual Private Network (VPN).  

 
1.10 Employees and users shall not keep an unsecured record of his or her 
passwords, If it proves necessary to keep a record of a password, then it must be 
kept in controlled access safe if in hardcopy form or in an encrypted file in in 
electronic form.  
 
1.11 Passwords used to gain access to Miller devices shall not be used as passwords 
to access non-Miller accounts or information. Similarly, passwords used to access 
personal, non-Miller related accounts are not to be used to access company 
accounts. 
 
1.12 Each application, system and data point shall be protected by a different 
password where possible. The use of the same password to protect all access is 
strongly discouraged. 
 
1.13 If an employee or user knows or suspects that his/her password has been 
compromised, he/she must report the discovery to the IT Department and change all 
of his / her passwords. 
 
1.14 All passwords must conform to the requirements in this policy.  

 
2.   SCOPE 
      

2.1 The scope of this policy includes all Miller employees and users who have or 
are responsible for an account (or any form of access that supports or requires a 
password) on any device that resides at any Miller facility, has access to the 
Miller network, or stores any non-public Miller information. Some examples of 
accounts include: Please note: This list is not intended to be all-inclusive; it is 
simply provided for reference purposes. 

• Network (includes e-mail, internet, and intranet) 
• Accounting applications (ie. Dynamics GP, Trux, Credit Hound, etc.) 

 
3.   PURPOSE 
 

3.1 Passwords are an important component of information and network security. 
They are the front line of protection for user accounts. A poorly chosen password 
may result in the compromise of Miller’s entire corporate network. 
 
The use of a user ID and password combination serves to identify and authenticate 
a user to system resources and information assets. It is only through authenticated 
access and appropriate use that Miller can be assured that devices and information 
are being used appropriately. As such, passwords must be constructed, used and 
protected appropriately as outlined below to ensure that the high level of password 
security will be achieved. 
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The purpose of this policy is to provide the requirements necessary for all of the 
users and employees of Miller to create appropriate passwords and to use them 
and protect them in an appropriate manner. 

 
4.   PASSWORD GUIDLEINES 
 

4.1 Network Passwords 
 

4.1.1 New users will be prompted to change the default password upon first 
login. Network passwords must be a minimum of eight (8) characters in 
length. Further, these passwords must use at least two characters of the 
four character types, those being lower case letters, upper case letters, 
numbers and special characters. 
 
4.1.2 Passwords used to access the network will have a maximum age of 
forty-five (45) days.  Users will be notified fourteen (14) days in advance 
of password expiration. At that point, and at every subsequent login until 
a change is made, users will be prompted to select a new password.  
Users can change their network password at any time by hitting 
CTRL+ALT+DEL and selecting “Change Password”. 
 
4.1.3 Passwords used to access the network may be reused every sixth 
password. As such a completely new password is required for the first 
five expiries; thereafter the first password can be reused. 
 
4.1.4 A password must be used for a minimum of ten (10) days before it can 
be changed. 
 
4.1.5 Five (5) failed password attempts will result in the user’s account being 
locked out. 
 
4.1.6 Upon an employee leaving his/her position, the password will be 
immediately changed. 
 
4.1.7 Due to the nature of some positions within the company, there are 
passwords that are set to never expire. 

 
4.2 Intranet Passwords 
 

4.2.1 Intranet passwords are assigned by the IT Department and are not 
required to be changed at regular intervals. These passwords should be 
considered ‘strong’. 
 
4.2.2 These passwords can be reset using the self-serve function provided 
on the website or by request to the IT Department. 

 
4.3 Phone Passwords 

 
4.3.1 IP desk phone passwords are to be set and reset when required. Do not 
share your phone password with anyone. 
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4.3.2 Handheld or portable devices (smartphones, tablets, etc.) that may 
contain Miller information, data, or contacts should have a password lock on 
them to prevent unwanted access in the event the device is not in your 
possession. 

 
4.4 Other Applications 
 

4.4.1 Various applications run at Miller require passwords that may also have 
their own requirements and renewal/expiry settings. The general policy 
statements laid out in section 1 above still apply but may be overridden by 
the specific piece of software given its custom settings.  Contact the IT 
department with any questions or concerns about an application and its’ 
password settings or to have your password changed.  

 
5.   REPORTING MISUSE 
 

5.1 Should a Miller user or employee unintentionally or unknowingly encounter or 
observe improper or unlawful us or information, report the event to management 
immediately. 

 
6.   ENFORCEMENT 

 
6.1 Anyone who violates this policy may be subject to disciplinary action by Miller 
management.  Such disciplinary action may include, at management’s [sole] 
discretion, probation, transfer, suspension, demotion, loss of user rights and 
termination of employment for cause.  As users are responsible for their actions, 
such violations and user actions will be considered to be willful and not trivial. 

 
7.   DISCLAIMER 
 

7.1 Miller assumes no liability for any damages arising in any way from use of Miller 
devices and information claims, demands, fees, interest, costs losses, including 
direct, indirect and consequential damages. 

 
8.   EFFECT AND CHANGES 

 
8.1 This policy and any future changes will be effective immediately upon 
communication, publication or notice by any internal means, subject to any legal 
requirements or any relevant collective agreements.  By continuing to be a user 
under this or other policies, users [employees] are consenting to the immediate 
effect of such policies and changes. 

 
9.   APPENDIX 
  

Poor, weak passwords have the following characteristics: 
• The password contains less than eight characters 
• The password is a word found in a dictionary (English or foreign) 
• The password is a common usage word such as: 
• Names of family, pets, friends, co-workers, fantasy characters, etc. 
• Computer terms and names, commands, sites, companies, hardware, 

software. 
• The words "Miller", "group", or any derivation. 
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• Birthdays and other personal information such as addresses and phone 
numbers. 

• Word or number patterns like aaabbb, qwerty, zyxwvuts, 123321, etc. 
• Any of the above spelled backwards. 
• Any of the above preceded or followed by a digit (e.g., secret1, 1secret) 

 
Strong passwords have the following characteristics: 

• Contain both upper and lower case characters (e.g., a-z, A-Z) 
• Have digits and punctuation characters as well as letters e.g., 0-9, 

!@#$%^&*()_+|~-=\`{}[]:";'<>?,./) 
• Are at least eight alphanumeric characters long. 
• Is not a word in any language, slang, dialect, jargon, etc. 
• Are not based on personal information, names of family, etc. 
• Passwords should never be written down or stored on-line. Try to create 

passwords that can be easily remembered. One way to do this is create a 
password based on a song title, affirmation, or other phrase. For example, 
the phrase might be: "This May Be One Way To Remember" and the 
password could be: "TmB1w2R!" or "Tmb1W>r~" or some other variation. 

 
NOTE: Do not use either of these examples as passwords! 
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1.   POLICY 
        
1.1 It is the responsibility of any employee of the Miller Group with remote access 
privileges to ensure that   their remote access connection remains as secure as his 
or her network access within the office. It is imperative that any remote access 
connection used to conduct the Miller Group business be utilized appropriately, 
responsibly, and ethically. Therefore, the following rules must be observed: 
 

1.1.1 General access to the Internet by residential remote users through 
the Miller Group’s network is permitted. However, both the employee and 
his/her family members using the Internet for recreational purposes 
through company networks are not to violate any of the Miller Group’s 
Internet acceptable use policies. 
 
1.1.2 Employees will use secure remote access procedures. This will be 
enforced through public/private key encrypted strong passwords in 
accordance with the Miller Group’s password policy. Employees agree to 
never disclose their passwords to anyone, particularly to family members if 
business work is conducted from home. 
 
1.1.3 All remote computer equipment and devices used for business 
interests, whether personal- or company- owned, must display reasonable 
physical security measures.mComputers will have installed whatever 
antivirus software deemed necessary by the Miller Group’s IT department. 
 
1.1.4 Remote users using public hotspots for wireless Internet access must 
employ for their devices a company- approved VPN software application or 
‘Direct Access’, and any other security measure deemed necessary by the IT 
department. Only VPN software supplied by the Miller IT department is 
acceptable for use on the company network. 
 
1.1.5 Employees, contractors, and temporary staff will make no modifications 
of any kind to the remote access connection without the express approval of 
the Miller Group’s IT department. 
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1.1.6 Employees, contractors, and temporary staff with remote access 
privileges must ensure that their computers are not connected to any 
other network while connected to the Miller Group’s network via remote 
access, with the obvious exception of Internet connectivity. 
 
1.1.7 No employee is to use Internet access through company networks via 
remote connection for the purpose of illegal transactions, harassment, 
competitor interests, or obscene behavior, in accordance with other 
existing employee policies. 
 
1.1.8 If a personally- or company-owned computer or device used for 
remote access is damaged, lost, or stolen, the authorized user will be 
responsible for notifying their manager and   the Miller Group’s IT 
department immediately. 
 
1.1.9 The remote access user also agrees to immediately report to their 
manager and the Miller Group’s IT department any incident or suspected 
incidents of unauthorized access and/or disclosure of company resources, 
databases, networks, etc.  

 
2.   SCOPE 

       
2.1 This policy applies to all the Miller Group employees, including full-time staff, 
part-time staff, contractors, freelancers, and other agents who utilize company- or 
personally-owned computers to remotely access the organization’s data and 
networks. Employment at the Miller Group does not automatically guarantee the 
granting of remote access privileges. 
 
2.2 Any and all work performed for the Miller Group on said computers by any and 
all employees, through a remote access connection of any kind, is covered by this 
policy. Work  can include (but is not limited to) email correspondence, Web 
browsing, utilizing intranet resources, and any other company application used over 
the Internet. Remote access is defined as any connection to the Miller Group’s 
network and/or other applications from off-site locations, such as the employee’s 
home, a hotel room, airports, cafés, satellite office, wireless devices, etc. 

 
3.   PURPOSE 

 
3.1 The purpose of this policy is to define standards, procedures, and restrictions 
for connecting to the Miller Group’s internal network(s) from external hosts via 
remote access technology (such as VPN), and/or for utilizing the Internet for 
business purposes via third-party wireless Internet service providers (a.k.a. 
“hotspots”). The Miller Group’s resources (i.e. corporate data, computer systems, 
networks, databases, etc.) must be protected from unauthorized use and/or 
malicious attack that could result in loss of information, damage to critical 
applications, loss of revenue, and damage to our public image. Therefore, all 
remote access and mobile privileges for the Miller Group employees to enterprise 
resources – and for wireless Internet access via hotspots or VPN – must employ 
only company-approved methods. 
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4.   MONITORING 

 
4.1 The remote access user also agrees to and accepts that his or her access and/or 
connection to the Miller Group’s networks may be monitored to record dates, times, 
duration of access, etc., in order to identify unusual usage patterns or other 
suspicious activity. As with in-house computers, this is done in order to identify 
accounts/computers that may have been compromised by external parties. 

 
5.   REPORTING MISUSE 

 
5.1 Should a Miller user [or employee] unintentionally or unknowingly encounter 
or observe improper or unlawful use or information, report the event to 
management immediately. 

 
6.   ENFORCEMENT 

 
6.1 Anyone who violates this policy may be subject to disciplinary action by Miller 
management.  Such disciplinary action may include, at management’s [sole] 
discretion, probation, transfer, suspension, demotion, loss of user rights and 
termination of employment for cause.  As users are responsible for their actions, 
such violations and user actions will be considered to be willful and not trivial. 

 
7.   DISCLAIMER 

 
7.1 Miller assumes no liability for any damages arising in any way from use of Miller 
devices and information claims, demands, fees, interest, costs losses, including 
direct, indirect [and consequential] damages. 
 

8.   EFFECT AND CHANGES 
 

8.1 This policy and any future changes will be effective immediately upon 
communication, publication or notice by any internal means, subject to any legal 
requirements or any relevant collective agreements.  By continuing to be user under 
this or other policies, users [employees] are consenting to the immediate effect of 
such policies and changes. 
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1.   POLICY 
   
1.1 The Miller Group has ESET Endpoint Antivirus software running across all 
machines. 
 
1.2 All computers attached to the Miller network must have IT approved and 
supported anti- virus software installed. This software must be active, be 
scheduled to perform virus checks at regular intervals, and have its virus definition 
files kept up to date. In most cases, this is handled automatically by IT. 
 
1.3 Any activities with the intention to create and/or distribute malicious programs 
onto the Miller network (e.g. viruses, worms, Trojan horses, e-mail bombs, etc.) are 
strictly prohibited. 
 

 1.4 If an employee receives what he/she believes to be a virus, or suspects that a 
computer is infected with a virus, it must be reported to the IT department 
immediately 905-475-6660 x3195. Report the following information (if known): 
virus name, extent of infection, source of  virus, and potential recipients of 
infected material. 

 
1.5 No employee should attempt to destroy or remove a virus, or any evidence 
of that virus, without direction from the IT department. 

 
1.6 Any virus-infected computer will be removed from the network until it is verified 
as virus-free. 
 

2.   SCOPE 
   
2.1 This policy applies to all computers that are connected to the Miller Group 
network via a standard network connection, wireless connection, modem 
connection, or virtual private network connection. This includes both company-
owned computers and personally-owned computers attached to the Miller Group 
network. The definition of computers includes desktop workstations, laptop 
computers, handheld computing devices, and servers. 
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 3.   PURPOSE 
 

3.1 A virus is a piece of potentially malicious programming code that will 
cause some  unexpected or undesirable event. Viruses can be transmitted 
via e-mail or instant messaging attachments, downloadable Internet files, 
CDs ,and USB drives. Viruses are usually disguised as something else, and 
so their presence is not always obvious to the computer user. A virus 
infection can be very costly to The Miller Group in terms of lost data, lost 
staff productivity, and/or lost reputation. 

 
3.2 As a result, one of the goals of The Miller Group is to provide a 
computing network that is virus-free. The purpose of this policy is to provide 
instructions on measures that must be taken  by The Miller Group 
employees to help achieve effective virus detection and prevention. 

 
 

 4.   GUIDELINES 
   

4.1 Always run the standard anti-virus software provided by The Miller Group. 
   
4.2 Never open any files or macros attached to an e-mail from an unknown, 
suspicious, or untrustworthy source. 
 
4.3 Never open any files or macros attached to an e-mail from a known 
source (even a co-worker) if you were not expecting a specific 
attachment from that source. 
 
4.4 Be suspicious of e-mail messages containing links to unknown Web 
sites. It is possible that the link is a malicious executable (.exe) file disguised 
as a link. Do not click on a link sent to you if you were not expecting a 
specific link. 
 
4.5 Never copy, download, or install files from unknown, suspicious, or 
untrustworthy sources or removable media. 
 
4.6 Avoid direct portable drive (e.g. memory stick) sharing with read/write 
access. Always scan a portable drive for viruses before using it. 
 
4.7 If instructed to delete e-mail messages believed to contain a virus, be 
sure to also delete the message from your deleted Items or Trash folder. 
   
4.8 Back up critical data and systems configurations on a regular basis and 
store backups in a safe place. 
 
4.9 Regularly update virus protection on personally-owned home computers 
that are used for business purposes. This includes installing recommended 
security patches for the operating system and other applications that are in 
use. 
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 5.   RESPONSIBILITIES 
 

5.1 The following activities are the responsibility of the Miller Group IT department: 
 

5.1.1 The IT department is responsible for maintaining and updating this 
Anti-Virus Policy. Copies of this policy will be posted on the Company 
Intranet. Check this location regularly for updated information. 

 
5.1.2 Keep the anti-virus products it provides up-to-date in terms of both virus 

definitions and software version in use. Updates will be down as new versions 
of the software become available through the vendor. 

 
5.1.3 Apply any updates to the services it provides that are required to defend 

against threats from viruses. 
 
5.1.4 Install anti-virus software on all the Miller Group owned and installed 

desktop workstations, laptops, and servers. 
 
5.1.5 Assist employees in installing anti-virus software according to standards on 

personally-owned computers that will be used for business purposes. The IT 
department will provide anti-virus software in these cases. 

 
5.1.6 Will take appropriate action to contain, remove, and assist in recovery 

from virus infections. In order to do so, the IT department may be 
required to disconnect a suspect computer from the network or disconnect 
an entire segment of the network. 

  
5.1.7 Perform regular anti-virus sweeps of all network files. 
 
5.1.8 Will attempt to notify users of the Miller Group systems of any credible 

virus threats via e-mail or telephone messages. Virus reports will not be 
acted upon until validated. Employees should not forward these or any 
virus warning messages in order to keep network traffic to a minimum. 

 
5.2 The following activities are the responsibility of the Miller Group departments 
and employees: 

 
5.2.1 Departments must ensure that all departmentally-managed 

computers have virus protection that is in keeping with the standards 
set out in this policy. 

 
5.2.2 No Department shall allow employees to use personally-owned computers 

for business purposes without the approval of IT and the confirmation that a 
proper installed and approved anti-virus application has been installed. 

 
5.2.3 All employees are responsible for taking reasonable measures to protect 

against virus infection. 
 
5.2.4 Employees must not attempt to either alter or disable anti-virus 

software installed on any computer attached to the Miller Group 
network without the express consent of the IT department. 
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 6.   ENFORCEMENT 
 

6.1 Anyone who violates this policy may be subject to disciplinary action by Miller 
management.  Such disciplinary action may include, at management’s [sole] 
discretion, probation, transfer, suspension, demotion, loss of user rights and 
termination of employment for cause. As users are responsible for their actions, such 
violations and user actions will be considered to be willful and not trivial. 

 
 7.   DISCLAIMER 

 
7.1 Miller assumes no liability for any damages arising in any way from use of Miller 
devices and information claims, demands, fees, interest, costs losses, including 
direct, indirect [and consequential] damages. 

  
 8.   EFFECT AND CHANGES 

   
8.1 This policy and any future changes will be effective immediately upon 
communication, publication or notice by any internal means, subject to any legal 
requirements or any relevant collective agreements.  By continuing to be a user 
under this or other policies, users [employees] are consenting to the immediate 
effect of such policies and changes. 
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1.   POLICY 
   

1.1 The purpose of the policy is to outline the acceptable use of technology 
resources and subsequent data on said recourses at The Miller Group. These 
requirements are in place to protect the employee as well as Miller. 
Inappropriate use contrary to this policy, knowingly or unknowingly, could 
expose the Company to risks including virus attacks, compromise of network 
systems (hacking) and legal issues. 

 
2.   SCOPE 
 

2.1 This policy establishes information ownership and outlines general and 
inacceptable use. This policy applies to all employees (full-time, part-time), 
contractors, consultants, temporary hires, students, vendors and other personnel at 
Miller, including all personnel affiliated with third parties. This policy applies to all 
equipment (mobile or otherwise) that is owned or leased by Miller. 

 
3.   PURPOSE 

 
3.1 The purpose of this document is to clarify and establish requirements to ensure 
the appropriate protection of Miller businesses, employees, devices, information and 
resource with regards to data & information ownership and use on Miller assets. 

 
4.  GENERAL OWNERSHIP AND INAPPROPRIATE USE  
 

General Ownership 
   
4.1 While the Miller IT department desires to provide a reasonable level of privacy, 
users should be aware that the stored information on the mobile device, corporate 
server, laptop or desktop remains the property of Miller. Due to the need to protect 
Miller’s network, management cannot guarantee the confidentiality of information 
stored on any device belonging to Miller. 
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4.2 All data and information on the system or asset will not be deemed personal 
or private. This does not include the information deemed personal under the 
Personal Information Protection and Electronic Documents Act of Canada. 

 
Inappropriate Use 
  

4.3 Users and employees may not knowingly or intentionally use Miller devices or 
information for purposes that are contrary to any Miller Policy or for any unethical 
or unlawful purposes, including, without limitation, to  view, search, procure, 
create, perpetuate, solicit, purchase, rent, share,  communicate, store, 
 download unlawful information.  Unlawful information shall include any, 
pornography, threats, violence, profanity (unless its use is important as a quote) 
and harassment, creating, copying, communicating or receiving  viruses or 
malicious software, downloading, using or communicating unauthorized software, 
disrupting or degrading information or devices, downloading, communicating or 
installing personal software, downloading, communicating or installing Miller 
software for personal use, depict someone else as the originator or sender of 
information, misuse of personal information .  Should a Miller user unintentionally 
or unknowingly encounter improper or unlawful use of information or devices, 
he/she shall report such event to management immediately. 
 
4.4 Use of any Miller asset that violates any law or Miller Group Policy. 

 
5.   MONITORING & RESPONSIBILITY 
   

5.1 Business and other institutions commonly engage technicians to service and 
maintain their networks. Users understand that Miller can access resources 
connected to the network to ensure the integrity of the system and reserves the 
right to audit networks and systems on a periodic basis to ensure compliance with 
this policy. 
 
5.2 Employees are responsible for exercising good judgment regarding the 
personal use of Miller technology resources. Data stored on Miller-issued 
equipment by the user, may be subject to the potential risk of losing that 
information should the employee be terminated or  by having the computer 
seized by Miller. 
 
5.3 Employees are also responsible for the security and care of all devices under 
their control. Any use or abuse by others is the responsibility of the employee to 
whom the device/asset is assigned. 

 
6.   REPORTING MISUSE 

 
6.1 Should a Miller user unintentionally or unknowingly encounter or observe 
improper or unlawful use or information, do not forward, delete, or reply to 
the message, report the event to management immediately. 
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7.   ENFORCEMENT 
 

7.1 Anyone who violates this policy may be subject to disciplinary action by Miller 
management.  Such disciplinary action may include, at management’s [sole] 
discretion, probation, transfer, suspension, demotion, loss of user rights and 
termination of employment for cause.  As users are responsible for their actions, 
such violations and user actions will be considered to be willful and not trivial. 

 
8.   DISCLAIMER 
   

8.1 Miller assumes no liability for any damages arising in any way from use of Miller 
devices and information claims, demands, fees, interest, costs losses, including 
direct, indirect [and consequential] damages. 
 

9.   EFFECT AND CHANGES 
 

9.1 This policy and any future changes will be effective immediately upon 
communication, publication or notice by any internal means, subject to any legal 
requirements or any relevant collective agreements.  By continuing to be a user 
under this or other policies, users  [employees] are consenting to the immediate 
effect of such policies and changes. 
 

10. IMPLEMENTATION 
 

10.1 Every employee being issued a device (e.g. cell phone or computer) must 
sign and acknowledge this policy on issue of each piece of equipment.  
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Energy Management System 
  
Our Commitment 
  
The Miller Group of Companies will promote the efficient use of energy in our services to our 
customers as well as striving to continually improve the organization’s energy performance.  
Miller will achieve this goal by: 

• Providing the necessary information and resources to achieve our energy performance 
objectives and targets. 
 

• Complying with legal and other requirements related to the facility’s energy use, 
consumption and efficiency. 
 

• Establishing and reviewing energy performance improvement objectives and targets 
within the annual business planning process. 
 

• Integrating the principle of increasing energy efficiency into all procurement, services 
and engineering design impacting the energy performance of the organization. 
 

• Continually educating and raising awareness among staff regarding the energy policy, 
objectives and targets to reduce energy consumption and efforts to improve energy 
performance. 

This Energy Policy Statement covers all activities of the Miller Group of Companies and will be 
reviewed and updated as necessary. 
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