New Employee
Safety Orientation

Welcome to Octo Mechanical Inc.
This safety orientation will give you what you need to get started relating to health and safety
at Octo Mechanical Inc. General employee information can be found in the General Employee
Orientation.
This booklet refers to the Octo Mechanical Inc. Health and Safety Program. Ensure that you
have been given a copy of the Health and Safety Manual to refer to as you go through your
orientation. You can access the digital Health and Safety Manual on site, as all supervisors have
a copy of the manual on their computer hard drives, or can download a copy from Smartsheets.
It is your responsibility to become familiar with our Health and Safety Program. If you have any
questions please ask a manager or member of the safety team. Please familiarize yourself with
how to access our Health and Safety Manual and other resources you may need to ensure that
you are working in a safe manner.
After you have read through this orientation and the referenced sections of the Health and
Safety Manual, please fill out the last page of the booklet, the New Employee Safety
Orientation Sign-Off. This must be submitted with the orientation paperwork you should have
received as part of the onboarding package. Please return all the completed paperwork to your
supervisor.
This orientation booklet is yours to keep and refer to when necessary.
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General Health and Safety Orientation
Health and Safety Responsibilities
From Alberta’s Occupational Health and Safety Act, Regulation, and Code:
Obligations of employers, workers, etc.
(1) Every employer shall ensure, as far as it is reasonably practicable for the
employer to do so,
(a) the health and safety of
i. workers engaged in the work of that employer, and
ii. those workers not engaged in the work of that employer but
present at the work site at which that work is being carried
out, and
(b) that the workers engaged in the work of that employer are aware of
their responsibilities and duties under this Act, the regulations and
the adopted code.
(2) Every worker shall, while engaged in an occupation,
(a) take reasonable care to protect the health and safety of the worker
and of other workers present while the worker is working, and
(b) co-operate with the worker’s employer for the purposes of protecting
the health and safety of
i. the worker,
ii. other workers engaged in the work of the employer, and
iii. other workers not engaged in the work of that employer, but
present at the work site at which that work is being carried
out.

Employer responsibilities
1. Ensure all workers are educated in safe work practices and use proper PPE.
2. Provide proper training in safe job procedures.
3. Identify and inform employees of work site hazards.

Worker responsibilities
1. Follow safety procedures developed by Octo Mechanical Inc.
2. Use proper PPE at all times.
3. Ensure the safety of themselves and all workers around them.
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4. Follow Octo Mechanical Inc. safety procedures and policies.
5. Identify workplace hazards, work to control them and constantly be aware of them. Pay
close attention to detail to avoid incidents with tools and equipment.

Health and Safety Manual and Program
A digital copy of the Octo Mechanical Inc. Health and Safety Manual is available online for
workers to refer to. Supervisors and members of the health and safety team can provide access
to the manual. It is the responsibility of workers to familiarize themselves with the manual and
be understand the content.
The safety information in Octo Mechanical Inc.’s Health and Safety Manual and program does
not take precedence over applicable government legislation, with which all employees should
be familiar.
Any questions regarding the program or information found in the manual should be directed to
Octo Mechanical Inc.’s management or health and safety administrator.

Refusal of Unsafe Work and Imminent Danger
There is never a good reason to attempt to perform a task that feels imminently dangerous to
your health and safety. The following procedure will guide both employees and managers in
the legislation of what must occur for a resolution that is fair and safe for all involved.
Imminent danger: A danger that is not normal for that occupation or a danger under which a
person engaged in that occupation would not normally carry out the persons work.
Employee Responsibilities
• Workers have a legal responsibility not carry out any work they feel will place
them in imminent danger.
• A worker who refuses to carry out a task due to an imminent danger must
immediately report it to their supervisor.
• The worker must then fill out an Incident Investigation Report (define as a near
miss) and submit the form to their supervisor for review and corrective action.
Supervisor Responsibilities
• Upon receipt of an imminent danger/right to refuse work claim, it is
management’s responsibility to investigate and eliminate the danger, if it exists.
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Ensure no other worker is assigned those duties until the complaint is investigated
and resolved.
While investigating the complaint, reassign other duties to the affected worker.
Complete the Incident Investigation Report, including a description of the
condition, investigation results and corrective action taken to resolve the danger
complaint.
Give a copy of the report to the employee who made notification of the imminent
danger.
Ensure that no employee receives disciplinary action because of the imminent
danger complaint.
Ensure all parties have received copies of the report and are satisfied with the
resolution.

Safety Rules
1. Employees of Octo Mechanical Inc. are expected to work and conduct themselves in a safe
and orderly manner at all times.
2. The consuming of alcoholic beverages on company property or while on shift is forbidden
and grounds for immediate dismissal.
3. An employee assigned a company vehicle is responsible for its safe operation and daily
maintenance, must possess a valid driver’s license for the classification of vehicle, and be
familiar and comply with all regulations and legislation as found in the Alberta Traffic Safety
Act.
4. Only certified operators will operate equipment such as forklifts, cranes, etc.
5. No employee is allowed to ride in the forklift cab other than the qualified operator and all
employees are prohibited from riding on the forks or elsewhere on the machine.
6. All machines (lathes, grinders, mills, etc.) will be operated according to manufacturer’s
specifications.
7. All machine guards and safety devices must always be used. Tampering with or otherwise
circumventing any safety devices is prohibited and such action is subject to disciplinary
action by the company and Alberta Occupational Health and Safety.
8. Employees working on site will obtain “Safe Work Permits” if required.
9. A “Tailgate Meeting” will be conducted and recorded before commencing work on a
project. Worker participation in these meetings is mandatory.
10. Neatness and good housekeeping are a must.
11. Horseplay and running on the worksite or in the shop are prohibited.
12. Long hair is a hazard in a workplace that has moving parts. Workers with shoulder length
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hair (or longer) must keep it tied back and tucked into a shirt or up into a hardhat.
13. Work clothes should fit well and all protective clothing and safety devices provided by the
company must be worn by personnel.
14. Personal Protective Equipment (PPE)
a. Safety glasses are issued to all personnel and visitors and must be worn on site and in
the shop area.
b. CSA approved safety toed footwear must be worn in all designated areas.
c. Hard hats must be worn on job sites and in designated areas.
d. Dust masks will be worn around heavy concentrations of dust and airborne particles.
e. Face shields will be worn when handling corrosive chemicals, working on pressurized
equipment, using high-pressure water or performing any operation that puts a
workers’ face at risk.
f. Fire resistant clothing will be worn when working in areas with a possibility of
explosion or flash fire (OH&S regulations).
g. Rubber gloves/mitts will be worn when using wash solvents or other chemicals.
h. Leather gloves/mitts will be worn when handling sharp, hot or cold objects or ropes
and cables.
i. Hearing protection will be worn at sites with noise levels greater than 85 dBA (OH&S
regulations).
j. Respiratory protection will be worn when there is potential for exposure to toxic
gases or oxygen deficiency.
15. Smoking is prohibited in buildings and within five meters of doorways (City of Edmonton
Bylaw 14614 and the Tobacco Reduction Act of Alberta).
16. Transporting or use of firearms at work or in company vehicles is strictly prohibited.

Prevention of Harassment and Violence in the Workplace
Octo Mechanical Inc. believes in the prevention of workplace violence and harassment and
promotes an environment in which we respect one another and work together to achieve
common goals. Workplace violence may include, but is not limited to, any of the following
activities:
• Discrimination
• Verbal Abuse or Insult
• Harassment
• Weapons
• Physical Violence
• Hostage Taking
• Sexual Assault or Stalking
• Bomb Threats
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The harassment policy prohibits harassment based on a person’s race, colour, ethnic origin,
age, religion, creed, gender, marital status, family status, pregnancy, sexual orientation,
physical, or mental disability.
Harassment occurs in many forms and can include: unwanted or offensive actions, insulting
comments, offensive jokes, slurs, insulting posters, offensive cartoons or graffiti, offensive
taunting or teasing.
Octo Mechanical Inc. is committed to:
• Taking prompt and effective action when made aware of violence or harassment in
the workplace.
• Quickly and effectively investigating and resolving all complaints of workplace
violence and harassment
• Taking reasonable steps to alleviate distress arising within the work environment
from workplace violence or harassment.
• Ensuring no employee, contractor or visitor suffers reprisals after making a
complaint in good faith.
For further information, please refer to the Prevention of Violence and Harassment in the
Workplace Policy, found in Section 5 – Company Rules, of the Health and Safety Manual.

Safe Work Practices and Safe Job Procedures
A Safe Work Practice (SWP) is a set of general guidelines, or “do’s and don’ts”, on how to
perform a specific task.
A Safe Job Procedure (SJP) is a series of specific, step-by-step instructions on how to complete a
job safely and efficiently, from start to finish.
Octo Mechanical Inc. has developed an extensive list of SWPs and SJPs that are found in
Sections 3 and 4 of the Health and Safety Manual. Workers should become familiar with these
and refer to them if unsure how to safely perform a task.

Hazard Assessment
Hazards can exist in many forms; they can be visible or hidden, a condition or an act.
Recognition and control of hazards are necessary to ensure that corrective actions are
completed in a timely fashion.
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Hazards are addressed in our safe work practices and safe job procedures. Daily hazard
assessments of the shop, field level hazard assessments on site as well as regular inspections of
vehicles, the shop, the office, tools and equipment address the hazards that workers are
regularly confronted with.
Assessing and controlling a hazard is the first step in preventing accidents, injuries and damage.
To learn more, please refer to Section 2 – Hazard Assessments, in the Health and Safety
Manual.

Competency and Training
Octo Mechanical strives to hire the most competent and skilled workforce to carry out the jobs
awarded to them.
For additional information about Octo Mechanical Inc’s commitment to safety and training,
refer to Section 8 – Training and Communication, in the Health and Safety Manual.

Drug and Alcohol Use
Octo Mechanical Inc. takes drug and alcohol use very seriously. Being under the influence of
any intoxicant while on shift is strictly prohibited and grounds for immediate dismissal. Workers
must inform their supervisors if they are taking any prescription or over-the-counter
medications. The supervisor will contact the health and safety administrator to ensure the
medication will not create any side effects that restrict the person from doing their job safely.
Please sign the Substance Abuse Policy form, located in the booklet entitled “Orientation
Paperwork”. For further information, refer to the Substance Abuse Policy in Section 15 –
Substance Abuse Program, of the Health and Safety Manual.

Legislation
Quality health and safety programs must be based on legislation requirements. The Alberta
Occupational Health and Safety Act, Regulation and Code apply to most work sites in the
province. The OH&S Act, Regulation and Code can also be found online at
http://employment.alberta.ca/SFW/307.html.
Section 13 – Legislation, of the Health and Safety Manual provides a list of additional resources
to learn more about government policy and legislation.
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Incentives Policy
Octo Mechanical Inc. has developed an incentive program to recognize and reward employees
and contractors who work safely and actively engage in the company’s health and safety
program.
For full information on company expectations for receiving a bonus, please read the Incentives
Policy in Section 5 – Company Rules, of the Health and Safety Manual.

Behaviour Based Safety
Octo Mechanical Inc. recognizes that a key component of incidents generally includes the
behaviour of the person(s) involved. With this in mind a Safety Observation Program and the
use of Focus Observation Cards has been implemented on all Octo worksites.
Focus Observation Cards are a tool for workers to communicate hazards or unsafe conditions
and behaviours, as well as report notably safe behaviour that goes beyond expectations. A
minimum of one Focus Observation Card should be submitted to your supervisor for every 50
hours you work. Your supervisor will ensure that these cards are regularly forwarded to the
health and safety administrator for review.
Please read the Safety Observation Program – Focus Observation Cards, as found in Section 1 –
Company Health and Safety of the Health and Safety Manual.

Safety Representative and Information
Your Health and Safety Representative is Sarah Barteaux. If you have any questions, concerns or
suggestions for safety meeting discussions, please contact her.
Safety information is posted on the safety bulletin board located in the main office. Safety
bulletins are emailed to supervisors, who then share that information with workers at weekly
safety meetings or daily tailgate meetings.
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Workplace Specific Health and Safety Training
Incident and Near Miss Investigation
An incident is defined as any unplanned or unwanted event, which results in damage or injury
(loss-type incidents) or could have resulted in damage or injury (no-loss incidents or near
misses).
All incidents must be reported. Almost every incident is the result of a combination of causes.
To maintain a safe and healthy workplace, incidents must be reported and documented so that
the appropriate corrective action(s) can be implemented and findings can be shared. All
employees shall report any incidents and near misses as soon as possible to their immediate
supervisors and assist in the investigation when requested. The purpose of the investigation is
not to find fault, but to determine how to prevent a similar incident from happening again.

Emergency Response
No matter how complete a health and safety program is, or how careful we are, there is always
the risk of an emergency. Emergency preparedness means having plans in place that will assist
in the event of emergency.
Please read the Emergency Response Plan in Section 11 – Emergency Preparedness, of the
Health and Safety Manual. As Octo Mechanical Inc.’s scope of work takes place on our client’s
job sites, please make sure to familiarize yourself with each job site’s Emergency Response Plan
and muster site location before commencing work.

WHMIS
WHMIS (Workplace Hazardous Material Information System) is a national system that provides
information on safety and health hazards of materials found in the workplace. This information
is provided on a form entitled Material Safety Data Sheets (MSDS), and the manufacturer is
responsible for ensuring that all relevant information is accurately presented. This information
is applied to containers using a supplier or workplace label that identifies the hazards to the
worker.
All Octo Mechanical Inc. staff shall have WHMIS training before commencing work. Octo
Mechanical’s MSDS binders can be found in the office, the shop, and all vehicles. Workers can
learn more about WHMIS by referring to Section 3 – Safe Work Practices (SWPS), of the Health
and Safety Manual.
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Housekeeping
Poor housekeeping is a common cause of many job site slips, trips, and falls, which may result
in severe injuries. These are injuries that can easily be avoided if workers take the time to
ensure that housekeeping is maintained. The Safe Work Practice for housekeeping can be found
in Section 3 of the Health and Safety Manual.

Personal Protective Equipment (PPE)
While Personal Protective Equipment is considered the last line of defence when controlling a
hazard, it is an important step that will often prevent injury or even death.
Octo Mechanical Inc. supplies coveralls, safety glasses, gloves and a hard hat. Employees will
supply CSA approved, steel toed boots. Any specialized PPE will be supplied by Octo Mechanical
Inc.
All employees shall wear PPE on client sites at all times. Please refer to Section 6 – Personal
Protective Equipment, in the Health and Safety Manual.

Safety Shoe Allowance
It is company policy, based on the Occupational Health and Safety Act, that every employee
working in our shop area wear safety shoes. This also applies to our office and management
staff if they are walking around in the shop area or in any areas designated as requiring safety
shoes.
Octo Mechanical Inc. will provide an allowance to assist employees with the purchase of safety
shoes. The company will reimburse each employee who purchases safety shoes the amount of
the purchase, up to $175. This allowance will be paid once each year at the time of the shoe
purchase and is not cumulative.
An employee must be employed by Octo Mechanical Inc. for a period of at least one year to be
entitled to the reimbursement.

Smoking
There is to be no smoking in Octo Mechanical Inc. company vehicles, no smoking in the shop or
within five meters of any door way, as per the Province of Alberta Tobacco and Smoking
Reduction Act. Smoking while fuelling vehicles or equipment is strictly prohibited. The rules
surrounding smoking while on clients’ job sites must be followed, including using tobacco
products in designated areas.
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Please refer to the Smoking Policy found in Section 5 – Company Rules, of the Health and Safety
Manual.

Safe Driving
Octo Mechanical employees do a great dealing of driving to and from job sites. Many workplace
injuries or deaths happen during the trip to and from work. Drivers must focus on the road,
avoid distractions and use extreme caution when behind the wheel.
Octo Mechanical Inc’s driving policy is found in Section 14 – Safe Driving Program, of the Health
and Safety Manual.
In the event a worker is required to drive beyond 100 kms or one hour in duration, a Journey
Management form (OCTO-SF-SD-001 Rev. 1) must be completed and submitted to head office
(with confirmation via phone or face-to-face contact) prior to departure. The worker must
contact head office on an hourly basis, via phone or text (using safe driving practices), until
reaching the destination.

Equipment
All Octo Mechanical Inc. equipment shall be kept in good working condition. Employees shall
familiarize themselves with all equipment, as well as service vehicles.
Any damaged equipment will be tagged “out of service” and either repaired or disposed of.
Never use a broken or unsafe piece of equipment.
All equipment shall be inspected before going out on each job.

Tools
All Octo Mechanical Inc. tools shall be kept in good working condition. Employees shall
familiarize themselves with the tools that are found in the shop, as well as the work site they
have been assigned to. Workers will ensure that the correct tool is used for the task at hand.
Any damaged tools will be tagged “out of service” and sent to the shop in Edmonton, where a
manager will be determined if the tool can be repaired or if it should be disposed of. Never use
a broken or unsafe tool. When tagging a tool as out of service, please fill out the Tools
Removed from Inventory form (TRFI Rev. 1) and include the form when returning the tool to
the shop.
Additionally, a monthly Tool and Equipment Inspection form (OCTO-SF-PM-004) will be
completed for the contents of all Octo Mechanical tool trailers and tool truck
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New Employee Safety Orientation Sign-Off
I have received and reviewed Octo Mechanical Inc.’s New Employee Safety Orientation, and understand
that as a condition of my employment, I am expected to abide by the rules and regulations as set forth
in the safety manual and this orientation. Noncompliance of any of these items may result in discipline.
Print employee name:
Employee signature:
Hire date:

Orientation date:

Manager signature:
Topics Covered (Check each box to confirm)

























Health and Safety Policy
Responsibility for Safety
Health and Safety Manual and Program
Refusal of Unsafe Work and Imminent Danger
Safety Rules
Prevention of Harassment and Violence in the Workplace
Safe Work Practices and Safe Job Procedures
Hazard Assessment
Competency and Training
Drug and Alcohol Use
Legislation
Incentives Policy
Behaviour Based Safety
Safety Representative and Information
Incident and Near Miss Investigation
Emergency Response
WHMIS
Housekeeping
Personal Protective Equipment
Safety Shoe Allowance
Smoking
Safe Driving
Equipment
Tools
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Date:

Orientation Paperwork
Please complete the following pages after reading the Octo Mechanical Inc. New Employee
Safety Orientation and General Employee Orientation booklets, and associated sections of the
Health and Safety manual.
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Orientation Sign-Off
I have received and reviewed Octo Mechanical Inc.’s New Employee Safety Orientation and
General Employee Orientation, and understand that as a condition of my employment, I am
expected to abide by the rules and regulations as set forth in these orientations and the Octo
Mechanical Inc. Health and Safety Manual. Noncompliance of such may result in suspension or
potential termination of employment.

Print name: __________________________________________________
Employee signature: ___________________________________________
Date: _______________________________________________________

Manager signature: ____________________________________________
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Substance Abuse Policy Acceptance Form
I,
, have received a copy of Octo Mechanical Inc.’s
Substance Abuse Policy. I have read and understand the terms, conditions and consequences of
the policy.
I consent to pre-access and post-incident alcohol and drug testing, as well as site specific
random drug testing as required by the client.

Print name: _______________________________________________
Employee signature:
Date:

Manager signature: __________________________________________________
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Orientation Exam
Please answer the following questions and return them to your Manager/Supervisor. You can refer to
your Orientation Booklet and the Health and Safety Manual.
1. When is it unsafe to use a cell phone? Please give two examples.

2. Name three responsibilities that you, as a worker, have in terms of safety.

3. What are Safe Work Practices?

4. What are Safe Job Procedures?

5. Is it mandatory for all workers to attend safety meetings?

6. What is meant by ‘imminent danger’?

7. What is meant by a ‘near miss incident’? Do near miss incidents need to be reported?
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8. Name two forms of hazard assessment.

9. Name three company rules at Octo Mechanical.

10. How often do vehicle inspections take place?

11. Whose responsibility is it to keep the worksite clean and tidy?

12. When might drug testing be conducted?
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Employee Authorization for Driver’s Abstract
As a potential or current employee, I understand that a driver’s abstract will be ordered and reviewed to
assess minimum eligibility to determine driving privileges.
As a driver of a company vehicle, or a personal vehicle to conduct company business, I understand that it
is my responsibility to operate said vehicle in a safe manner to prevent, to my best ability, any injuries or
property damage. I understand that I must possess a valid driver’s license for the classification of vehicle
I am operating, and that I must always have my driver’s license with me while driving. I agree to comply
with all applicable legislation and company policies.
I understand that my employer will periodically review my driver’s abstract to assure continued eligibility
to operate a company or personal vehicle to conduct company business. I acknowledge the above
disclosure and authorize Octo Mechanical Inc., Mobile Commercial Insurance Brokers Inc., and the
insurance companies approached for insurance coverage, to obtain my driver’s abstract.
I grant permission for the above noted to receive a copy of all driving record and claims history recovered
for placing insurance coverage and determining suitability for operating a company vehicle. This
authorization is valid for as long as I am an employee or employee candidate and may only be canceled in
writing.

Employee Name: _______________________________________________________________________
Employee Signature: _____

_________ _

_______________ Date: __________________________

Driver’s License Number: ___________________________ License Class: _________________________
# of Years Licensed: _______________________________ Province/Territory: _____________________

Overview
As an authorized driver of a company vehicle, you have been given certain privileges. You assume the duty
of obeying all motor vehicle laws, maintaining the vehicle accordingly at all times and following all policies
and procedures outlined in the Octo Mechanical Driving Policy.

Reviewer’s Signature: ______________________________ Date: ________________________________
(Sign and retain original copy in the employee’s file)
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Medical Information Form
Employee Name:
Date hired:

Position:

Supervisor:

Medical Conditions
Allergies:

Symptoms:

Are you presently taking any prescribed medications? If so please name:

Will this medication prevent you from performing your work in a safe manner? YES NO
If yes, please explain:
Are you recovering from any recent illness or injury?
 Strains

 Sprains

 Breaks

 Surgery

 Other

Explain:
Are you receiving treatments for a medical condition? Explain:

It is the responsibility of the worker to advise their employer if taking medications or receiving
medical treatments that could potentially pose a safety hazard to themselves or other workers
in the work place.
Emergency Contact Information
Name

Contact number(s):

Worker signature

Date

Management signature

Date
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