Health at Work 4 All!
Creating a Healthier Workplace
Health at Work 4 All! is a step-by-step guide to provide you with the

background information and tools to create or enhance your workplace health
promotion initiatives. You will also find practical ideas for:
 raising awareness and building skills among employees
 creating a supportive workplace environment
 developing healthy policies.

“Workplace health promotion initiatives are, in my view, a launching
pad for achieving better employee well-being and organizational
performance. Workplace health promotion can put in place the
building blocks for healthy organizations, contributing to more
vibrant workplaces that actively involve employees in shaping a
positive, supportive, and wellness oriented corporate culture”
(Lowe, 2010, p. 43).

How Can Public Health Help You?
The Health at Work 4 All! Healthy Workplace Program Coordinator at MiddlesexLondon Health Unit will assist you with the following:
 Help to formulate a customized business case for your organization
 Support for the development of a healthy workplace committee
 Assistance with an employee needs assessment and policy
development
 Facilitation of links with community partners and resources
 Provision of resources and current information regarding healthy
lifestyle topics
The services provided by your local public health unit are free of charge and easily
accessible. Local public health units in Ontario are mandated to support
organizations in the promotion of workplace health. The Ontario Public Health
Standards 2008, clearly state:
“The board of health shall use a comprehensive health promotion approach
to increase the capacity of workplaces to develop and implement health
policies and programs, and to create or enhance supportive environments”.
p19, retrieved March 16, 2011)
http://www.health.gov.on.ca/english/providers/program/pubhealth/oph_stan
dards/ophs/progstds/pdfs/ophs_2008.pdf
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Health at Work 4 All! can provide:
 Consultations
 Assistance with employee assessment, policy development
 Displays
 Newsletter and resource package mail-outs
 Electronic network updates
 Notification of special events and activities
 Presentations and workshops
 Resources and interactive web links

To find out more about starting your workplace on the path to good health,
Contact:
Sandy Richardson R.N. B.Sc.N. CCHN (C)
Public Health Nurse
Healthy Workplace Program Coordinator
Middlesex-London Health Unit
519-663-5317 ex 2412
Healthy workplace line 519-663-5317 ex 3333
sandy.richardson@mlhu.on.ca

Benefits of a Healthy Workplace Program
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Increased return on investment (ROI)



Improved employee recruitment and retention



Improved employee health and well-being



Improved employee satisfaction and commitment



Increased productivity and service quality



Enhanced corporate social responsibility



Earlier return to work (RTW)



Increased sustainable economic development of local community (Lowe,
2010)



Reduction of the organization’s carbon footprint (Lowe, 2010)



Reduced absenteeism and injuries



Reduced grievances or complaints
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Without a Healthy Workplace Program employees may experience
increased:


Workplace injuries



Back pain



Mental health concerns (workplace job stress)



Substance misuse and problem gambling



Heart problems



Infections



Occurrence of certain cancers



Conflicts at work and at home
(National Quality Institute, 2001, www.nqi.ca )

Workplaces cannot make an employee change their unhealthy behaviors, only the
individual themselves can make the decision to adopt healthier choices. However,
workplaces can provide a safe and supportive environment where employees are
offered health information, opportunities to learn behavior change skills, and are
encouraged to make healthier, more informed lifestyle choices.

Designing a Healthy Workplace Program
Healthy workplace programs may be organized in one of a variety of ways within
your organization.







A single person in the organization may initiate programming (staff or
management)
An outside company may be contracted to provide wellness services
A joint Occupational Health and Safety Committee may be responsible for
programming.
A Human Resources - staff development committee may be created
A dedicated wellness committee with internal representation from
management and workers may be created
A dedicated wellness committee with internal and external community
partner representation may be created.

There are numerous other unique customized approaches that individual workplaces
may choose to use. It will take time, flexibility and creativity to discover which
approach or approaches work best for your organization.
Healthy workplace programs do not need to be costly to realize benefits to both the
worker and the organization. All workplaces regardless of size or available financial
resources can work towards being a healthy workplace.

www.healthunit.com
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Funding a Healthy Workplace Program
Funding for workplace wellness initiatives is addressed in a different manner in
almost every organization.
Health Care benefit insurers alone or in combination with employee assistance
providers may be a source of funding and resources to support and enhance
employee wellness programs. The reality for the employer is that healthy
employees cost the organization less. An annual budget line for wellness shows
organizational and financial commitment to employees, their families, the
organization and the community.
Current research supports the return on investment (ROI) for workplace wellness
programs. Johnson and Johnson, leaders’ in wellness programming, estimate that
wellness programs have cumulatively saved the company $250 million on health
care costs over the past decade. The return on investment was $2.71 for every
dollar spent (Berry, Mirabito & Baun, 2010).

Linking with the Middlesex-London Health Unit, Healthy Workplace
Program Coordinator – can help you gain inspiration, ideas and access
to many free or low-cost initiatives
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Choosing a Model
The World Health Organization (WHO) has developed a comprehensive model
and framework for creating a healthy workplace program that can be used by any
workplace, of any size.

World Health Organization Healthy Workplace Model
At the core of the WHO model are the organizational principles central to the
healthy workplace process. The model then details the ever evolving “8 Step
Process” to be followed through the “Four Avenues of Influence” to ensure success
with a healthy workplace program.
www.who.int/occupational_health/healthy_workplace_framework.pdf (Accessed
August 31, 2011).Chapter9

Overview of the WHO Healthy Workplace Framework and Model
(Images courtesy of Joan Burton & Associates, Workplace Wellness, 2011)

www.who.int/occupational_health/healthy_workplace_framework.pdf (Accessed
August 31, 2011).pg.3
www.healthunit.com
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Core Principles: (at centre of the model)




Ethics and Values
Leadership engagement
Worker involvement

Core Principles and Values






Commitment and engagement of
leadership, based on core values
Involve workers and their
representatives
Learn from others
Gap analysis
Sustainability through integration
into core business

Leadership
Engagement
ETHICS &
VALUES

Worker
Involvement

www.who.int/occupational_health/healthy_workplace_framework.pdf (Accessed
August 31, 2011).pg. 62
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The Four Avenues of Influence: (four large bubbles surrounding the model)





Physical Work Environment
Personal Health Resources
Enterprise Community Involvement
Psychosocial Work Environment

Note: The bullets beside each bubble are examples of initiatives that can be used to
address the 4 Avenues of Influence. The list of possibilities is endless and should be
tailored to meet the needs of the individual workplace.

Three
Four Avenues
of Influence





Physical Work
Environment




Ergonomics
Fire plan
Indoor air

Flexible hours
Supportive boss
Work-family
balance
Psychosocial
Work
Environment

Personal
Health
Resources






Pollution control
Healthcare for family
 Volunteer opportunities

Enterprise Community
Involvement

Onsite gym
Flu shots at
work
 Smoking
cessation at
work

www.who.int/occupational_health/healthy_workplace_framework.pdf (Accessed
August 31, 2011).pg.83
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The 8 Step Process
This model outlines a step-by-step format to be used in developing your healthy
workplace program.
www.who.int/occupational_health/healthy_workplace_framework.pdf pg.83 -92

(Accessed August 31, 2011).

Practical ways the Middlesex London Health Unit, Healthy
Workplace Program Coordinator can help you are
highlighted in the boxes with each of the steps.

Continual Improvement

#20

The 8 Step Process
Step 1 – Mobilize (Step1 pdf)
Step 2 – Assemble (Step 2 pdf)
Step 3 – Assess (Step 3 pdf)
Step 4 – Prioritize (Step 4 pdf)
Step 5 – Healthy Workplace Plan (Step 5 pdf)
Step 6 – Do (Step 6 pdf)
Step 7 – Evaluate (Step 7 pdf)
Step 8 – Improve (Step 8 pdf)
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Step 1– Mobilize:

The Middlesex London Health Unit, Healthy Workplace Program
Coordinator will assist with familiarizing you with workplace health
programming, organizing your wellness team or committee and
developing a business case to present to your management team.



Familiarize yourself with the concept of healthy workplace programs



Investigate what activities and methods other companies are using



Obtain permission from the owner or senior manager



Seek support from union and/or employee representatives



Identify informal workplace leaders



Decide with management how a healthy workplace program will be
structured, funded and supported in your organization. A commitment to
funding for programming is a concrete expression of support. The sooner this
is addressed the smoother the programming will proceed.

The Healthy Workplace Program Coordinator at Middlesex London Health Unit is
available to present to the key players in your organization to help you make the
business case for employee wellness.

“We are on the threshold of a time when we can neither discover what is
true nor effectively practice our craft on our own. There is no external force
that will affect the progress of humankind as much as the common interest
and need to learn from each other. And for this to take place, we need to
play together and learn to speak and listen to one another. In this context, it
is my belief that dialogue is our new art form. The new knowledge and
insights to come will be more readily received and understood when we are
together than when we are apart."
Michael Jones, Artful Leadership: Awakenings the Commons of the Imagination. 2006.

www.healthunit.com

9

Mobilize
Mobilize

#21
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Step 2– Assemble:
The Middlesex London Health Unit, Healthy Workplace
Program Coordinator can help you organize and orientate
your committee to Workplace Health Promotion and upon
request, can discuss ideas to help you customize your
committee to the needs of your unique workplace.

Step 3 - Assess

Who should/could be represented on your healthy workplace committee?


Health and safety representatives



Human resource personnel



Union representatives



Management representatives



Diverse representation from: men/women, cultural minorities, departments,
management



Local community partners

Other Considerations:


Decide on a time to meet – the best results happen when employees are
allowed to participate on work time



Space to meet is needed



Budget and minimal working supplies are needed

“There is no I in Teamwork”
Author unknown

www.healthunit.com

11

Assemble
Mobilize
Assemble

#23
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Step 3– Assess:

The Middlesex London Health Unit, Healthy Workplace Program Coordinator
will assist and support you and your wellness committee with the
development of a plan for the situational assessment of your organization.
Public health has expertise and a collection of samples of employee health
interest surveys that we would be pleased to share with you.
When assessing the present situation in your workplace, initial information should
be collected and combined with the results of an employee health interest survey.
In order to track Return on Investment (ROI) statistics, it is necessary to collect
this information and record it as a baseline for future evaluation of your healthy
workplace programs.
www.who.int/occupational_health/healthy_workplace_framework.pdf (Accessed
August 31, 2011).p. 91
Information can be collected from some or all of the following areas:
 Demographics of employees – number of employees, age ranges,
gender, cultures represented, number of full-time, part-time and
other work arrangements
 Hours of work - is there any expectation of shiftwork, overtime or
travel?
 Types of jobs performed – clerical, professional, technical, manual,
sitting, standing, travelling etc
 Location of business operations – factory, office, one site or
multiple sites, home based etc
 Workplace injuries and illness data
 Availability/use of short and long-term disability, EAP program
 Employee turnover, retention, recruitment issues?
 Union grievances
 Health and safety inspection concerns and workplace hazards
 Productivity
 Current policies and procedures
 Employee benefit costs
To assess the present health needs and interests of employees, a confidential
health interest survey should be developed and administered.

www.healthunit.com
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This survey should include questions about the organizational culture, leadership
issues, workplace and non-work related sources of stress as well as the personal
health behaviours of employees
The Health Communications Unit (THCU) provides a resource that includes 42
recommended and promising situational assessment tools that can be used in
workplaces. http://www.thcu.ca/Workplace/sat/index.cfm
Need More Evidence?
Health-evidence .ca offers a collection of research articles.
http://health-evidence.ca/articles/show/20700

After all of the baseline data has been collected, you can then identify your
workplace health issues and proceed to Step 4.

“The journey between who you once were,
and who you are now becoming,
is where the dance of life really takes place.”
- Barbara De Angelis

14
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Assess
Mobilize
Assemble

Assess
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Step 4– Prioritize:

The Middlesex London Health Unit, Healthy Workplace Program Coordinator can
assist you to review the information collected, identify common themes or
findings, prioritize results to establish the direction of your healthy workplace
program and help you determine your goals and objectives
Prioritize your workplace health issues considering:
 Gender and health
 Ethnic appreciation
 Generational differences
 Age of employees
 Work-life-family balance issues
 Safety concerns
 Shift work or multi-site workplaces present unique issues and
challenges
 Financial concerns
There may be many issues identified, so first consider:


Opinions and preferences of workplace groups
(Obtained through situational assessment)



Position of the issues on Maslow’s Hierarchy of Needs
 http://mason.gmu.edu/~bbrown/courses/2004fall/puad502/Mas
low_Hierarchy%20of%20Needs.doc

(i.e. in an environment where silica is inhaled, that issue would take
priority over harassment).
www.who.int/occupational_health/healthy_workplace_framework.pdf
(Accessed August 31, 2011).p. 92

“Ain't no stopping us now, we're on the move”
16
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- McFadden and Whitehead

Prioritize
Mobilize
Assemble

Assess

Prioritize

#27
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Step 5– Plan:

The Middlesex London Health Unit, Healthy Workplace Program Coordinator
will assist with planning health promotion strategies to address the identified
interests and issues. It is important to encourage your committee to use
flexibility and creativity to customize the activities to your unique workplace.
After identifying and prioritizing your workplace health interests and issues, it is
time to create a plan including timelines to address these areas considering each of
the “Four Avenues of Influence”.
www.who.int/occupational_health/healthy_workplace_framework.pdf (Accessed
August 31, 2011). pg.83
Your Healthy Workplace Plan should outline activities to address the identified
interests and issues unique to your workplace using short and long-term goals so it
is easy to evaluate your success.
It is recommended to start with a overall 3 -5 year plan and then create an annual
plan to assist with addressing the highest priority items first and then divide the
remaining work into manageable portions.
Your plan should contain:









Your target group
Available resources
Required budget
Facilities/resources needed
Marketing and communication strategies
Evaluation methods
Target dates for implementation
Assignment for person(s) responsible

Possible workplace activities:


Awareness and Education (bulletin boards, company newsletters, paycheque inserts and cafeteria table tents)



Behaviour Change and Skill Building (assisting employees to set and
achieve small, realistic and healthy goals through lunch and learns,
challenges, classes, and workshops)

18
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Health Promoting Environment (policy development to support such
physical structural changes such as showers on site, bike racks, healthy food
choices in cafeterias and vending machines as well as cultural changes such
as flex- time and smoke-free workplaces)



Capacity Building (mobilizing community partnerships to support
employees in their healthy choices).

“There's nothing remarkable about it.
All one has to do is hit the right keys at the
right time and the instrument plays itself”.
Johann Sebastian Bach

www.healthunit.com
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Plan
Mobilize
Assemble

Assess

Prioritize
Plan
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Step 6– Do:
The Middlesex London Health Unit, Healthy Workplace Program Coordinator
can provide examples of strategies that motivate employees at various stages
of change.
This is the implementation phase that results from the careful planning that has
been done. When implementing programs remember:
 That employees often have differing health concerns and are at varying
stages of readiness to make behaviour change in their lives
(See the Stages of Change for more information
http://psychcentral.com/lib/2006/stages-of-change/)
 It is important for management to not only support but participate in health
promotion initiatives both for their own wellness and the organization’s
overall healthy culture.


It is important to involve workers, union or workers’ representatives and
management.

Tips for best results:








Make participation voluntary
Market your program plans continually in a variety of ways
Make participation flexible – if possible
Provide incentives for participation
Strike a balance between educational and fun programs
Customize your activities to fit the workplace
Don’t forget the environment – plan green activities
Be sure to take lots of photos of your activities!

The world basically and fundamentally is constituted
on the basis of harmony.
Everything works in co-operation with something else.
Preston Bradley

www.healthunit.com
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Do
Mobilize
Assemble

Assess

Do

Prioritize
Plan
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Step 7– Evaluate:
The Middlesex London Health Unit, Healthy Workplace Program Coordinator
can help you evaluate your activities by:
 Determining if your goals have been met
 Assessing employee feedback and suggestions for improvement
Evaluation is essential at each stage in the process of planning and implementing
workplace health programs. There are three main types of program evaluation.
1) A Formative Evaluation focuses on programs that are being developed. It
is used in the planning stages of a program to ensure that the program is
based on participants’ needs, and that the program is using effective and
appropriate materials and procedures.
2) A Process Evaluation focuses on programs that are already underway. It
examines the procedures and tasks involved in providing the program. It
seeks to answer the question, “What services are actually being delivered
and to whom?”

3) A Summative Evaluation focuses on programs that are already underway
or completed. It investigates the effects of the program, both intended and

unintentionally obtained. It seeks to answer the questions, “What difference did
the program make?” and “Which stated goals and objectives were met?”
For more in-depth instruction on evaluating health promotion programs in your
workplace refer to The Health Communications Unit (THCU) web-site
http://www.thcu.ca/infoandresources/resource_display.cfm?res_topicID=5
To access:
1) Evaluating Health Promotion Programs Workbook (Aug 2008) Guides
readers through THCU’s 10 step evaluation process.
2) Evaluation at a Glance: Checklist and Tips (Aug 2009). This document
summarizes THCU's ten-step process. Related worksheets and tools to help
you complete each step are noted, along with tips for efficient, effective
completion of each step. This is a great overview and checklist for both new
and seasoned practitioners.
After the data has been collected it is important to analyze and use the findings in a
timely manner. The findings may be shared in various ways i.e. presentations, staff
newsletters and publications, intranet and company web sites. Open
communication through various marketing strategies supports and builds trust for
healthy workplace programming.
www.who.int/occupational_health/healthy_workplace_framework.pdf (Accessed
August 31, 2011).pg. 94
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A real leader faces the music
even when he doesn’t like the tune.
Anonymous

24
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Evaluate
Mobilize
Assemble

Evaluate

Assess

Do

Prioritize
Plan
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Step 8– Improve:

The Middlesex London Health Unit, Healthy Workplace Program Coordinator
can meet with your committee to assist with:
 Making changes based on the evaluation results
 Improving the programs that have been implemented
 Adding the next components of your program
 Addressing new emerging needs
 Problem-solving re: barriers
 Celebrating and publicizing your successes!

This may be the last step or a new beginning depending on where your committee
is in the healthy workplace process. By reviewing the evaluations, changes can be
made to improve your existing programs or the information may be used in the
development of new programming.
The evaluation might reveal that new needs have emerged so revisions of your plan
may be required. Notable successes may also have been achieved and it is
important to celebrate and communicate these.
Healthy workplaces are achieved by taking small steps and building on your
achievements.

Applause, applause, life is our cause. –
Joni Mitchell, All I Want
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Mobilize
Improve

Assemble

Evaluate

Assess

Do

Prioritize
Plan
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Information related to the World Health Organization content referenced in this
section of Health at Work 4 All! can be located here:
Library Cataloguing-in-Publication Data
“Healthy workplaces: a model for action: for employ-ers, workers,
policymakers and practitioners.”
1.Occupational health. 2.Health promotion. 3.Workplace - standards.
4.Occupational diseases - prevention and control. I.World Health Organization.
ISBN 978 92 4 159931 3 (NLM classification: WA 440)

ID: 72548 Form to request permission to reproduce or reprint WHO
copyrighted material

© World Health Organization 2010

All rights reserved. Publications of the World Health Organization can be obtained from WHO Press, World Health
Organization, 20 Avenue Appia, 1211 Geneva 27, Switzerland (tel.: +41 22 791 3264; fax: +41 22 791 4857; email: bookorders@who.int). Re-quests for permission to reproduce or translate WHO publications – whether for
sale or for noncom-mercial distribution – should be addressed to WHO Press, at the above address (fax: +41 22
791 4806; e-mail: permissions@who.int).
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Special Considerations when planning Healthy Workplace programs:
Workplaces are all different and have their own unique set of circumstances to work
under. Planning Healthy Workplace Programs can present challenges under certain
circumstances. A few common considerations that may need to be addressed

when introducing healthy workplace programs in your workplace are,




Shift Work
Multiple worksite locations
Lack of funding

Shift Work
If you have employees who work shifts, consider the following:


Offer duplicate events so all shifts have an opportunity to participate



Provide access to health information in a variety of ways (eg. bulletin board,
newsletter, video presentation).



Provide specific information about health issues related to working shifts (eg.
sleep, nutrition).



Ensure and promote services that are accessible to shift workers “after hours”
such as Employee Assistance Programs (EAP), hotlines, websites, etc.
(Adapted from Brant County Health Unit,2003)
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Multiple Worksite Locations
Reaching employees in a workplace that has multiple locations:
If your workplace has more than one location, it can be challenging to offer
consistent programming, especially if the locations vary significantly in size and/or
are geographically separate.


If there is just one Wellness Committee for the entire workplace, find
“champions” at each location. Even if they are not members of the Wellness
Committee, they can be a point person for employees to find out about
upcoming initiatives and can provide the committee with valuable insight on
which initiatives will be best for their respective locations. Be sure to gather all
of your “champions” together periodically to plan programs and to discuss the
successes and barriers of programs



Run multiple sessions of the most popular activities at all locations



Decentralize programs as much as possible. In other words, choose initiatives
that are “location-less”. For example, run a contest in which employees keep
track of their own participation through use of a scorecard, provide fitness
videos for sign-out, or give them access to health information through the
company intranet at home and work. This permits employees to participate
without requiring them to travel to a central location.



Rotate initiatives among the various office locations



Contact healthy workplace coordinators at health units in the locations of your
other worksites for resources and programs specific to their geographical area

www.healthunit.com
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Lack of Funding
It doesn’t matter if your workplace is large or small, public or private – all
workplaces struggle with funding for health and wellness initiatives. The good news
is that while a budget is certainly helpful, it does not mean you cannot move
forward with your programming.
If the Wellness Committee is just getting started, you may want to rely on free
services in the community for things like displays for a health fair; presentations for
employees; consultations; and resources. Call your local health unit for ideas and
check with your Benefits and Employee Assistance Program (EAP) providers – you
may be able to access resources and presentations that are already covered by
your workplace. Find out if employees are interested in volunteering their services –
you may already have a yoga instructor or walking club leader who would be happy
to help your committee by offering a yoga demonstration or organizing some walks.
Host a healthy lunch challenge, potluck or recipe swap or encourage walking at
break-time instead of sitting in the staff room or cafeteria.

When a budget is necessary, there are a few options the committee can
consider:

• Making a presentation to senior management for funding (either for an annual
budget or for a specific initiative). The Healthy Workplace program Coordinator
from Middlesex London Health Unit can come to your workplace and do a “Making
the Case” presentation for your committee and/or workplace management team to
assist you with this request.
• Collaborating on a joint initiative with another business unit within your workplace
that already has a budget (eg. perhaps you can team up with the Joint Occupational
Health and Safety committee to offer health and wellness activities). You may also
consider the following options,


Internal fundraising events



Apply for community grants



Request free services/donations



Make use of in-house experts



Partner with locate companies or business in your community

30
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Other Workplace Health Promotion planning sites to visit:
Health Works Guide
Resource URL: http://www.hc-sc.gc.ca/ewh-semt/pubs/occuptravail/healthworks_guide/index-eng.php
Healthy Settings: Canadian Case Studies
Resource URL:
http://www.ccohs.ca/healthyworkplaces/employers/casestudies.html
Healthy Workplace Initiative Program Summary
Resource URL: http://www.diabetes.ca/Files/HWI%20Program%20Summary.pdf
Issues of Workplace Health and Wellness: Case Studies
Resource URL: http://www.clbc.ca/Research_and_Reports/Case_Studies.asp

www.healthunit.com
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ALCOHOL AND SUBSTANCE MISUSE
Alcohol and other drug use can significantly impact employee health,
workplace and public safety, and operational productivity. For each
employee who consumes excessive alcohol, employers pay an extra
$597 per year (IAPA, 2008).

Annually, it has been estimated that productivity losses in Canada due to
substance misuse are approximately $7.1 billion - $11.8 billion for alcohol and
$4.7 billion for illegal drugs (Rehm et al., 2006).
Impact on the workplace…
Research has linked alcohol and substance misuse with a long list of problems
including:














Tardiness
Increased absenteeism
Poor decision-making
Unsafe work practices
Decreased productivity and human potential
Conflicts among employees
Low morale
Increased number of preventable injuries
Increased workers compensation, sick benefits, and insurance claims
Higher staff turnover
Reduced quality of products and services
Increased incidence of theft and trafficking
Increased corporate liability regarding employee and public safety
(Butler, 2002)

Organizational liability associated with the prevention of workplace incidents
related to alcohol/substance misuse has also become an increasing concern.
Workplaces can have a significant impact on the health and safety of their
organization by introducing policies that prevent and reduce employee alcohol
and drug problems. Both the health of the employees and the liability of the
employer are paramount.
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ALCOHOL AND SUBSTANCE MISUSE

The Canadian Human Rights Commission “encourages employers to adopt
programs and policies that focus on identifying impairment and safety risks,
and that are remedial, not punitive. An employer should consider adopting
comprehensive workplace health policies that may include employee
assistance programs, drug education and health promotion programs, offsite counselling and referral services and peer or supervisor monitoring”
(Canadian Human Rights Commission, 2009). http://laws.justice.gc.ca/en/h-6/243963.html
Making Positive Changes
Environmental Support
 Promote awareness of the risks associated with alcohol/drug use
 Provide a supportive and safe work environment by reducing/preventing
potential harms associated with workplace alcohol/drug misuse
 Create substance misuse policies to prevent and reduce employee alcohol
and drug issues
 Encourage a work environment where alcohol is de-normalized
(Region of Waterloo Public Health, 2009)
Key Cornerstone Policy Components
 Awareness and education programs, both at “roll out” and ongoing



Access to assistance, through a contracted EAP (employee assistance
program), or as appropriate, community resources



Training for supervisors on their role under the policy, including both
performance management for early identification of potential problems,
and appropriate steps to take to investigate a possible policy violation



A variety of tools to investigate if someone may be in violation of the policy
(Butler, 2002)

For more information and policy guidance:
Check out the Alcohol Policy Network’s Guide “Let’s Take Action on Alcohol
Problems in the Workplace” at www.apolnet.ca/resources/pubs/LTAWorkplace.pdf or their website at www.apolnet.ca/thelaw/policies/ap_wkplace.html
for examples of workplace policies.

www.healthunit.com
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ALCOHOL AND SUBSTANCE MISUSE
Additional RESOURCES:
Alcoholics Anonymous (London and Surrounding Areas)
24 hour hotline - London 519-438-1122
www.aalondon.org/
Alcohol in the Workplace
Resource URL: http://www.apolnet.ca/infopacks/WorkplaceHome.html
Alcohol Policy Network
Ontario Public Health Association
www.apolnet.org
Addiction Services of Thames Valley (ASTV)
200 Queens Ave., Suite 260
London, ON N6A 1J3
519-673-3242
www.adstv.on.ca
intake@adstv.on.ca
Barbara Butler and Associates Inc.
Management Consultants
www.butlerconsultants.com/barb.html
Canadian Centre on Substance Abuse
613-235-4048
www.ccsa.ca
Centre for Addiction and Mental Health
100 Collip Circle, Suite 200, UWO Research Park
London, ON N6G 4X8
519-858-5100
Addiction Clinical Consultation Service: 1-888-720-2227
www.camh.net
Let’s Take Action on Alcohol Problems in the Workplace. A practical guide to
policy development for employers, employees and others concerned about health,
safety and liability. Alcohol Policy Network (2004).
www.apolnet.ca/resources/pubs/LTA-Workplace.pdf
Mothers Against Drunk Driving – London Chapter
519-645-1350
www.maddlondon.com/index.html
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Mothers Against Drunk Driving – Your Party, Your Liability pamphlet
www.madd.ca/english/research/liability.html
Ontario Human Rights Commission Publications
www.ohrc.on.ca
The Ontario Drug and Alcohol Registry of Treatment – DART
1-800-565-8603
www.dart.on.ca
Addiction is a set of resources created by GWL Centre for Mental Health in the
Workplace. It provides free resources to assist in following a 10-step strategy for
addressing addictions. This site also provides a list of organizations that can help
support organizations in dealing with addictions.
www.gwlcentreformentalhealth.com/english/display.asp?l1=7&l2=101&l3=102&l4=
107&d=107
When an Employee Has an Addiction Problem looks at employer’s and
manager’s roles in helping employees with an addiction.
www.mentalhealthworks.ca/employers/faq/question18.asp
REFERENCES:
Babor et al., (2010). “Alcohol: No Ordinary Commodity - Research and Public
Policy”. Oxford: Oxford University Press.
Butler, B. (2002). “Developing and Implementing Workplace Alcohol and Drug
Policies”. Barbara Butler and Associates Inc. Toronto, Canada.
Canadian Human Rights Commission (2009). “Canadian Human Rights Commission
Policy on Alcohol and Drug Testing.” Ottawa, Canada.
Centre for Addiction and Mental Health (CAMH) (2004). “Workplace Health
Promotion”.
IAPA. (2008). “It’s about Making a Difference, The Business Case for a Healthy
Workplace”.
Region of Waterloo Public Health Resources (2009). “The Handbook for Healthy
Workplaces – Substance Misuse” Waterloo, Canada.
Rehm, J. et al. (2006). “The Costs of Substance Abuse in Canada 2002”. Canadian
Centre on Substance Abuse.
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BREASTFEEDING FRIENDLY WORKPLACE
Being a breastfeeding-friendly workplace can improve corporate
image; organizations that support breastfeeding women are viewed
as progressive employers who are family, baby and environmentally
friendly (York Region Health Services, 2001).

Taking the step forward…
The Ontario Human Rights Commission (2004) states that employers are
required to accommodate women who are breastfeeding, unless meeting their
needs is extremely costly or creates serious health and safety hazards.
What are the benefits for the employer?
 Less absenteeism (due to healthier babies)
 Less staff turnover
 Improved employee productivity
 Improved employee morale and satisfaction
(MLHU, 2003)
Making Positive Changes
Education and Skill-Building
 Provide information to all employees about the benefits of breastfeeding.
 Educate management about the benefits of breastfeeding and the
organizational breastfeeding policy to ensure support and flexibility for the
breastfeeding employee.
Environmental Support
 Encourage positive attitudes among employees and management regarding
combining breastfeeding and work.
 Designate a clean, comfortable and private space within or near the workplace
for women to breastfeed or express breast milk, which includes:
 Comfortable chair with supportive arms
 Small table and electrical outlet for those who use an electric pump
 Baby-changing station and hand-washing facilities
 Appropriate signage to ensure privacy
 Provide access to a refrigerator for storage of expressed breast milk.
 Consider purchasing an electric breast-pump (this reduces pumping time)
 Provide work-based child-care or assistance with finding childcare nearby.
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Encourage development of a network of women who can support
breastfeeding employees.

A breastfeeding-friendly workplace may also positively influence a
breastfeeding mother’s decision about when to return to work (MiddlesexLondon Health Unit [MLHU], 2003).
Policy Considerations
 Provide information about breastfeeding policy and rights to women before
maternity leave.
 Offer flexible breaks to accommodate pumping/breastfeeding (the
International Labour Organization recommends two additional 30-minute breaks
in an eight-hour shift).
 Provide phase back options, working at home, flex-time, part-time and/or
job-sharing options.
 Make extended maternity leave available.
(MLHU, 2003; York Region Health Services, 2001; Ontario Public Health
Association, 1996)
Additional Resources
Infant Feeding Action Coalition
(INFACT)
10 Trinity Square
Toronto, ON, M5G 1B1
416-595-9819
www.infactcanada.ca
La Leche League
18C Industrial Drive
P.O. Box 29
Chesterville, ON, K0C 1H0
613-448-1842
www.lalecheleague.org
Middlesex-London Health Unit
50 King St.
London, ON, N6A 5L7
519-663-5317 ext.2280
www.healthunit.com
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Ontario Human Rights Commission
www.ohrc.on.ca
World Alliance for Breastfeeding Action
www.waba.org.my
REFERENCES:
Canadian Pediatric Society, Dietitians of Canada, and Health Canada, Nutrition for
Healthy Term Infants, Minister of Public Works and Government services.
Ottawa, 2005
Middlesex-London Health Unit. (2003). “Resource Package: Creating a
Breastfeeding Friendly Workplace.” London, ON: Middlesex-London Health
Unit.
Ontario Human Rights Commission (2004). Pregnancy and Breastfeeding: Your
Rights and Responsibilities. Retrieved June 2, 2004 from www.ohrc.on.ca .
Ontario Public Health Association. (1996). Creating a Breastfeeding Friendly
Workplace. Toronto, ON: Ontario Public Health Association.
York Region Health Services, Public Health Branch. (2001). Healthy Policy =
Healthy Profits: A guide to implementing healthy workplace policies.
Richmond Hill, ON: York Region Health Services, Public Health Branch.
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COMMUNICABLE DISEASES AND IMMUNIZATION
To maintain a healthy workforce, it is important to educate
employees about immunizations and practices that prevent the
spread of communicable diseases and to take steps that reduce
communicable disease in the workplace.

Fast Facts:
Employers and their employees should consider yearly influenza immunization
for healthy working adults, as this has been shown to decrease work
absenteeism due to respiratory and other illness (National Advisory Committee on
Immunization, 2009).
Impact on the workplace...
All businesses are affected by communicable disease in some way. Blood, air, or
food borne diseases can impact employee health. Certain occupations increase
employees’ risk of contracting communicable diseases. These include
employees whose work involves:






Contact with bio-hazardous materials
Work in the health care field
Working outdoors
Contact with other people
Exposure to environmental hazards

Making Positive Changes

Taking the step forward…
Employees can be protected from developing blood borne or enteric intestinal
diseases in the workplace through a variety of means.
Each workplace needs to determine what immunizations are recommended, if
any, as a condition of employment (i.e. Hepatitis B).

www.healthunit.com
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Education and Skill-Building





Provide education regarding relevant communicable diseases and practices
that prevent their spread (i.e. hand-washing, use of waterless hand
solutions, following universal precautions) and recommended
immunizations at orientation and on an annual basis.
Invite a guest speaker to discuss the risk factors for specific vaccine
preventable diseases.
Teach employees to practice Universal Precautions (infection control
guidelines designed to protect workers from exposure to diseases spread by
blood and certain body fluids).

Environmental Support




Equip and enable employees to handle infectious diseases and practice
Universal Precautions.
Plan an annual fall flu clinic at the work site; remind employees to update
other immunizations.
Refer employees to community resources for immunization if travel is
required for work.

Policy Considerations



Determine mandatory immunizations (as relevant to the particular
workplace).
Ensure access to and/or payment for immunizations required as a condition
of employment.

For more information and policy guidance
Guide to developing a workplace health plan for an influenza pandemic
Resource URL:
http://www.health.gov.on.ca/en/public/programs/emu/pan_flu/employ/guide.pdf
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DENTAL HEALTH
Preventative oral health can reduce the onset and progress of dental
disease that might require complex and expensive dental care.
According to the Canadian Dental Association (2004), regular dentist
visits should minimize time lost from work due to dental emergencies.

Fast Facts:


The health of our mouth is affected by the foods we eat and drink, how
well we clean our teeth and other habits we have.



Good oral health significantly contributes to ones comfort, health and selfesteem.



Prevention of problems is always better and cheaper than treatment of
dental disease and caries.



The use of any tobacco substances can promote serious oral and general
health problems.

Impact on the workplace
Studies show that people with dental plans at work are more likely to see a
dentist regularly. Regular dentist visits should minimize time lost from work
due to dental emergencies.
If an employee’s dental costs for his/her family are totally or partially covered
with a dental plan, it should reduce financial stress. Employers provide health and
dental benefits for various reasons; benefits can improve employee health, and
attract and retain top-notch employees (Canadian Dental Association, 2004).

Making Positive Changes


Highlight dental hygiene during Dental Health month in April – encourage
employees to visit the Ontario and Canadian Dental Associations web-sites.

www.healthunit.com
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Inform employees about snacks that promote dental health (i.e. milk, fruit,
nuts, cottage cheese, plain yogurt, cheese, sunflower/pumpkin seeds, raw
vegetables, hard boiled eggs).



Encourage employees to:







Brush teeth carefully at least twice per day. Choose a toothbrush with
soft bristles and a small head that fits into all areas of the mouth.
Floss once each day.
Eat a well-balanced diet and avoid sweet foods/drinks, especially between
meals.
Don’t smoke or use any form of tobacco. Be aware of the dangers of
smokeless/spit tobacco.
Check gums regularly for signs of gum disease (red, puffy or tender
gums; bleeding gums, persistent bad breath); see your dentist if any
occur.
See the dental professional regularly – at least once per year for
preventative check-ups and professional cleaning.

Environmental Support




Ensure healthy food choices in cafeterias, vending machines, and at
meetings/social functions.
Provide reasonable cost dental plans for employees and their families,
ensuring the dental benefit plan has a preventive component.
Encourage staff to visit both Ontario www.oda.on.ca and Canadian Dental
Associations www.cda-adc.ca websites.

Policy Considerations



Ensure a non-smoking work environment.
Give employees permission to leave work for dental appointments.

For more information and policy guidance:

RESOURCES:
Middlesex-London Health Unit

50 King St.
London, ON, N6A 5L7
Dental Services
519-663-5317 ext. 2231
www.healthunit.com
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Ontario Dental Association
www.oda.on.ca
Canadian Dental Association
www.cda-adc.ca
REFERENCES:
Canadian Dental Association. (2004). Personal Dental Care. Retrieved May 6,
2004 from www.cda-adc.ca
Ontario Ministry of Health Promotion with thanks and permission of the Durham
region – Oral Health Division (fall 2008). Your All Access Pass to a… Healthy
Mouth, Healthy You.
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DINESAFE
DineSafe Middlesex-London is a three phase disclosure program
intended to increase compliance with legislation, improve food
safety, reduce the risk of food-borne illness, and provide quick
and easy access to the results of food safety inspections.

Fast Facts:
 Approximately 11-13 million Canadians per year suffer from food borne
illness with symptoms including stomach cramps, nausea, vomiting,
diarrhea and fever.
Impact on Workplace


Food borne illness translates into money lost for employees due to
illness and employers due to lost productivity.



Food premises are required to operate according to the minimum
requirements of Ontario Food Premises Regulation 562 under the
Health Promotion and Protection Act. This includes ensuring that
workplace cafeterias are following safe food handling methods related to
temperature and time controls, cross-contamination prevention, pest
control, hygiene and infection control, and sanitation.
http://www.e-laws.gov.on.ca/html/regs/english/elaws_regs_900562_e.htm



Public Health Inspectors routinely inspect food premises to ensure
compliance with these requirements.

DineSafe Middlesex-London includes three phases:


Phase 1 - Posting of inspection results on the Middlesex-London Health
Unit’s food disclosure website at www.dinesafemiddlesexlondon.com .



Phase 2 - The City of London Food Premises Inspection and
Mandatory Food Handler Certification By-Law PH-16,
http://www.london.ca/By-laws/PDFs/food_handler.pdf requires the posting
of colour coded signs at food premises within the City of London
summarizing inspection results from October 1, 2010 onward. On July 1,
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2011, Middlesex County adopted a similar by-law.


Phase 3 – The City of London Food Premises Inspection and Mandatory Food
Handler Certification By-Law PH-16 requires a certified food handler who is
supervising the preparation, packaging, processing, service or storage of food
to be available onsite at all times in food premises that prepare hazardous food.
This requirement comes into affect October 1, 2010.

DineSafe Middlesex-London is coming - Indicates food premises is
awaiting its first DineSafe Middlesex-London inspection

PASS-Substantial compliance with the Ontario Food Premise
Regulation

CONDITIONAL PASS-Significant non-compliance with the Ontario
Food Premises Regulation

CLOSED-Conditions represent and immediate health hazard to
the public

www.healthunit.com
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Making Positive Changes
Education and Skill Building



Ensure workplace food premises staff receive ongoing food safety
training.
Offer onsite Food Handler Certification Courses
http://www.healthunit.com/article.aspx?ID=10180 or provide
reimbursement for employees to attend a Food Handler Certification
Course for existing workplace food premises staff.

Environmental Supports




Ensure proper design and maintenance of the food premises.
Ensure compliance of workplace food premises with the Ontario Food
Premises Regulation
http://www.e-laws.gov.on.ca/html/regs/english/elaws_regs_900562_e.htm
Ensure inspection reports are monitored regularly and that deficiencies
noted on inspection reports are complied with immediately.

Policy Considerations





Internal/external audits of food premises.
Food handler training prior to employment in workplace food premises
Implementation of HACCP principles including temperature monitoring
and logs http://www.fao.org/docrep/v9723t/v9723t0e.htm
Establish a policy that workplace food premises staff to stay off work
when ill.

Resources
Middlesex-London Health Unit (MLHU) website
http:// www.healthunit.com (click on Food Safety)
DineSafe Website (including DineSafe Operators Guide, DineSafe Public
pamphlet)
http:// www.dinesafemiddlesexlondon.com
MLHU Environmental Health Duty Public Health Inspector
(519) 663-5317 ext. 2300
London Training Center
(519)685-2811
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DOMESTIC VIOLENCE
For the past few decades, domestic violence has increasingly been
identified as a workplace concern because it is well-documented and the
prevalence of violence, particularly against women, has been widely
established (Statistics Canada, 2007). It is the duty of a workplace to put
in place effective strategies to address domestic violence.

Fast Facts: Domestic Violence…








Can be physical, psychological, emotional, sexual or financial
Can happen to anyone at any age
Is not the victim’s fault
Is a means of control through intimidation, humiliation and fear
Is a crime
Always gets worse
According to Statistics Canada (2005) women who are under 25 years of
age, women with a disability, Aboriginal women, and women living commonlaw are at higher risk of abuse.

Impact on the Workplace
Victims frequently experience job difficulties and the most common tactics they
report by their abusers are: repeated harassing phone calls and showing up at
work to harass them.
Most victims of abuse report that the emotional and physical effects of
violence spill over into their work (Ridley et al., 2005) including the following:









Absence from work
Difficulty concentrating
Embarrassment
Job loss
Loss of promotion
Loss of overtime opportunity
Inferior job performance
Emotional instability

www.healthunit.com
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Is support from the workplace helpful?
Everyone in the workplace and community has a role to play in helping to prevent
woman abuse and domestic violence – and to respond to it when it occurs.
Workplace violence can be managed if appropriate interventions are taken.
Violence is a process: contextual, dynamic, continuous. It may escalate or
diminish. The abusers do not just “snap”, they decide. The contexts and factors
that trigger workplace violence are usually identifiable. There are early
warning signs which are:

Abuser

Victim



Is obsessed with the victim
and their daily activities





Checks up on the victim all the
time, especially at work
Blames others for their
behaviour and acts depressed
Acts if they own the victim and
cannot let them live their own life



Dominates the actions of the
victim and tries to interfere
with their life on a regular basis











Is apologetic and makes
excuses for the abuser’s
behaviour
Appears nervous when the
abuser is around
Appears to be sick more often
and misses work
Usually mentions the abuse to
one of their colleagues or coworkers
Appears lonely, withdrawn,
and afraid

Making Positive Changes
Education and Skill Building and Building Supportive Environments
There are four recommended stages to building an effective workplace violence
prevention program. The aim is to improve workplace safety for victims of
domestic violence and bystanders and to provide a supportive environment
for victims and others in the workplace.
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STAGE 1 – CREATE A FIRM FOUNDATION





Gather together an inter-disciplinary team of key stakeholders (e.g. senior
management, front line workers, union reps, human resources, EAP, etc.) to
plan, coordinate, and streamline the process. Ensure the organizational
competence and coherence of a domestic violence plan
Develop a workplace audit to identify what you already have, what you can
adapt, and what you need to have in place to be effective in addressing
domestic violence in your workplace
Create a clear policy to address domestic violence (or adapt current policies)

STAGE 2 – DEVELOP A FRAMEWORK OF UNDERSTANDING





Provide information and education to create awareness about domestic
violence, how it affects the workplace and the role of everyone
Organize training for everyone to “recognize, respond, and refer”
Communicate to employees so they know about your workplace domestic
program, how to access resources and get involved
Perform a hazard/risk assessment, including employee surveys

STAGE 3 – BUILD FOR LONG TERM SUCCESS




Strive for a workplace culture that takes domestic violence seriously
Seek and develop community linkages for referral and expertise
Perform regular program review and evaluation to strengthen your own program

STAGE 4 – CUSTOMIZE YOUR RESPONSE TO INDIVIDUAL NEEDS AND INCIDENTS








Follow disclosure and confidentiality principles and procedures
Develop protocols to deal with protection orders that include the workplace
Support the development of flexible workplace arrangements (for example:
work schedule or location, leave options)
Ensure security measures are in place (for example: safety planning,
emergency procedures, and critical incident management)
Develop protocols and resources for threat, risk and hazard assessments,
investigation and resolution
Ensure record-keeping and monitoring are done.
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For more information and policy guidance:
Family violence: it's your business (a workplace toolkit)
Resource URL: http://www.toolkitnb.ca
RESOURCES:
The Assaulted Women’s Helpline
1-866-863-0511
Offers 24hr telephone assistance
Atenlos Native Family Violence Services
519-432-2270
ATLOSHA Native Family Healing Services
1-800-605-7477
Changing Ways London
Group programs for men who abuse women
519-438-9869
London Abused Women’s Centre
519-432-2204
Make it our Business
www.makeitourbusiness.com
Neighbours, Friends and Families
www.neighboursfriendsandfamilies.on.ca
Stop Family Violence: It is Everyone’s Business
www.itseverybodysbusiness.ca/
Sexual Assault Centre of London
519-438-2272 (24 hour line)
www.sacl.ca/
Safe at Work Coalition
www.safeatworkcoalition.org
Strathroy Women’s Rural Resource Centre
519-246-1526 or 1-800-265-5390
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Women’s Community House
Crisis Line: 519-642-3000 or 1-800-265-1576
Business Line: 519-642-3003
REFERENCES:
Neighbours, Friends and Families. Workplace Training Powerpoint Presentation.
February 22, 23, 24, 2010 London, Ontario.
Ridley, E., Rioux, J., Lim, K., Mason, D., Houghton, K., Luppi, F., and Melody, T.
(2005). Domestic Violence Survivors at Work: How Perpetrators Impact
Employment. A Joint Research Project Conducted by Maine Department of Labour
and Family Crisis Services.
Statistics Canada. Study: Criminal victimization in the workplace (2007).
Retrieved July 23, 2010 fromhttp://www.statcan.gc.ca/dailyquotidien/070216/dq070216a-eng.htm
Statistics Canada: Family Violence in Canada. A Statistical Profile 2005.
Swanberg, J. and Logan, T.K. (2005). Domestic Violence and Employment: A
qualitative study. Journal of Occupational Psychology, 10, 3-17.
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EMERGENCY PREPAREDNESS

Employers and employees need to learn about the possible risks associated with
severe weather, flooding, chemical spills and health emergencies for both
humans and animals. The following provides information applicable to businesses
and corporations of all sizes and any number of employees to address the main
hazards and risks through emergency planning and preparedness.

Fast Facts:


Emergency plans should be developed for workplaces, vehicles and
homes.



Evacuation routes and notification procedures need to be identified and
test exercises need to be organized.



Consideration should be given to the hazards in your geographical area and
risk assessments should be completed for your workplace.

Impact on the workplace
Consider that all municipalities are vulnerable to many potential emergencies
like severe weather, chemical spills or human health outbreak. Therefore,
it is important that businesses, agencies, schools, corporations and individuals
have emergency and/or business continuity plans in place.
Be prepared!
1) Consider conducting drills to practice your plan:






Determine safe rooms to use for shelter.
Post emergency phone numbers and the address of the workplace by the
phone.
Locate gas, water heater and electrical shut-offs and mark them with
labels (colour coded if possible).
Prepare for health needs of employees and make provisions for any special
needs.
Learn First Aid and CPR.
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Establish a meeting place to be used during evacuation.



Ensure that there are smoke and carbon monoxide detectors available on
every level and check each month that they are working.

2) Develop office emergency procedures where all employees should:


learn and practice Emergency Plans



know at least two exits from each room (if possible)



be able to escape in the dark by knowing, for instance, how many desks or
cubicles are between their workstations and two of the nearest exits



know the post evacuation meeting location



know the location of the fire extinguishers and how to use them



keep a copy of co-workers phone numbers at home



make a list of important personal numbers:



Keep a printed list at their desk or near other phones



Do not rely on electronic lists, direct dial phone numbers or computer
organizers that may not work in an emergency



report safety system damage or malfunctions



never lock or block fire exits or doorways



never use elevators at any time of an emergency to exit the building



make specific plans to help each other



determine how you will help each other in the event that public
transportation is shut down or throughways are impassable



offer to temporarily house, transport or feed co-workers in case of
emergency



gather personal emergency supplies in a desk drawer: include a flashlight,
walking shoes, dust mask, whistle and water bottle and a red cloth to wave out
a window to alert authorities

www.healthunit.com
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consider having ear and eye protection, a hard hat, a sledgehammer, pry bar
and a chain ladder nearby if necessary



back up computer data frequently



have alcohol-based hand sanitizer

3) Ensure that you have a first aid kit onsite that is maintained by one
designated employees. Be sure to replace any contents of the kit as they are
used, and that all employees know where the kit is, what is in it, and how to
access it.
The office first aid kit should include:














carrying device bag/box

first aid manual

sterile gauze

adhesive tape

a triangular bandage

adhesive bandages in several sizes 
elastic bandage
antiseptic wipes

soap

hydrocortisone cream

tweezers

sharp scissors and safety pins

disposable instant cold packs

anti-itch lotion
alcohol wipes or ethyl alcohol
thermometer
latex gloves (at least two pairs)
flashlight and extra batteries
List of emergency phone
numbers
blanket (stored nearby)
acetaminophen and ibuprofen
alcohol-based hand sanitizer
anti-diarrheal medication
fluids with electrolytes,
such as sports drinks

4) Encourage Employee Vehicle Emergency Kits. If employees use their own
vehicles or a company vehicle for transportation to and from work or on the
job, a vehicle emergency kit should be available. Vehicles should also be
maintained properly year round.
The vehicle emergency kit should include:









ice scraper/brush
shovel/axe/hatchet
booster cables
tow chain
sand/salt
fuel line antifreeze
tire pump/inflator
first aid kit
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a crank-style flashlight or a
flashlight (with extra batteries)
roadmaps/compass
emergency HELP sign for
dashboard
roll of paper towels
warning flashing lights/flares
loud whistle
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extra clothing or footwear
(winter, rain, boots)
energy bars/bottled water
fire extinguisher

EMERGENCY PREPAREDNESS




candles in a deep dish/can and
matches (to keep warm)
survival blankets
alcohol-based hand sanitizer

5) Prepare your workplace for emergencies
FLU PANDEMIC

Employees and employers should be prepared for a flu pandemic:
 Encourage employees to get the flu vaccine every year, as well as all other
vaccines
 Encourage good hand hygiene: it is the best way to prevent the spread of all
influenza viruses
 Have an alcohol-based sanitizer, containing at least 60% alcohol available
 Follow any instructions given by the Middlesex-London Health Unit
SEVERE WEATHER
Employers and employees should be prepared for severe weather conditions.

Weather Watch
 Issued when severe weather may happen
 Tune into local radio or television station for updates
Weather Warning


Issued when a severe storm or tornado has been sighted or indicated by
radar
 Stay indoors and listen to local media
 Seek shelter in the basement or in an interior room and under sturdy furniture,
if possible (stay away from windows, doors and outside walls, etc.)
Consult Environment Canada’s Website:
www.weatheroffice.gc.ca/canada_e.html
FLOODING
Employers and employees can be prepared for flooding by:
 staying indoors and listen to local media
 staying away from floodwaters
 NOT stacking sandbags against your house (this adds pressure to the walls and
can cause damage)
 NOT drinking tap water
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WINTER STORMS
Employers and employees can prepare for winter storms by:






staying indoors and tuning in to local media
not over exerting yourself while shovelling
not leaving home unless necessary
not use barbecues or kerosene lanterns for indoor heating

CHEMICAL INCIDENTS
Employers and employees should prepare for chemical emergencies (such as a
train derailment, transport truck incident or factory fire) that could happen in London
and Middlesex County in several ways.
If employees are outside in a chemical emergency educate them to:





stay upstream, uphill and upwind: to move so the wind is blowing from their left
to their right, not at their back or in their face
go indoors or stay in their vehicle; close all windows and doors
stay well away from the danger area
follow instructions from local authorities

If employees are inside educate them to:










stay inside and listen to local media
be prepared to follow all instructions given by emergency personnel
close and lock all doors
seal all entry points such as windows and doors with wet towels or duct tape
close all fireplace dampers and turn off ventilation systems (air vents and
furnaces)
use the telephone only for emergencies such as fire, medical or police
if it is suspected that vapours have entered the workplace, take shallow
breaths through a wet towel or cloth
wear loose-fitting clothes and layer as needed
DO NOT evacuate unless told to do so by emergency personnel.

6) Prepare to Evacuate the Workplace or your Geographical area



Listen to local media for more information
Pack a bag with essential items
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When Evacuating, STAY CALM
 drive carefully; do not rush
 do not ignore a warning to evacuate – the lives of families, coworkers and
rescuers may be jeopardized
 provide help to disabled and older employees in the workplace
 encourage employees to leave their children at school until notified by
school staff where to pick them up when it is safe
Listen to local radio stations for more information in time of emergencies.
When disaster strikes the Health Unit will:






Monitor air quality
Mobilize community emergency response volunteers (CERV)
Manage disease outbreaks/provide immunization
Organize emergency health communications
Monitor extreme weather responses

Before Disaster strikes the Health Unit will:







Promote family preparedness
Monitor food safety
Investigate hazardous materials
Promote home safety
Provide immunization
Assist with pandemic planning

MIDDLESEX-LONDON
RESPONSE:

HEALTH

UNIT

–

COMMUNITY

PARTNERS

IN

Police, Fire, EMS

911

Middlesex County

519-434-7321

City of London

519-661-2500

Poison Control

1-800-268-9017

Telehealth Ontario

1-866-797-0000

Ministry of Transportation

1-800-268-4686(winter road conditions)

www.healthunit.com

57

EMERGENCY PREPAREDNESS
Making Positive Changes:
Education and Skill-Building









Contact the Community Emergency Management Coordinator (CEMC) for
either Middlesex County (519-434-7321) or the City of London (519-6612500) to attend the next session of the provincially sanctioned Basic
Emergency Management (BEM) Course.
Consider the hazards and risks possible in your workplace and the
surrounding geographical area for your employees.
Develop an Emergency Plan for your workplace. Give consideration to where
the employees work and whether or not they use vehicles in their line of work.

Identify emergency procedures, evacuation routes and notification
procedures.
Run drills or tests on a regular basis to prepare your employees and
identify changes or modifications that need to be made to the plan.
Encourage employees to develop their own emergency preparedness
plans in their homes, specific to their families, pets, relatives and
individual situations.

Policy Considerations:
E-Laws:
CSAZ1600:

www.e-laws.gov.on.ca/index.html
www.shopcsa.ca/CSA_Z1600

For more information and policy guidance:
Patricia Simone, Manager Emergency Preparedness
519-663-5317 ext 2371
www.healthunit.com/emergency
emergency@mlhu.on.ca
Additional RESOURCES:
Emergency Management Ontario
www.emergencymanagementontario.ca/english/home.html
Toll Free: 1-877-314-3723
Middlesex County
www.county.middlesex.on.ca/
519-434-7321
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City of London
www.London.ca/emergency
519-661-4500
Middlesex-London Health Unit
www.healthunit.com/Emergency
519-663-5317 ext. 2371
Environment Canada
www.ec.gc.ca/default.asp?lang=en&n=fd9b0e51-1
Toll Free: 1-800-668-6767 (in Canada only)
Technical Standards and Safety Authority
www.tssa.org/
Toll Free: 1-877-682-TSSA (8772)
Ministry of Transportation – Road Conditions
www.mto.gov.on.ca/english/traveller/conditions/
Provincial Call Centre: 1-800-268-4686
CANUTEC
www.tc.gc.ca/eng/canutec/menu.htm
In the event of an emergency involving dangerous goods, call CANUTEC at:
519-613-996-6666 or *666 on a cellular phone.
Spills Action MOE
www.ene.gov.on.ca/en/emergency/index.php
Toll Free: 1-800-268-6060
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HEALTHY EATING
Employees who practice healthy eating have more energy, are
more productive and are better able to handle stress. They are more
likely to maintain healthy weights and experience lower rates of
chronic disease (York Region Health Services, 2001).

Fast Facts:


Nutrients from a healthy diet strengthen the immune system, enabling
one to resist illness and infection more effectively (York Region Health
Services, 2001).

Impact on the workplace


A proactive approach to supporting employees in making healthy food
choices can result in maximum productivity and wellbeing (Peterborough
County-City Health Unit, 2003).

Making Positive Changes
Education and Skill-Building
 Post a list of local restaurants that offer balanced menus
 Provide cooking demonstrations and/or tips for better food preparation
 Train food service staff about safe food handling and healthy eating
practices
 Arrange voluntary group participation in a weight management program
(either off or on-site)
 Consider healthy food “taste tests”, cafeteria tours, contests, displays, guest
speakers, and lunch ’n’ learns.
(Canadian Centre for Occupational Health and Safety [CCOHS], 2002)
Environmental Support
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Provide a forum (e-mail, newsletter) for exchange of healthy recipes, tips
and links to resources that promote healthy eating and active living such as
healthylivinginfo.ca and Middlesex-London in motion®
Offer a variety of healthy food choices at each meal in the cafeteria
Offer healthy food/beverage choices at comparable or lower cost than
other choices
Display healthy eating messages at point of purchase
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Supply a refrigerator and microwave so employees can bring healthy
lunches from home
(CCOHS, 2002 and Region of Ottawa-Carleton Health Department, 2002)
Situation
Meetings

Try to Limit

donuts, monster muffins,
small whole grain muffins, fresh fruit, juice,
cookies, tea and coffee with milk, water, vegetables and dip, cheese
and whole grain crackers
cream

Vending
pastries, chocolate bars,
Machines/ french fries, soft drinks,
Catering
potato chips
Trucks

Cafeteria

Choose Instead

fried foods, creamy pasta
meals, cream soups,
pastries, rich sandwich
fillings, salads drenched in
dressing, high fat meat
meals, high fat dairy
products

Around the candy, potato chips,
Office
doughnuts, cookies,
chocolate

juice, water, club soda, milk, pretzels,
sandwiches, fruit, cereal boxes, yogurt,
whole grain breads and crackers, trail mix,
cheese, rice cakes
broiled, baked, steamed, boiled, poached
or stir fried meals, pasta in vegetable
sauces, vegetable soups, sandwiches with
lean meats, whole grain bread, vegetables,
fresh fruit, yogurt, salad dressing on the
side
keep food in a staff or lunchroom; consider
fresh fruit bowls, whole grain crackers or
rice cakes, if you have to eat at work
stations

(Peterborough County-City Health Unit, 2004)
Policy Considerations
Implement principles to be used when planning and delivering activities where
food and beverages are served. The following principles are adapted from
Toronto Public Health (2003):
 Promote healthy eating - offer refreshment options based on Eating Well
with Canada’s Food Guide and recognize that all foods can be part of a
healthy diet
 Follow safety practices - meet the standards for safe food preparation
and service
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Recognize cultural diversity- offer food and drink options that are
culturally acceptable for those in the workplace and/or those attending
the event



Practice environmentally-friendly procedures - ensure minimal
waste from food, food packaging and disposable dishes and recycle



Support Ontario’s local food producers- purchase Ontario-grown
products whenever possible



Mandate annual safe food handling and healthy eating practices training for
food service staff.



Guarantee availability of food/beverage choices that support Canada’s
Guidelines for Healthy eating in vending machines and
cafeterias/lunchrooms, for employees working all shifts and at work-related
meetings, workshops, and events
(City of Ottawa Workplace Health Program, 2002)

For more Information and Policy guidance:
Guide to nutrition promotion in the workplace
Resource URL:
http://action.web.ca/home/nutritio/attach/Nut%20Promo%20Guide.pdf
Healthy eating at work
Resource URL: http://www.ccohs.ca/oshanswers/psychosocial/healthyeating.html
RESOURCES: (See Cardiovascular Health for more information)
Canada’s Food Guide to Healthy Eating
www.hc-sc.gc.ca
Canadian Health Network
www.canadian-health-network.ca
(click on Healthy Eating)
Dietitians of Canada
www.dietitians.ca
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Eat Smart! Ontario’s Healthy Workplaces
www.eatsmartontario.ca
EatRight Ontario
www.Ontario.ca/EatRight
1-877-510-510-2
Eat Smart! Workplace Program
Middlesex-London Health Unit
519-663-5317 ext.2353
www.healthunit.com
Guide to nutrition promotion in the workplace
Resource URL:
http://action.web.ca/home/nutritio/attach/Nut%20Promo%20Guide.pdf
Healthy eating at work
Resource URL: http://www.ccohs.ca/oshanswers/psychosocial/healthyeating.html
Healthy Living Info website: Healthy Living Tips and Recipes
www.healthylivinginfo.ca
www.inmotion4life.ca
Health Canada
www.hc-sc.gc.ca/english/lifestyles/food_nutr.html
National Institute of Nutrition
www.NIN.ca
REFERENCES:
City of Ottawa Workplace Health Program (2002). Policy: The Key to a Healthy
Workplace. A guide to making your organization healthier. Ottawa, ON: City
of Ottawa.
Canadian Centre for Occupational Health and Safety (2002). Wellness in the
Workplace. Hamilton, ON: Canadian Centre for Occupational Health and Safety.
Peterborough County-City Health Unit. Make Nutrition Come Alive at the
Workplace! Retrieved January 26, 2004 from www.pcchu.peterborough.on.ca.
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Toronto Public Health, Community and Neighbourhood Services (2003). Healthy
Eating Policy. Toronto, ON: Toronto Public Health.
York Region Health Services, Public Health Branch (2001). Healthy Policy =
Healthy Profits: A guide to implementing wellness policies in your
workplace. Richmond Hill, ON: York Region Health Services, Public Health Branch
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INJURY PREVENTION
Injuries are not “accidents” or unavoidable acts of fate. The majority of injury
causing events are predictable and thus preventable. Although most
unintentional injuries are considered preventable, they are still the leading
cause of death in Canadians ages 1 to 34 years (Public Health Association of
Canada)
Injuries are a silent epidemic because we often do not see the risk in our
everyday lives. It is important to get people to see the risks and change their
behaviours to reduce injuries. Part of the problem comes from the
misunderstanding and misuse of the word “accident”. The word implies a random
event controlled by fate.
By using words such as Injury, Collision, Incident, or Crash, it makes you think
about the possible causes of the incident and how the situation could have been
prevented. Make sure your workplace is using the correct language… No more
accidents! Call it what it is….Injury, Collision, Incident, or Crash (Smartrisk
2009).
Fast Facts:


Injury is a serious public health issue and in 2004 it cost Canadians
$19.8 billion and 13,667 lives (SmartRisk 2009).



In Middlesex-London, the leading causes of unintentional injuries are
motor vehicle traffic crashes, falls, poisoning and suffocation,
including choking” (Leading Causes of Injury: A Statistical Profile of
Middlesex London 2009
http://www.healthunit.com/article.aspx?ID=15210)



“Injury is the leading cause of death for children and young adults and
is among the leading causes of hospitalization for children, young adults
and seniors. Injury is also a major cause of long and short-term
impairment and disability for Canadians” (Health Canada 2003).

Impact on the workplace


A workplace environment that supports positive health practices by
employees regarding injury prevention can lead to more productivity,
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less work days lost for personal days (family care) and less general
absenteeism.

Making positive changes
There are numerous things that can be done to ensure that everyday activities, as
well as more risky behaviours, are being done the safest way possible to prevent
injuries, save lives and reduce personal and workplace costs.
Learn to take “smart risks” and follow these five simple and positive choices listed
below. Smartrisk’s Five Safety Messages include:
1. Look First

Be aware of your environment, be prepared. Check out
your workplace for potential hazards.

2. Buckle up

Seat belts, chin straps on helmets and other buckles on
gear and clothing need to be buckled up. Make sure
staff wear their safety gear properly.

3. Wear the
Gear

Helmets, goggles, protective and reflective clothing, life
jackets, etc. Reinforce proper use of the safety gear.

4. Get Trained

Take certified courses to get trained (i.e. skiing lessons,
swimming lessons, etc. Pay for your staff to take the
appropriate training. Have it in a workplace policy.

5. Drive Sober

The law is clear. Impaired driving is illegal for cars,
boats, snowmobiles, ATVs, etc. Make sure policies are
in place for staff who come to work under the
influence of alcohol or other substances.

Education and Skill building


Educate staff regarding injury prevention - No more accidents and report
what it is meant by using words such as Injury, Collision, Incident or Crash
(i.e. add the tag lines “No more accidents!” in correspondence with staff)



Post injury prevention campaign material in your workspace (ask MiddlesexLondon Health Unit for the “BeCause Injuries are Predictable and
Preventable” awareness campaign posters)
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Highlight health promotion days/weeks/months related to injury
prevention topics:
 March: Poison Prevention Week and Canadian Agriculture Safety Week
 May: Emergency preparedness Week
National Road Safety Week
Safe Kids Week
 October: Fire Prevention Week
 November: Drug Awareness Week
National Seniors Safety Week
 December: National Safe Driving Week
Provide literature to share with staff (available from the Middlesex-London
Health Unit)
Encourage employees to think about “smart risks” in their daily activities

Environmental Support





Provide educational sessions for on the job and personal safety concerns
Offer flexible work time so that parents are able to attend community
safety events
Ensure the workplace physical environment meets all safety standards
both inside and outside the building at all times of the year (i.e. side walks,
parking lots cleared of ice in winter, spills cleared immediately)
Provide training for new staff and monitor progress of their safety portfolio

Policy Considerations





If providing participation events through the workplace make sure that safety is
addressed (for example, a family bicycle event – make sure helmets are
worn by all participants)
Ensure policies are in place that clearly state expectations for occupational
health and safety regulations and protocols specific to each workplace
and each job within that workplace, that are to be followed.
Ensure your workplace has an Alcohol/Substance Misuse Policy
Provide required Mandatory Safety Training for specific jobs

For more information and policy considerations:
Canada Safety Council
www.safety-council.org
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Health Canada
www.hc-sc.gc.ca/hl-vs/securit/index-eng.php
Middlesex-London Health Unit
www.healthunit.com
Ontario Ministry of Transportation
1-800-268-4686
www.mto.gov.on.ca
Ontario Workplace Safety and Insurance Board (WSIB)
www.wsib.on.ca
Safe Communities Canada
www.safecommunities.ca
Safe Kids Canada
www.safekidcanada.ca
SMARTRISK
www.smartrisk.ca
ThinkFirst
www.thinkfirst.ca
REFERENCES:
SMARTRISK (2009). The Economic Burden of Injury in Canada. SMARTRISK:
Toronto, ON
Public Health Association of Canada
www.phac-aspc.gc.ca/publicat/cd-pcd97/table1-eng.php
Middlesex-London Health Unit (2009). Leading Causes of Injury: A Statistical
Profile of Middlesex London. London, Ontario: Evelyn Crosse, Health Unit
Epidemiologist, Research Education, Evaluation and Development (REED) Services,
Middlesex-London Health Unit; Virginia McFarland, Data Analyst Research
Education, Evaluation and Development (REED) Services, Middlesex-London Health
Unit.
About Smartrisk. Available on line at www.smartrisk.ca
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Health Canada (2003). Injury Surveillance in Canada: Current Realities,
Challenges. Health Canada.
Health Canada Website www.hc-sc.gc.ca
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MENTAL HEALTH PROMOTION

Mental health affects and is affected by countless factors within the
workplace and outside of the workplace. Mental health issues
are something an organization might not always be able – or want –
to see” (The Health Communication Unit, 2010)

Many organizations know they need to create a mentally healthy workplace and
to adopt mentally healthy practices and policies. However, many do not know
what constitutes a mentally healthy workplace, what the issues are around
mental health in a workplace, how a mentally healthy workplace would
function, or how to start moving towards becoming one.
Fast Facts:


Mental Health is a state of wellbeing in which the individual realizes his or
her own abilities, can cope with the normal stresses of life, can work
productively and fruitfully and is able to make a contribution to his or her
community.



Mental Illness is a recognized, medically diagnosable illness that results
in the significant impairment of an individuals’ cognitive, affective or
relational abilities. Mental disorders result from biological, developmental
and/or psychosocial factors and can be managed using approaches
comparable to those applied to physical disease (i.e. prevention, diagnosis,
treatment and rehabilitation).



Although these terms mental health and mental illness are often used
interchangeably they are NOT the same thing; The difference is…everyone
has some level of mental health all of the time, whereas it is possible to be
without mental illness.

What can be done in the workplace?
There has been a stronger demand to address stress, mental health and mental
illness in the workplace but there is no blueprint for a mentally healthy
workplace because every workplace is different. All aspects of the workplace
affect employee mental health. With most adults spending so much of their
waking hours at work, the workplace environment is now acknowledged as a key
determinant of health.
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Impact on the workplace:
Programs focused on improving workplace mental health can produce multiple
benefits such as…



Improved: productivity, morale and employee satisfaction, staff
retention, staff co-operation, creativity, loyalty to company and
recruitment.
Reduced: medical leave, staff turnover (and therefore lower recruitment
and training costs), workplace injuries and incidents, work time lost,
health costs, absenteeism and presenteeism (inability to concentrate at
work and to achieve work outcomes).

Making positive changes
Education and Skill Building Strategies
Although every workplace is different and has a unique set of circumstances and
policy needs, the following eight strategies have been shown to positively affect
mental health in the workplace:
 Provide opportunities for employees to participate in decision making.
 Clearly define and communicate employees’ duties and responsibilities to
them.
 Promote work-life-family balance initiatives.
 Encourage behaviours amongst employees and managers to be respectful and
non-derogatory.
 Assist with management of workloads.
 Provide opportunities for continuous learning.
 Ensure that conflict resolution practices are in place and encourage
employees to utilize the process.
 Recognize employees’ contributions effectively.
Environmental Support Strategies
The conditions listed below are needed in order to implement a successful
workplace health promotion initiative. The following conditions for success
outline how to support the creation of a mentally healthy workplace:
 Senior management involvement: Enthusiastic commitment, involvement
and understanding of mental health issues by senior management is
imperative
 Participatory planning: Employees from all levels of staff should be actively
engaged in the planning of mental health and wellness programs and
initiatives
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Primary focus is on the employees’ needs: Workplace mental health
promotion programs should meet the needs of all employees, regardless of
their current level of health
Optimal use of on-site resources: Initiatives should optimize the use of onsite personnel, physical resources, organizational capabilities, and available
employee assistance programs
Integration: Policies governing employee mental health initiatives must
align with the organization’s corporate mission and its vision and values,
supporting both short and long-term goals
Recognition that a person’s physical and mental health is determined by
an interdependent set of factors: Employee lifestyle choices, social
conditions, and work environment must be taken into account
Tailoring to the special features of each workplace: Initiatives must be
responsive to the unique needs of each workplace’s procedures,
organization and culture
Evaluation: Evaluation must include a clearly defined set of process measures
and outcomes
Long-term commitment: To sustain the benefits

Policy Development
In moving forward with workplace mental health promotion programs,
remember every individual and organization is unique. Find and tailor programs
suited to the needs of your specific organization, make sure to have commitment
from senior management, and to involve employees in the planning and decision
making. Also, make sure to find the baseline, evaluate the program and share the
findings. The time is now to start make positive changes.
Several web-sites listed in “Workplace Mental Health Promotion: A How to
Guide” contain valuable information and suggestions to effectively deal with and
create policies around the key mental health issues commonly affecting
workplaces. Workplaces are encouraged to download and refer to this document
at www.thcu.ca/workplace or www.ontario.cmha.ca.
For more information and policy considerations:
Roundtable roadmap to mental disability management in 2004-05. The business
years for mental health Resource URL:
http://www.mentalhealthroundtable.ca/june_2004/roundtable_4pg_monitor.pdf
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RESOURCES:
Burnout by WorksWell, is a program of CMHA Ontario.
www.ontario.cmha.ca/workswell
Check Up from the Neck Up is a simple, online, private, mental health check-up.
This site provides information on common mood disorders.
www.checkupfromtheneckup.ca
Coping with Stress mini-site is a CMHA resource that provides information on
what workplaces can do to reduce stress and to help their employees cope.
www.cmha.ca/english/coping_with_stress/
Guarding Minds @ Work (GM@W) is a resource that assists employers in
assessing the psychological health and safety of their workplace and offers practical
solutions for developing mentally healthy environments. This tool was developed as
a public resource to support employers in meeting upcoming legal requirements for
providing a psychologically safe workplace and ultimately protect employees’
mental health.
www.guardingmindsatwork.ca
Here in Body, Absent in Productivity is an interesting and informative article by
Dr. Graham Lowe.
www.grahamlowe.ca/documents/26/2002-12-02-Lowe.pdf
Mental Health at Work… From Defining to Solving the Problem is a series by
the Chair in Occupational Health and Safety (OHS) Management at Université Laval.
It comes in a kit made up of three booklets on the scope, causes and prevention of
workplace stress.
www.cgsst.com/eng/publications-sante-psychologique-travail/trousse-la-santepsychologique-au-travail.asp.
Mental Health Works provides information on employer’s duty to accommodate
and their need to manage the performance of employees with mental health issues.
www.mentalhealthworks.ca
Stigma - Understanding the Impact of Prejudice and Discrimination on People with
Mental Health and Substance Use Problems is a PDF brochure by CAMH.
www.camh.net/CareTreatment/Resources_clients_families_friends/stigma_brochure
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Work Related Stress - Together We Can Tackle It is a site by the Health and
Safety Executive. It provides resources for stress prevention, management and
reduction.
www.hse.gov.uk/stress/
Workplace Mental Health Promotion: A How-to-Guide. Copies of this resource
are available free of charge for download online on THCU’s website at
www.thcu.ca/workplace or on the CMHA’s website at www.ontario.cmha.ca. For
more information, email THCU at workplace_admin@thcu.ca or call 416-978-0595.
CMHA Ontario can be reached by email at info@ontario.cmha.ca or call 416-9775580.
WorksWell provides information on workplace mental health promotion.
www.ontario.cmha.ca/workswell
REFERENCES:
Healthy Workplaces LLC, “home,” www.healthyworkplaces.com/ accessed: May
28, 2009).
Kimberley Bachmann, “Health promotion programs at work a frivolous cost or a
sound investment,” Conference Board of Canada 2002
Workplace Mental Health Promotion: A How-To Guide (2010) The Health Communication
Unit (THCU) Dalla Lana School of Public Health University of Toronto, Canadian Mental Health
Association (CMHA) Ontario www.thcu.ca/workplace or www.ontario.cmha.ca
Workplace Mental Health Promotion: A How to Guide (2010) The Health
Communication Unit (University or Toronto), Canadian Mental Health Association
www.thcu.ca/workplace and www.ontario.cmha.ca
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PHYSICAL ACTIVITY
Getting ‘in motion’ and being physically active can lead to health
benefits such as improved fitness, stronger bones and muscles,
maintained or improved body weight, and improved mental health
(morale and self-esteem).

Fast Facts:
A workplace that encourages active living in their workplace health programs can
help employees and employers achieve optimal health and success at work.
A healthier workforce is associated with:






Improved productivity
Reduced health care costs
Decreased rate of turnover
Lowered employee absenteeism due to illness
Strengthened employee morale

Recommendations for Physical Activity:
According to the Canadian Physical Activity Guidelines from the Canadian
Society for Exercise Physiology:





To achieve health benefits, apparently healthy adults aged 18-64 years
should accumulate at least 150 minutes of moderate- to vigorousintensity aerobic physical activity per week, in bouts of 10 minutes or
more.
It is also beneficial to add muscle and bone strengthening activities using
major muscle groups, at least 2 days per week.
More physical activity provides greater health benefits.

To obtain information about the Canadian Physical Activity Guidelines, visit
www.csep.ca/guidelines
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Making Positive Changes
Education and Skill-Building Supports
 Share local information/resources with employees.
 Determine employee interests and needs through surveys or
questionnaires.
 Invite fitness professionals to demonstrate various activities.
 Provide “fit tip” ideas via bulletin boards, newsletters, and/or email messages.
 Offer on-site classes/programs of interest to employees.
 Plan a variety of fun challenges/contests throughout the year.
 Organize commuter challenges throughout the year to promote cycling/walking.
 Place a live hyperlink badge to www.inmotion4life.ca on your organization’s web
site/intranet. To enquire about hyperlink badges for Middlesex-London in
motion® contact inmotion@mlhu.on.ca.
Environmental Supports
 Promote the use of stairs at the workplace.
 Provide opportunities to be physically active at the workplace during breaks,
lunch and etc.
 Consider budget and safety issues related to on-site program activities.
 Place visible signs near the elevator prompting employees to take the stairs.
 Form a walking club to promote brisk walking during work breaks.
 Make available local walking and cycling maps.
 Investigate availability and group rates at community facilities.
 Invest in showers, change rooms and bicycle parking to promote walking/cycling
to work and lunch-time exercise.
 Utilize available rooms and open spaces to introduce and engage employees in
stretch breaks or other physical activities.
(Canadian Fitness and Lifestyle Research Institute, 2008)
Policy Supports
 Include workplace policies to reinforce indirect supports that encourage
employees to be physically active such as flexible work hours, job sharing, and
telecommuting.
 Provide physical activity programs and opportunities that can be accessed
by employees at various times throughout the day.
 Incorporate workplace health promotion policies, with a focus on physical
activity.
 Ensure mangers and staff involved with workplace wellness programs are
trained to increase awareness and promote policies and programs related to
physical activity within the workplace.
(Canadian Fitness and Lifestyle Research Institute, 2008)
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For more information and policy considerations:
RESOURCES:
Canadian Society for Exercise Physiology
www.csep.ca
Canadian Council for Health and Active Living at Work
www.cchalw-ccsvat.ca
Healthy Communities Partnership Middlesex-London
www.healthylivinginfo.ca
www.inmotion4life.ca
Middlesex-London Health Unit
519-663-5317 ext.2220
www.healthunit.com
REFERENCES:

Alberta Centre for Active Living. (2007). How Can We Encourage Workers To Be
Active? Frequently Asked Questions. Retrieved July 13th, 2011, from
http://www.centre4activeliving.ca/our-work/faq/workers.html
Canadian Fitness and Lifestyle Research Institute. (2008). Working to become
active. Increasing physical activity in the Canadian Workplace. Ensuring a
supportive environment at work for physical activity. Bulletin 3. Retrieved
July 20th, 2011 from http://www.cflri.ca/node/256
Canadian Fitness and Lifestyle Research Institute. (2008). Working to become
active. Increasing physical activity in the Canadian Workplace. Policies to
encourage physical activity at work. Bulletin 1. Retrieved July 20th, 2011 from
http://www.cflri.ca/node/237
Canadian Society for Exercise Physiology. (2011). Canadian Physical Activity
Guidelines for Adults –18 -64 Years. Retrieved July 20th, 2011 from
http://www.csep.ca/english/view.asp?x=804
Gilmour, H. (2007). Physically active Canadians. Health Reports, 18(3):4565. Statistics Canada, Catalogue 82-003. Retrieved July 20th, 2011 from
http://www.statcan.gc.ca/bsolc/olc-cel/olc-cel?catno=82-003X200600910307&lang=eng.
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REPRODUCTIVE HEALTH AND PREGNANCY
Reproductive health begins before conception, as good health prior to
pregnancy can reduce problems during pregnancy and improve babies’
health at birth. Improving the general health of individuals and/or
couples prior to conception is beneficial, since almost half of all Canadian
pregnancies are unplanned.

A healthy workplace makes good business sense and can help men and women
have the healthiest families possible – even before conception (Best Start
2008).
Keep in Mind: What about before pregnancy?
Preparing for pregnancy includes being informed and making choices about
physical activity, folic acid, smoking, medication, stress reduction, alcohol/drug
use, environmental hazards and safe relationships.
Some workplace hazards can affect men’s and women’s reproductive health,
resulting in low sperm counts and menstrual disorders, damaged
eggs/sperm, hormonal problems, decreased sexual desire or function and
infertility.
It takes three months for a sperm to develop. If a damaged sperm fertilizes an
egg, it can result in miscarriage or possible health problems (Best Start, 2008).
Fast Facts:


Almost half of all workers are women in their reproductive years.



Eight out of ten women will become pregnant during their working life.
Generally, it is safe for most pregnant women to continue working. Work
does not directly increase the risk of having an unhealthy baby but
pregnant women working in healthy environments have fewer
complications (Best Start, 2001).
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Impact on the Workplace:

Possible Risks during Pregnancy

Risks during pregnancy in the workplace include those related to ergonomics,
harmful biological or chemical factors. Some of these can be avoided by
moving the employee to a safer area (Commission de la santé et de la sécurité du
travail CSST], 1997). The following risks can cause a baby to be born too soon or
too small or can harm the fetus, particularly during the first few weeks of
pregnancy:
 Heavy lifting and heavy work
 Long periods of standing
 More than 40 hours of work per week
 Heavy metals and some toxic chemicals
 Oil-based paints
 Radiation and anaesthetic gas
 Excessive noise and heat
 Some infectious diseases
 Stress and fatigue
 Rotating shifts
(Best Start, 2010)
Making positive changes
Education and Skill-Building
 Inform workers about preconception/prenatal health issues and risk
reduction, ensuring they are aware of various workplace hazards (encourage
them to check Material Safety Data Sheets)
 Have quit smoking resources on hand
 Make a list of community services/supports available
 Provide training in infection control measures
 Offer stress management workshops
 Arrange parenting workshops through community agencies for parents of
children from infants to teens
Environmental Support
 Protect workers from exposure to chemical, biological, radiation, and other
hazards
 Ensure good ventilation, safe temperatures, and noise levels
 Create opportunities for physical activity
 Schedule short breaks at least every 2 hours (for pregnant employees)
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Encourage and reinforce a positive attitude towards pregnant and parenting
workers
Provide healthy foods in the cafeteria and/or vending machines
Assist workers in balancing work and family responsibilities
Ensure that a selection of non-alcoholic beverages are available at all social
functions
Discuss options for transitioning back to work after maternity/parental
leave

Taking the step forward…
Solutions to promote health for pregnant employees “are simple, accessible and
inexpensive” (CSST, 1997). Practices and policies that address reproductive
health and create a pregnancy-friendly workplace show a commitment to the
wellbeing of women who may become or who are pregnant. This promotes the
organization’s image as a progressive employer who is supportive of families.
Also, practices promoting reproductive health can enhance the health of all
employees.

Policy Considerations
 Allow schedule changes to accommodate regular prenatal care appointments
 Ensure equal opportunity for those who are planning to be, are or were
pregnant
 Accommodate women who have special needs because of pregnancy
 Offer light duty work assignments as needed
 Provide flex-time, part-time and/or job sharing options
 Make employee and family assistance programs available
 Provide additional maternity leave or wage top up and paid paternity leave
 Create smoke-free workplace policy
 Transportation plan for emergency medical care and emergency first aid plan
(Best Start, 2004)
Think about it...
Under the Ontario Human Rights Code (Ontario Human Rights Commission, 1999) it
is illegal to discriminate against a woman because she is or was pregnant, may
become pregnant or has had a baby or other pregnancy-related situations.
Employers cannot ask interviewees if they are pregnant, have a family, or
plan to have a family. They cannot fire, demote or lay an employee off (even with
notice) because they were, are, or may become pregnant.
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Employees have equal rights to opportunities and promotions, regardless of
whether they are planning to be pregnant, are pregnant or were pregnant.
Employers must accommodate women with special needs due to pregnancy,
unless what needs to be done is too difficult or expensive or creates serious
health and safety hazards.

For more information and Policy considerations:
How to be a pregnancy friendly workplace: policies and practices that make a
difference go to Resource URL:
http://www.beststart.org/resources/wrkplc_health/pdf/Preg_friendly_work.pdf
Resources
Best Start Resource Centre
1-800-397-9567
1-416-408-2249
www.beststart.org/resources/wrkplc_heealth/index.html
Canadian Centre for Occupational Health and Safety
www.ccohs.ca
Health Canada
www.hc-sc.gc.ca
Healthy pregnancies ... at work
Resource URL: http://www.lambtonhealth.on.ca/pregnancy/atwork.asp
Material Safety Data Sheets
www.msdsonline.com
Middlesex-London Health Unit
Healthy workplace line
519-663-5317 ext.3333
www.healthunit.com
Motherisk Program
1-416-813-6780
www.motherisk.org
Ontario Ministry of Labour: Maternity and Parental leave benefits
www.labour.gov.on.ca

www.healthunit.com

81

REPRODUCTIVE HEALTH AND PREGNANCY
Ontario Human Rights Code
www.ohrc.on.ca
The Workers Health and Safety Centre
www.whsc.on.ca
REFERENCES:
Best Start: Ontario’s Maternal, Newborn and Early Child Development
Resource Centre. (2001). Workplace Reproductive Health: Research and Strategies.
Toronto, ON: Ontario Prevention Clearinghouse.
Commission de la santé et de la sécurité du travail (1997). Safe Working
Conditions for a Safe Maternity Experience: Employer’s Guide. Québec, PQ:
Commission de la santé et de la sécurité du travail du Québec.
Ontario Human Rights Commission, Policy and Education Branch (2008).
Policy on discrimination because of pregnancy and breast feeding. Retrieved
June 28, 2010 from
http://www.ohrc.on.ca/en/resources/policies/policypregbreastfeedEN
Best Start: Ontario’s Maternal, Newborn and Early Child Development Resource
Centre. (2004). How to Be a Pregnancy Friendly Workplace: Policies and
Practices that Make a Difference. Toronto, ON. Ontario Prevention
Clearinghouse.
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ROAD SAFETY
In Ontario, motor vehicle collisions are one of the leading causes of
worker injuries and fatalities. As an employer, you are responsible to
ensure the safety of your employees when they drive as part of their work
duties even if the employee is using their own vehicle (Transportation
Health and Safety Association of Ontario-retrieved June 9, 2010).

Workplaces must take every precaution reasonable to protect their employees
from road-related injuries
Fast Facts:


Locally, motor vehicle traffic crashes were the leading cause of
unintentional injury deaths from 2000-2004, estimated annually at 35 in
London Middlesex.



In 2007-2008, motor vehicle collisions were responsible for nearly onehalf of all major injury hospitalizations at lead trauma hospitals (Canadian
Institute Health Information-CIHI).



On average, every week in Ontario more than 100 people are hospitalized
for an injury due to involvement in a motor vehicle collision (Smartrisk
Ontario Injury Compass, June 2009). The good news is that road
fatalities in Ontario have declined steadily in the past 25 years.



Transport incidents which include pedestrian, pedal cycle, motor vehicle,
ATV and snowmobile, are the leading cause of unintentional injury deaths
in Canada and consistently rank among the top three causes for
hospitalization, non-hospitalizations, permanent partial disability,
total permanent disability, direct costs and cost of injury.

IMPACT on the WORKPLACE:
There are many benefits of managing a work-related road safety program for
the workplace:
Driving:


Fewer days lost due to injury
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Reduced stress and improved morale
Less lost time due to work rescheduling
Reduced cost resulting from injuries and illness
(European Commission Road Safety retrieved June 11, 2010)

Cycling/walking:





Reduced health costs
Reduced parking costs
Lower transportation bills
A greener corporate image

Taking the step forward…
Both the employee and the employer have a responsibility for road safety and
both can enjoy the benefits. Employers can help ensure employee safety on the
road and reduce the incidence of disability, injury and death. Employers can
set company driving standards and assess learning needs to meet these
standards. Public Services Health and Safety Association has a resource “Building
a Safe Driving Program” that takes you through the steps to build a safe
driving program tailored to your organization. It can be purchased on line at
store.osach.ca.
Making Positive Changes
Education and Skill-Building
 Offer training for your employees to drive safety: Connect with:
o the Infrastructure Health and Safety Association (offers both in-class
and in-vehicle defensive driving courses) call 1-800-263-5024.
o Public Services Health and Safety Association (offers a driving
simulator option to defensive driving).
o Young Drivers of Canada (has a driver training program).
 Offer education/training sessions about cycling and walking to work
 Offer education sessions for employees and families on road safety as it
relates to:
 Fatigue
 Distracted driving/cycling/walking
 Alcohol and drug use
 Cell phone use
 Road rage: aggressive and reckless driving
 Share the road (vehicle and bicycle road-sharing)
 Legislation

Environmental Support



Have a road safety program
84
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Promote the key injury prevention message that crashes are “predictable
and preventable”



Conduct regular safety inspections of company vehicles; follow-up with
identified problems
Outline the expectations for employees involved in a collision
Provide staff with frequent reminders regarding road safety practices
Provide space for staff to store bikes, showers etc. if they choose to cycle/walk
to work
Allow time for staff to participate in a bicycle user group






Policy Considerations
Consider the following laws that govern driving:





Occupational Health and Safety Act
Highway Traffic Act
National Safety Code
Workplace safety and Insurance Act, 1997 and Regulations

Develop and communicate polices that address the following:
 Safe driving practices: seat belt use, speed, fatigue, rules of the road
 Distracted driving
 Use of alcohol and drug use (prescription and illicit)
 Cell phone use
 Collision/injury reporting
 Company vehicle use including transporting passengers
 Driver licensing requirements
 Emergency preparedness
 Legislations
For more information and policy considerations:
RESOURCES:
Canada Safety Council
www.safety-council.org
Ontario Ministry of Transportation
1-800-268-4686
www.mto.gov.on.ca
Ontario Workplace Safety and Insurance Board (WSIB)
www.wsib.on.ca
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Ontario Service safety Alliance (OSSA)
www.ossa.com
The Road Safety Partners of Ontario
www.roadsafe.ca
Transport Canada
Phone: 613-990-2309 or 1-800-333-0371
Fax: 613-954-4731 or 613-998-8620
www.tc.gc.ca/roadsafety/menu.html
Transportation Health and Safety Association of Ontario (Infrastructure
Health and Safety Association)
1-800-263-5016
www.thsao.on.ca or web.thsao.on.ca/
REFERENCES:

Canadian Institute for Health Information, Major Injury In Ontario – Ontario
Trauma Registry 2008 Report (Ottawa, Ont: CIHI, 2009)
European Commission Road Safety. (2010) Benefits of Work related safety.
Retrieved June 11, 2010
http://ec.europa.eu/transport/road_safety/specialist/knowledge/work/the_problem/
benefits_of_work_related_safety.htm
Infrastructure Health and Safety Association of Ontario, (unknown). Road Safety
Program. Retrieved June 9, 2010 from /web.thsao.on.ca/mvi.html
Middlesex-London Health Unit (2009). Leading Causes of Injury: A Statistical Profile
of Middlesex-London Health Unit. London, Ontario: Evelyn Crosse, Virginia
McFarland
SMARTRISK, (2009). The Economic Burden of Injury in Canada. SMARTRISK:
Toronto (ON)
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SHIFT WORK
Shift work definitely challenges one’s mind, body and family. In addition
to these challenges, sleep researchers have uncovered hidden economic
costs to workplaces, such as increased absenteeism, staff
turnover, illness and accident costs, as well as reduced
productivity (Heslegrave, 1998). Parents shift schedules may also
affect the wellbeing of their children (Graham- Lowe 2005).

Most studies on shift work classify shift workers as anyone working outside
regular daytime hours of 7 a.m. to 6 p.m. Monday through Friday. Under this
definition, shift workers include all people working evening shifts, night shifts,
rotating shifts, split shifts or irregular or on-call schedules both during the
week and on the weekends (Institute for Work and Health).
Fast Facts:







Williams (2008), using data from Statistics Canada’s General Social Survey,
found that 25.5% of full-time workers, aged 19-64 worked shifts in 2005.
Over 1.5 million Ontarians are workers who may experience health and
social problems related to non-standard working hours (Sanderson, Beyers,
Palangio, Heslegrave and Picard, 2002).
Shift work, by its very nature, is a major factor in the health and safety
of workers (CCOHS 2009).
“Shift work can predispose individuals to accidents, depression and
pregnancy complications” (Klompas, Huterer and Shapiro, 1998).
Shift workers report being somewhat more dissatisfied (29%) with their
work-life/family balance, compared with regular day workers (23%) (The
Daily – Statistics Canada 2008).

Impact of Shift Work:
Heslegrave (1998) indicates that common shift worker complaints include:
 Poor quality and quantity of sleep
 Difficulty staying awake during work hours
 Gastrointestinal problems
 Cardiovascular symptoms
 Disrupted family and social life
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More recent research findings from the Institute for Work and Health (Issue
Briefing – Shift Work and Health April 2010) show a possible link between shift
work and…
 Workplace injury
 Cancer
 Diabetes
 Psychological distress
 Pregnancy complications
Taking the step forward...
Shift work is a way of life for many workers. Some things to consider when
designing a shift schedule:
 Use an inclusive approach with staff when designing shift schedules
 Establish a reasonable degree of decision-making autonomy and supervisor
support
 Get input and feedback from all levels of the workforce
 Make provisions for employee variability, differences, preferences
 Identify the unique workplace demands
 Strike a balance between meeting organizational demands and employee
needs
 Monitor and evaluate the shift schedule design
 Restrict successive evening or night shifts to three shifts,
 Rotate shifts in a forward rotation (morning, evening, nights)
 Reduce night and weekend work as much as possible
 Avoid quick change-overs (i.e. going from night to afternoon shift on the same
day) and ensure a rest period of at least 11 consecutive hours per 24 hour time
period
 Give consideration to safe staffing practices that reduce overtime
expectations
Making Positive Changes
Education and Skill-Building



Provide resources and training on the prevention of shift work-related
problems during orientation and on an ongoing basis (ensure availability to all
staff during their work hours).
Education in stress recognition and reduction techniques is helpful for
employees working shifts.
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Environmental Support










Make staff part of the scheduling process; encourage the use of a
back-up buddy system
Offer opportunities for strategic napping (i.e. 15-20 minute power naps
during break time)
Ensure appropriate lighting and ventilation
Be mindful of the separation between workstations so workers can stay in
contact with one another
Provide rest facilities where possible
Consider offering facilities for social activities with shift-workers in mind
Consider access to quality day care for shift-workers children
Support healthy eating around the clock by having healthy food
choices available at all times (www.ccohs.ca Canadian Centre for
Occupational Health and Safety 2010)

Policy Considerations
The practices and policies put in place by managers of round-the-clock or 24/7
operations can significantly influence shift worker alertness (and hence safety)
and performance.
Suggested practices and policies:
 Select an appropriate shift schedule
 Set the length of shifts
 Manage overtime
 Increase lighting levels
 Provide shift worker lifestyle training to help shift workers better handle
issues such as understanding basic circadian physiology, sleep and napping,
caffeine usage, social life issues, diet and nutrition, work-life/family
balance issues, etc.






Provide financial incentives such as additional pay, shift differentials or
compensatory time off

Make attendance at orientation education sessions mandatory
Make sure staff meetings, education opportunities etc that are available to day
shift workers are also made available to shift workers
Provide access to quality day-care for shift workers’ children

Indirect practices and policies:
 Consider retirement compensation practices based on salary in the last few
years of employment (which can encourage excessive overtime among older
workers who may be less able to obtain adequate sleep)
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Screen and hire new shift workers in a way that also assesses adaptability
to a shift work schedule
(Wikipedia, CCOHS and Sloan Family Research network)

For more information and policy considerations:
Additional RESOURCES:
Institute for Work and Health
Shift work and Health
Issue Briefing - April 2010
Control over Time and Work-life Balance: An Empirical Analysis
Graham S Lowe PhD, The Graham Lowe Group Inc
www.ccohs.ca
Policy Briefing Series
Work-Family Information for State Legislators
Alfred P Sloan Foundation
2006 Issue 6 (update 2010)
Opportunities for Policy Leadership on Shift Work
Canadian Centre for Occupational Health and Safety (CCOHS)
www.ccohs.ca
The Daily (Statistics Canada)
Wednesday Aug 27, 2008
Study: Work-life balance and role overload of shift workers
www.statcan.gc.ca/daily
Sloan Work and Family Research Network
http://whnetwork.bc.edu
www.statcan.gc.ca/daily
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SMOKE-FREE WORKPLACES
Tobacco use is the leading cause of preventable illness and
premature death in Canada. It significantly increases the risk of
developing cardiovascular disease, various cancers, and chronic
obstructive pulmonary diseases (Ontario Tobacco Strategy Media
Network, 2001).

Fast Facts:


In London and Middlesex, one in five adults currently smokes (Community
Health Survey 2008). Three quarters of current daily or occasional
smokers express a desire to quit smoking in the future (Middlesex-London
Health Unit, 2003).



Tobacco kills 1 in 5 Canadians, or 45,000 people every year (more than
deaths due to traffic accidents, suicides, homicides, drug abuse, and HIVAIDS combined) (Physicians for a Smoke-Free Canada, 2003).



Environmental tobacco smoke (ETS), or “second-hand smoke”, is a
toxic mixture given off the burning end of a cigarette or exhaled by one who
is smoking. More than 50 studies have shown that ETS spreads rapidly
through buildings and offices; it stays in the air for a long time and exposes
employees to cancer-causing pollutants (Program Training and
Consultation Centre [PTCC], 2001).

Impact on the workplace
 The Conference Board of Canada estimates the annual cost of employing
smokers in the workplace can be up to $3,396 per employee (based on
information from 2006) due to increased absenteeism, decreased
productivity, and costs associated with maintaining smoking areas.
 Employee satisfaction is enhanced as a large majority of workers – both
smokers and ex-smokers feel supported
 Employees can save money – in reducing absenteeism, increased
productivity, and reduced costs in providing and maintaining smoking
areas
 Workplaces must comply with legislation of the Smoke-Free Ontario Act
 Employers avoid litigation related to exposure to tobacco smoke (it is the
employer’s duty to provide a safe workplace; exposure to tobacco
smoke is unsafe and increases other risks)
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Smoke-Free Ontario Act
To ensure the health and safety of all Ontario residents, enclosed workplaces,
workplace vehicles, and public places were legislated to be smoke-free as of
May 31, 2006 through the Smoke-Free Ontario Act. The Middlesex-London
Health Unit works with employers and their employees to help achieve and
maintain smoke-free environments and thus eliminate the health risks
associated with second-hand smoke (SHS). Tobacco Enforcement Officers
make random visits to establishments or respond to complaints. Visits occur during
days, evenings, and weekends, as the law is in effect 24 hours a day, 7 days a
week. In addition, Tobacco Enforcement Officers respond to complaints
including anonymous workplace calls. All calls are kept in confidence.

Making Positive Changes
Taking the step forward…
Employers have an obligation to ensure a smoke-free work environment for all
employees by adhering to the legislation. Employers also play a role in improving
the health status of employees, by providing educational information. A smokefree policy is an effective tool for promoting and protecting the health of all
employees by eliminating exposure to second-hand smoke.
No-smoking signs should be clearly posted, as required by the legislation.
Smoking paraphernalia (i.e. ashtrays) should be eliminated within the
building(s). Staff should be informed about the legislation through various means.
Education and Skill-Building




Inform staff of their responsibilities (i.e. no employee/employer is permitted
to smoke in the workplace; those who smoke must do so outside, preferably
in designated smoking areas)
An employee cannot be disciplined or dismissed for compliance with or seeking
enforcement of the Smoke-Free Ontario Act at a workplace (under Section
9(4) of the Smoke-Free Ontario Act)
Post smoking cessation resources in visible areas

Environmental Support



Provide on-site smoking cessation programs
Implement an incentive program (i.e. offer a rebate to those who participate
in a smoking cessation program and continue to be smoke-free for at least
6 months after)
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Policy Considerations
Under the Smoke-Free Ontario Act, it is illegal to smoke in any enclosed public
place and enclosed workplaces. The Act places a specific “distance-fromentrance” regulation on hospitals and health care facilities, where smoking is
illegal within 9 metres of any entrance or exit. In addition, it is illegal to smoke
on any elementary, secondary and private school property.
Due to the increased awareness of the negative health effects of second-hand
smoke, people are growing increasingly concerned with having to walk through
second-hand smoke to enter buildings whether as an employee, guest, or
customer. Owners and/or Managers can take the initiative to create and enforce a
workplace policy that could ban smoking within a certain distance from their
workplace entrances.
Health Canada has a resource to assist workplaces on creating a smoke-free
workplace policy. Towards a Healthier Workplace: A Guidebook on Tobacco
Control Policies is available online at www.hc-sc.gc.ca/hc-ps/pubs/tobactabac/work-trav/index-eng.php. This guide was designed for managers, employers,
union representatives or concerned employees - who want to reduce or eliminate
smoking at work.
Other policy considerations:







Offer access to Employee Assistance
Explore whether the benefits provider offers coverage for smoking
cessation treatments
Have a plan to enforce the workplace policy, to comply with the legislation
(inserting the following statement into the employee contract should sufficiently
address enforcement issues, “Any violation of this tobacco use policy will
result in discipline, up to and including discharge under (insert name of
organization or business) progressive discipline policy.”)
Show sensitivity when drafting enforcement procedures; remember that
tobacco is addictive
Identify and train those who will enforce the policy, handle complaints, and
address infractions
(PTCC, 2001)
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For more information and policy considerations:
Environmental tobacco smoke (ETS): workplace policy
Resource URL: http://www.ccohs.ca/oshanswers/psychosocial/ets_resolutions.html
Towards a healthier workplace: a guidebook on tobacco control policies
Resource URL: http://www.hc-sc.gc.ca/hc-ps/pubs/tobac-tabac/work-trav/indexeng.php
Additional RESOURCES:
Canadian Cancer Society
416-961-722
ccs@cancer.ca
www.cancer.ca
Canadian Centre for Occupational Health and Safety
1-800-668-4284
clientservices@ccohs.ca
www.ccohs.ca
Canadian Council for Tobacco Control
1-800-267-5234
infoservices@cctc.cawww.cctc.ca
www.cctc.ca
Canadian Labour Congress
613-521-3400
health&safety@clc-ctc.ca
www.clc-ctc.ca
Canadian Lung Association

613-569-6411
info@lung.ca
www.lung.ca
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Health Canada
www.hc-sc.gc.ca/hc-ps/tobac-tabac/index-eng.php
publications@hc-sc.gc.ca
1-866-225-0709
www.hc-sc.gc.ca/contact/pubs-eng.php
Heart and Stroke Foundation of Canada
613-569-4361
www.heartandstroke.ca
Middlesex-London Health Unit
519-663-5317 ext.2673
www.smokefreeinfo.ca
Non-Smokers' Rights Association
613-230-4211
ottawa@nsra-adnf.ca
www.nsra-adnf.ca
Ontario Tobacco Research Unit
416-595-6888
otru@camh.net
www.camh.net/otru
Physicians for a Smoke-Free Canada
613-233-4878
ccallard@smoke-free.ca
www.smoke-free.ca
Program Training and Consultation Centre (PTCC)
1-800-363-7822
www.ptcc-cfc.on.ca
Smoking Cessation in the Workplace: A Guide to Helping your Employees
Quit Smoking (2008)
www.hc-sc.gc.ca/hc-ps/pubs/tobac-tabac/cessation-renoncement/index-eng.php
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Smoke Free Ontario Act
www.mhp.gov.on.ca/en/smoke-free/legislation/default.asp
Smokers' Helpline
1-877-513-5333
www.SmokersHelpline.ca
The Ontario Lung Association
1-888-344-LUNG (5864)
olalung@on.lung.ca
www.on.lung.ca
Towards a Healthier Workplace: A Guidebook on Tobacco Control Policies
(2007) available at:
www.hc-sc.gc.ca/hc-ps/pubs/tobac-tabac/work-trav/index-eng.php
REFERENCES:
Middlesex-London Health Unit (2003). Cardiovascular Disease Risk Factors: A
Community Health Status Report for Middlesex-London. London, ON: Author.
Ontario Tobacco Strategy Media Network. (2001). Background Document:
Tobacco Fact Sheet. Retrieved April 20, 2004 from http://www.medianetwork.org
Program Training and Consultation Centre. (2001). Clearing the Air in
Workplaces: A Guidebook for Developing Effective Tobacco Control
Policies. Ottawa, ON: Program Training and Consultation Centre.
The Corporation of the County of Middlesex. (2003, May 13). By-law #5682.
Middlesex County, ON: Corporation of the County of Middlesex.
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SUN/UV SAFETY
Skin cancer is the most common form of cancer in Canada with the
incidence of new cases diagnosed continues to rise. Exposure to
ultraviolet (UV) radiation from the sun has long been associated with
premature skin aging, eye damage including cataracts and skin
cancer (Ontario Ministry of Labour, 2009).

Fast Facts:


Construction workers, landscapers, lifeguards, summer camp
workers and others who work outdoors and who are exposed to
ultraviolet radiation from the sun are at an increased risk for skin
cancer, sunburn and eye damage (Ontario Ministry of Labour, 2009).



Those who have had severe and/or frequent sunburns, and who have less
tolerance for sun exposure (those who have fair or freckled skin, blue eyes,
and light-coloured or reddish hair) are at greater risk for developing skin
cancer (Canadian Cancer Society, 2009).

Taking the step forward…
Avoiding unnecessary exposure or over-exposure to UV all year round is the best
way to protect employees (Health Canada, 2010). All workplaces are legally
required to provide a safe workplace for their employees; sun safety
initiatives can help to fulfill that mandate.
Making Positive Changes
Education and Skill-Building





Provide sun and UV safety information in a number of different ways such as
payroll inserts, displays, or email messages. Consider organizing employee inservice sessions inviting local skin cancer prevention experts
Advise employees of the sun’s harmful effects, factors affecting levels of UV,
methods for early detection of skin cancer, and protective strategies (i.e.
correct use of protective clothing, sunscreen products, etc.)
Provide the opportunity for employees to complete a skin cancer risk selfassessment
Ensure staff are aware of sun protection measures that are in place in their
workplace.
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Environment Canada's UV Index
UV Index

Description

0-2

Low

Sun Protection Actions




3-5

6–7

Moderate



High





8 - 10

Very High




11 +

Extreme






Minimal sun protection required for normal activity
Wear sunglasses on bright days. If outside for more
than one hour, cover up and use sunscreen
Reflections off snow can nearly double UV strength.
Wear sunglasses and apply sunscreen
Take precautions – cover up, wear a hat, sunglasses
and sunscreen - especially if you will be outside for 30
minutes or more
Look for shade near midday when the sun is strongest
Protection required – UV damages the skin and can
cause sunburn
Reduce time in the sun between 11a.m. and 4p.m.
and take full precautions – seek shade, cover up,
wear a hat, sunglasses and sunscreen
Extra precautions required – unprotected skin will be
damaged and can burn quickly
Avoid the sun between 11a.m. and 4p.m. and take full
precautions – seek shade, cover up, wear a hat,
sunglasses and sunscreen
Values of 11 or more are very rare in Canada.
However, the UV Index can reach 14 or more in the
tropics and southern U.S.
Take full precautions. Unprotected skin will be
damaged and can burn in minutes. Avoid the sun
between 11a.m. and 4p.m., cover up, wear a hat,
sunglasses and sunscreen
White sand and other bright surfaces reflect UV and
increase UV exposure

(Environment Canada, 2004)
Environmental Support
 Identify jobs within your workplace that expose employees to solar UV rays
for prolonged periods
 Post the daily UV index
 Provide sunscreen products and/or sunglasses free of charge or at reduced
cost
Consider conducting a shade audit to assess the working environment to
identify where additional shade is needed
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Provide constructed (canopies, umbrellas, gazebos, awnings) and natural
shade (trees and bushes) structures to provide protection from the sun
during work and/or during breaks



Request that outdoor workers apply a sunscreen product with a minimum
SPF 30 to their exposed skin all year round

Policy Considerations
 Consider developing an ‘Outdoor Event Policy’ as well as a ‘Policy for
Outdoor Workers’
 Develop policies to address expectations on high UV index days
 Recommend and/or enforce use of wide brimmed hats, sunscreen products,
and eye protection when working outdoors (provided either by the
employee or the employer)
 Adjust work schedules to limit UV exposure between 11:00 a.m. and 4:00
p.m. or any time the UV Index is 3 or more
(Ontario Ministry of Labour, 2009)
For more Information and Policy considerations:
Additional RESOURCES:
Canadian Cancer Society
123 St. George Street
London, ON N6A 3A1
519-432-1137
1-888-939-3333
www.cancer.ca
Canadian Dermatology Association
774 Echo Dr., Suite 521
Ottawa, ON K1S 5N8
1-800-267-3376
www.dermatology.ca
Middlesex-London Health Unit
50 King St.
London, ON N6A 5L7

100

www.healthunit.com

SUN/UV SAFETY
519-663-5317 ext.2220
www.healthunit.com
Ontario Ministry of Labour
400 University Avenue, 10th Floor
Toronto ON M7A 1T7
1-866-932-7229 (toll-free)
www.labour.gov.on.ca/english/hs/pubs/uvradiation/
REFERENCES:
Ontario Ministry of Labour. Alert: Ultraviolet Radiation from the Sun.
Reviewed June 2009. Retrieved August 4, 2010
www.labour.gov.on.ca/english/hs/pubs/alerts/a01.php
Canadian Cancer Society. About UV Rays. December 2009. Retrieved August 4,
2010
www.cancer.ca/Canadawide/Prevention/Use%20SunSense/Preventing%20skin%20
cancer.aspx?sc_lang=en
Ontario Ministry of Labour. Ultraviolet Radiation in the Workplace. 2009.
Retrieved August 4, 2010 www.labour.gov.on.ca/english/hs/pubs/uvradiation/
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WORK-LIFE FAMILY BALANCE
A significant number of workers seem to have problems finding the
right balance between family life and work life and this affects their
personal health, the health of their families and the organizations
they work for.

Work-life- family balance is a self-defined state of well being. It allows one to
effectively manage multiple responsibilities at work, home, and in the
community; it supports physical, emotional, family, and community health (Human
Resources and Skills Development Canada [HRSDC], 2004). It recognizes the interrelatedness of work life and life apart from work.
How do you know when you’ve got it?
Those who have balance are satisfied with their work and home lives, are able to
fulfill their multiple responsibilities at home, work, and the community without
guilt or regret, are healthy physically, emotionally, and socially, have a sense of
control over their life, and feel that the decisions they make are informed choices
as opposed to forced sacrifices (www.hrsdc.gc.ca 2004 a).
How do you know when you don’t?
You know you’ve got imbalance when you’re constantly tired, feeling like you’re
running uphill all of the time and getting nowhere, when you feel like you have no
choices, no control, where life seems to be happening to you instead of you feeling
that you’re managing your life, when you can think of more things that aren’t
getting done than are getting done; when you see more negative in your life than
positive (www.hrsdc.gc.ca 2004 a).
Fast Facts:
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Families, especially those with dependants, suffer from a reduced level of
satisfaction with their family lives which leads to stress and family
instability (Sauve, 2009).
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The annual costs of absenteeism in Canada, due to work-life conflict,
are approximately $3-5 billion (Duxbury and Higgins, 2003).



Work/family conflicts have progressively worsened in the last 10 years.
The percentage of parents who have a hard time juggling work and family
has steadily risen since 1996 and now sits between 46% and 61%. Some
studies suggest that this situation will likely continue to deteriorate (Barrette
2009).



Organizations where employees experience high levels of work-life
conflict are likely to have increased costs related to poor physical and
mental health of employees, difficulty recruiting and retaining
employees (Duxbury and Higgins, 2003), the added cost of absentee
workers and lower morale amongst employees (Sauve, 2009).

Research for Health Canada indicates that there are four broad categories
associated with work life balance:
 Role overload: This form of work-life-family conflict occurs when the total
demands on time and energy associated with the prescribed activities of
multiple roles are too great to perform the roles adequately or comfortably.
 Work-to-family interference: This type of role conflict occurs when work
demands and responsibilities make it more difficult to fulfill family-role
responsibilities (e.g. long hours in paid work prevent attendance at a child’s
sporting event, preoccupation with the work role prevents an active
enjoyment of family life, work stresses spill over into the home
environment and increase conflict with the family).
 Family-to-work interference: This type of role conflict occurs when
family demands and responsibilities make it more difficult to fulfill workrole responsibilities (e.g. a child’s illness prevents attendance at work,
conflict at home makes concentration at work difficult).
 Caregiver strain: Caregiver strain is a multi-dimensional construct defined
in terms of “burdens” in the caregivers’ day-to-day lives, which can be
attributed to the need to provide care or assistance to someone else who
needs it.
Health Canada, (2008), Reducing Work-Life Conflict: What Works? What
Doesn’t (Retrieved from Canadian Centre for Occupational Health and Safety
(CCOHS) website July 29, 2010
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Causes of Work-life-family Imbalance
Work-life-family imbalance comes from the economic, social, and demographic
transformations of our society as well as from changes in management structures,
systems, and philosophies.
The pressures of market globalization, the feminization of the work force, and the
impact of emerging technologies have meant that in order to keep up, many
workers must work around the clock and from anywhere. People who work
irregular hours or who work an excessive amount of overtime also spend less
time with their children and spouses and, once at home, they spend part of their
time doing household chores to the detriment of family interactions (Barrette,
2009.)
Employees caring for their children and also providing eldercare, dual income
families, and single parents each experience unique work-life-family balance
issues which must be addressed.
The Sandwich Generation
The sandwich generation includes people who provide care and support to
their children and older adults (elders) at the same time. This is not new, but what
is new is that most caregivers (usually women) are now also doing paid work
outside the home. In 2002 about 80% of the sandwiched workers had paid work.
Most of the elder care being provided is for parents or parents in law, but about
one quarter are caring for other relatives, friends, neighbours and coworkers. In
2002, 712,000 Canadian workers aged 45 -64 who had children under the age of
25 living at home, were also providing elder care. The size of the sandwich
generation is expanding substantially as our aging population results in the rising
need for elder care. (Sauve, 2009).
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Two Income families
The presence of two-income families combined with each parents’ work demands
and professional needs is forcing parents to modify the way they interact with their
children and to rethink the division of family chores.
By and large, a stressful and demanding job increases the risk of family
dysfunction and dissatisfaction with family life and hinders an individual’s
performance as a parent and as a partner. Perhaps not surprisingly, more mothers
claim that their work hinders them from performing their parental role.
In 2008, dual earners accounted for three quarters of all couples with dependant
children – up from just over one- third in 1976.
(retrieved from Statistics Canada web-site July 19, 2010).

Single Parents
Balancing work and family is an even greater challenge for single parent
families. This situation inevitably places an added burden on the shoulders of the
head of the family. Lower annual income and therefore lower economic status,
lower education levels and therefore less likelihood of having professional or
specialized jobs, and less time and energy to invest in their work and career
all lead to less likelihood of career advancement, more day to day job and family
stress, and less work-life/family balance (Barrette, 2009).
In General
As the level of stress increases, the degree of satisfaction with work-life
balance decreases. The reality is that even though people may feel too busy, they
may also feel they cannot financially afford a reduction in their paid work hours
(retrieved from Statistics Canada web-site July 19. 2010).
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Taking the step forward…
Change is possible. It is a matter of seeing things differently.
When considering work-life/family balance issues/concerns in your workplace,
it is best to appoint an individual or, form a joint work/life committee to research
needs and to implement the program.
Making Positive Changes

Environmental Support
 Provide training for managers and employees on workload management,
i.e. limiting overtime, limiting the amount of work taken home to
complete in evenings, reducing job-related travel, taking advantage of
flexible work arrangements
 Identify ways to reduce employee workloads
 Recognize unrealistic work demands are not sustainable over time
 Reduce the amount of time employees spend in job-related travel
 Hire more people in areas where unpaid over-time is the norm
 Either reward and recognize overtime work or allow employees to
refuse overtime
 Reduce reliance on both paid and unpaid overtime
 Develop etiquette around the use of office technologies
 Make alternative work arrangements available
 Implement time off in lieu of overtime pay
 Provide a number of days of paid leave per year for child care,
eldercare or personal problems
 Offer childcare and eldercare referral services
 Provide appropriate support for employees who work rotating shifts
 Reward those who demonstrate best practices in terms of support and
reward (Duxbury and Higgins, 2003)
There is no one size fits all solution to the issues around work-life
balance/conflict. The above recommendations fall into two main groupings:
 Reduce demands (either at work or home) or,
 Increase the amount of control the employee has over the work-life
interface.
These both yield positive results (retrieved from Health Canada web-site, March 29,
2010)
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Policy Considerations
Encourage the development of healthy workplace policies in the following
areas that can address work-life balance, from “Workplace Programs, Policies
and Practices” (HRSDC, 2002c), for sample policies see www.hrsdc.ca
Dependant Care Initiatives
 Emergency child-care/eldercare
 Financial assistance for child-care expenses
 Workplace child-care
 Information and referral service
Reduction of Working Time
 Gradual retirement

Pre-retirement transition leave policy Resource URL:
http://www.tbs-sct.gc.ca/pubs_pol/hrpubs/leave/prtlp_e.asp



Voluntary part-time work

Work-Life Stress Management
 Provide access to EAP/EFPA services
 Wellness/health promotion programming
Workplace Flexibility/Alternative Work Arrangements
 Job sharing
 Annualized hours
 Compressed work week
 Flextime
 Telework
 Light duty policy
 Accommodation following prolonged absence/medical leave
 Gradual return to work policy

Return to work Resource URL:
http://www.wcb.mb.ca/employers/return_to_work.html#development

Leave and Benefits
 Flexible benefits
 Personal days
 Family responsibility days
 Maternity/paternity leave
 Parental leave
 Sick days/leave
 Vacation
 Time off in lieu of overtime
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For more information and Policy Considerations:
Roundtable roadmap to mental disability management in 2004-05. The business
years for mental health
Resource URL:
http://www.mentalhealthroundtable.ca/june_2004/roundtable_4pg_monitor.pdf

RESOURCES:
Better balance, better business: options for work-life issues
Resource URL: http://www.alis.gov.ab.ca/pdf/cshop/betterbalance.pdf
Canadian Centre for Occupational Health and Safety
www.ccohs.ca/oshanswers/psychosocial/worklife_balance.html
Centre for Families, Work and Well-Being, University of Guelph
519-824-4120 ext.53371
www.worklifecanada.ca
Conference Board of Canada
www.conferenceboard.ca/press/newsrelease/11-01.aspx
Control over Time and Work-Life Balance: An Empirical Analysis
Graham S Lowe, PhD Nov 3, 2005
Family Life and Work Life: An Uneasy Balance
Roger Sauve, People Patterns Consulting January 2009 The Vanier Institute of
Family.
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Government of Canada
Work/Life Balance and New Workplace Challenges
www.hrsdc.gc.ca
Human Resources Development Canada
www.hrsdc.gc.ca/en/home.shtml
How to be a Family Friendly Workplace: Policies and Practices that help
Families (2008) Best Start: Ontario’s Maternal, Newborn and Early Child
Development
The 2001 national work–life conflict study: report one
Resource URL: http://www.phac-aspc.gc.ca/publicat/work-travail/report1/indexeng.php
The Manager’s Work-Family Tool Kit, 2001
The Vanier Institute of the Family
613-228-8500 www.vifamily.ca
The Vanier Institute of the Family
Work-Life Compendium 2001
150 Canadian Statistics on Work, Family and Well Being
Resource Centre beststart@healthnexus.ca www.beststart.org
Workplace Mental Health Promotion
A How- To Guide
Canadian Mental Health Association
The Health Communication Unit
University of Toronto
Work Life Balance: What Do We Really Know?
Jacques Barrette, PhD., University of Ottawa, Telfer School of Management January
2009
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WORKPLACE VIOLENCE AND HARASSMENT AND DOMESTIC
VIOLENCE IN THE WORKPLACE - Bill 168
Effective June 15, 2010 the amended Occupational Health and Safety
Act (OHSA) bill 168 now helps to protect workers against workplace
violence and harassment. As a result of this legislation, workplaces
in Ontario are now required to have the necessary policies, programs,
measures, and procedures in place to recognize, prevent and deal with
acts of workplace harassment and violence (including domestic
violence).
Workplace Violence
The Occupational Health and Safety Act defines workplace violence as the
exercise of physical force by a person against a worker, in a workplace, that
causes or could cause physical injury to the worker. It includes:


An attempt to exercise physical force against a worker in a workplace, that
could cause physical injury to the worker
 A statement or behaviour that a worker could reasonably interpret as a threat
to exercise physical force against the worker, in a workplace, that could
cause physical injury to the worker (section1)
The definition of workplace violence is broad enough to include acts that would
constitute offences under Canada’s Criminal Code.
Workplace violence can also include…










Verbally threatening to attack a worker
Leaving threatening notes or sending threatening e-mails to a
workplace
Shaking a fist in a worker’s face
Wielding a weapon at work
Hitting or trying to hit a worker
Throwing an object at a worker
Sexual violence against a worker
Kicking an object the worker is standing on such as a ladder
Trying to run down a worker using a vehicle or equipment such a as
forklift
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Workplace Harassment
The Occupational Health and Safety Act defines workplace harassment as
engaging in a course of vexatious comment or conduct against a worker, in a
workplace – behaviour that is known or ought reasonably to be known to be
unwelcome (section 1).
Workplace harassment can involve unwelcome words or actions that are
known or should be known to be offensive, embarrassing, humiliating, or
demeaning to a worker or group of workers. It can also include behaviour that
intimidates, isolates, bullies, or even discriminates against the targeted
individuals.
Workplace harassment often involves repeated actions or a pattern of
behaviour, against a worker or group of workers that are unwelcome
(Workplace Violence and Harassment: Understanding the Law 2010).
The definition of workplace harassment is broad enough to include harassment
prohibited under the Human Rights Code, as well as what is often called
“psychological harassment” or “personal harassment”.

Workplace harassment can also include…









verbal abuse or threats or intimidation
unwelcome remarks, jokes, innuendos, or taunting about one’s body,
attire, religion, etc.
displays of sexually explicit, racist, or other offensive or derogatory
pictures
practical jokes which cause awkwardness or embarrassment
unwelcome invitations or requests, whether indirect or explicit
condescension or paternalism which undermines self-respect
unnecessary physical contact such as touching, patting, pinching
physical assault
(Canadian Human Rights Commission [CHRC], 1998)
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Domestic Violence
(See Domestic Violence section of this guide for more information)
Under the Occupational Health and Safety Act, an employer must take every
precaution reasonable in the circumstances for the protection of workers when
they are aware, or ought reasonably to be aware, that domestic violence may
occur in the workplace, and that it would likely expose a worker to physical
injury (section 32.0.4).
Domestic violence may put the targeted worker at risk, and may also pose a
threat to coworkers:






Workers should be told they can report their concerns to their employer if they
fear domestic violence may enter the workplace
Employers must be prepared to investigate and deal with these concerns
Employers must determine what measures and procedures exist in the
workplace to support the development of reasonable precautions for the
worker (may include an individual safety plan)
The employer and police may be able to work with the police, courts, and
other organizations who may already be involved
When the worker and their spouse work in the same workplace the employer
should follow the workplace violence policy and program in dealing with the
abusive workers behaviour

Impact of Violence and Harassment on the Workplace
New Legislation for Workplace Violence and Harassment
Bill 168, an Act to amend the Occupational Health and Safety Act with
respect to violence and harassment in the workplace and other matters,
significantly impacts workplaces in the province of Ontario
Taking the step forward…
Workplace Violence and Harassment do not go away by themselves. It is likely
to get worse and become more difficult to address as time goes on. It is important
for employers to recognize that workplace harassment may escalate over time
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into threats, or acts of physical violence. Also, targeted employees may react
violently to prolonged violence in the workplace.
Effective anti-harassment policies are inexpensive to develop and maintain, and
provide significant benefit (CHRC, 2001). However, if ignored violence and
harassment in the workplace can lead to:






Increased benefit costs and/or reduced productivity, due to resulting
physical/mental illness
Lowered morale
High staff turnover
Loss of reputation as an employer and/or service provider of choice
Financial loss if legal action is taken
(CHRC, 2001)

Making Positive Changes
Education and Skill-Building
VIOLENCE: Under the Occupational Health and Safety Act, employers,
supervisors, and unions must provide appropriate information and instruction to
workers on the contents of the workplace violence policy and program (section
32.0.5(2)).
Employers must:
 Ensure employees know what constitutes violence, what the consequences are
for engaging in violence, and where to go for help if experiencing violence
 Train supervisors and managers in how to deal with complaints and potential
situations
 Regularly train and educate employees at all levels to treat others
respectfully and professionally
Workers should:






Know how to summon immediate assistance
Know how to report incidents of workplace violence to the employer or
supervisor
Know how the employer will investigate and deal with incidents, threats, or
complaints
Know, understand, and be able to carry out the measures and procedures that
are in place to protect them from workplace violence
Be able to carry out other procedures that are part of the program
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HARASSEMENT: Under the Occupational Health and Safety Act, employers,
supervisors, and unions need to be aware of their responsibilities to prevent and
address harassment. An employer must provide appropriate information and
instruction to workers on the contents of the workplace harassment policy and
program (section 32.0.7).
Employers must:





Educate employees working with clients off-site about practical preventive
strategies:
Have a daily plan so others know where and when an employee is expected
somewhere
Identify a contact who is regularly informed by the employee of their schedule
and location
Avoidance of any situation/location where the employee feels threatened or
unsafe

Workers should:
 Know how to report incidents of workplace harassment to the employer or
supervisor
 Know how the employer will investigate and deal with incidents or
complaints of workplace harassment
 Some workers may need to be trained to recognize and respond to
workplace harassment
Environmental Support
 Ensure preventative measures look at workplace design, considering factors
such as lay-out, use of signs, locks or physical barriers, lighting, and electronic
surveillance to promote safety
 Examine administrative practices to promote safety (i.e. electronic payment to
reduce cash)
 Address complaints and potential situations promptly
 Provide employees who work in isolation with pagers/cellular phones
 Provide a workplace climate that will enable employees to report situations
of harassment

(CHRC, 2001 and CCOHS, 2002)
Policy considerations:
Bill 168 requires employers to develop:
 Violence and harassment policies and programs
 Employee reporting and incident investigation procedure
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Emergency response procedure (violence only)
Process to deal with incidents, complaints, and threats of violence

Employers are required to complete a risk assessment of violence hazards
that may arise from the nature of the workplace, the type of work, or the
conditions of the work, before developing a program (Workplace Violence and
Harassment: Understanding the Law 2010).
Written policies for harassment and violence prevention will inform employees
about:




What behaviour (i.e. violence, intimidation, bullying, harassment, etc.) that
management considers inappropriate and unacceptable in the workplace
What to do when incidents covered by the policy occur
Contacts for reporting any incidents

It will also encourage employees to report such incidents and will show that
management is committed to dealing with incidents involving violence,
harassment and other unacceptable behaviour (CCOHS Answers: Violence in
the Workplace 2004).
For more information and policy considerations:
Policy on the prevention and resolution of harassment in the workplace
Resource URL: http://www.tbs-sct.gc.ca/pubs_pol/hrpubs/hw-hmt/hara_e.asp
Preventing harassment: an employer's guide and sample policy
People to people communication: preventing and resolving harassment for a
healthy work environment
Resource URL: http://www.tbs-sct.gc.ca/ve/ppc-ff/index1-eng.asp
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RESOURCES:
Bullying in the Workplace: A Handbook for the Workplace is a free resource
created by the Ontario Safety Association for Community and Healthcare, it
provides many practical tools and strategies to help prevent, identify and address
bullying in the workplace www.osach.ca/products/resrcdoc/rvioe528.pdf
Code of Practice: Violence, Aggression and Bullying at Work is a manual
designed to help organizations identify and address violence, aggression, and
bullying in the workplace
www.commerce.wa.gov.au/worksafe/PDF/Codes_of_Practice/Code_violence.pdf
Violence in the Workplace Prevention Guide, by the Canadian Centre for
Occupational Health and Safety, will assist in the development and implementation
of a workplace-specific violence prevention program
www.ccohs.ca/products/publications/violence.html
Canadian Centre for Occupational Health and Safety
250 Main St. E
Hamilton, ON, L8N 1H6
905-570-8094 or 1-800-668-4284
clientservices@ccohs.ca
www.ccohs.ca
Canadian Human Rights Commission
www.chrc-ccdp.ca
Canadian Initiative on Workplace Violence
www.workplaceviolence.ca
Ontario Human Rights Commission
1-800-387-9080
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Preventing violence and harassment at the workplace
Resource URL: http://employment.alberta.ca/documents/WHS/WHSPUB_vah001.pdf
Workplace Violence and Harassment: Understanding the Law
Occupational Health and Safety Branch
Ministry of Labour, March 2010
www.labour.gov.on.ca/english/hs/pubs/index.php
www.ohrc.on.ca
REFERENCES:
Workplace Violence and Harassment
Canadian Centre for Occupational Health and Safety, (1999). OSH Answers:
Violence in the Workplace. Retrieved February 19, 2004 from www.ccohs.ca
Canadian Centre for Occupational Health and Safety, (2002). Wellness in the
Workplace. Hamilton, ON: Canadian Centre for Occupational Health and Safety.
Canadian Human Rights Commission (1998). Harassment and the Canadian
Human Rights Act. Retrieved February 19, 2004 from www.chrc-ccdp.ca
Canadian Human Rights Commission in cooperation with Human Resources
Development Canada and Status of Women (2001). Anti-Harassment Policies
for the Workplace: An Employer’s Guide. Retrieved January 27, 2004 from
www.chrc-ccdp.ca
Workplace Violence and Harassment: Understanding the Law (2010)
Occupational Health and Safety Branch Ministry of Labour http:
www.labour.gov.on.ca/english/hs/pubs/index.php
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Developing Healthy Workplace Policies
Healthy workplace policies address both the physical and cultural
work environment. The development and implementation of policies
that promote healthy workplaces optimizes the health of the
employees and creates a healthy workplace culture.

Fast facts:



Within a workplace where policies support a healthy environment,
healthy choices for employees become the easy choices.
An effective policy allows employees to be clear about what is acceptable
and what is not acceptable in the workplace. It provides a framework for
prevention and gives direction if screening, intervention and/or treatment are
required.

What is a policy?
The Canadian Oxford Dictionary (1998) defines policy as “a course or principle of
action adopted or proposed by a government, party, business, or individual.” A
policy guides an organization’s actions regarding an issue by outlining the steps
to be taken. It also implies the accepted values or beliefs of the organization.
Policy development can also be a part of a comprehensive approach to health
promotion. Policy can serve one or more of the following purposes in workplace
health promotion:






Policies give sustainability
Policies can aid risk management
“Make healthy choices easier
Make unhealthy choices more difficult, and/or
Provide equitable access to the key determinants of health”
Developing Health Promotion Policies
Dated: January 6, 2009
http://www.thcu.ca/resource_db/pubs/539372877.pdf
The Parts of a Policy
Each organization may use a slightly different format or framework for their
policies but once a framework is chosen this is the format used for each
workplace policy.
This framework includes:
 The purpose of the policy, goals and objectives
 A description of the regulations and sanctions
 Procedures for non-compliance
 A plan for promoting and disseminating the policy; and
 A plan for monitoring and evaluating the policy
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All policies should clearly state the person or persons that have created the policy
and who the policy is intended for. The policy must be signed and dated by the
proper official(s) and reviewed annually.
Creating and Implementing the Policy
Policy development can be divided into steps to make the process easy for your
team or committee to navigate:
1) Have a clear goal in mind for your policy and specific objectives that can
be measured to assist with evaluation of the policy.
2) Identify champions in your organization that will help with communicating
and implementing the policy.
3) For health promotion policies, a launch or information session is an
excellent way to communicate the policy to all employees.
4) Policies need to be evaluated annually as situations change and
organizations advance and grow. The Health Communications Unit has a
two-page document that outlines the steps in developing a healthy
workplace health policy.
Policy Development at a glance:
http://www.thcu.ca/resource_db/pubs/489887946.pdf

To assist you with Workplace Wellness Programming some sample policies
are provided here:
1.
Breast Feeding in the Workplace
2.
Emergency Preparedness
3.
Fragrance Free Environment
4.
Healthy Workplace Policy
5.
Hours of Work and Associated Overtime
6.
Infection Control
7.
Mental Health Promotion
8.
Personal Injury
9.
Physical Activity at Work
10. Promoting Healthy Food Choices at Company Events and
Meetings
11. Reproductive Health Policy
12. Sick Leave Policy
13. Substance Misuse Policy
14. No Smoking Policy
15. Smoke Free Environment (Health Care Facilities)
16. Smoke Free Workplace Policy
17. Smoking Cessation
18. Sun/UV Policy
19. Workplace Violence Prevention
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Your workplace may also consider creating policies in the following areas to
support the development of your healthy workplace.






Employee Immunization
Preventing Workplace Harassment
Motor Vehicle Safety
Corporate Volunteering
Green Workplace Policies

This is not an exhaustive list and policies should always be customized to your
specific workplace.
General Policy Links:
Canadian Mental Health Association
Ontario has developed a web-based mental health promotion in the workplace
guide which has some sample policies affecting workplace mental health.
http://wmhp.cmhaontario.ca/printable-resources
Canadian Human Rights Commission
http://www.chrcccdp.ca/research_program_recherche/esensitivities_legal_hypersensibilitee/page8eng.aspx
Workplace Implementation Guide – New Brunswick
http://www.heartandstroke.nb.ca/atf/cf/%7Be9d7fd18-5e5f-4b5f-b6cf4142e95dc0c8%7D/WORKPLACE%20WELLNESS%20IMPLEMENTATION%20GUIDE.
PDF
Government of Alberta – Healthy Workplace Policies
http://www.healthyalberta.ca/948.htm
THCU – The 8 Steps to Developing a Health Promotion Policy
http://www.thcu.ca/resource_db/pubs/489887946.pdf
THCU – Developing Health Promotion
Policieshttp://www.thcu.ca/resource_db/pubs/539372877.pdf
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Sample Workplace Policy Template
______________________________________________________
_
Policy:
Policy #:
Approved by:
Effective:
Revised:
______________________________________________________
_
PREAMBLE:
POLICY:
SCOPE:
PROCEDURE:

Adapted from
Insert Policy Number here
Page 1 of 1
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1.
Breast Feeding Friendly Workplace Policy (Sample)
_______________________________________________________
Policy: Breast Feeding Friendly Workplace
Policy #:
Approved by:
Effective:
Revised:
_______________________________________________________
PREAMBLE: Employees who wish to breastfeed upon returning to work after a
parental leave will be ensured of an appropriate and supportive environment within
the workplace to breast feed their infants and will be allowed time to do so.
POLICY:
(Company name) promotes breastfeeding and in accordance with the World Health
Organization (WHO) and the Ontario Human Rights Code , and is committed to
1

2

providing a working environment that is conducive to breastfeeding.
SCOPE: all employees who choose to breastfeed upon their return to work
PROCEDURE:
Employees wishing to breastfeed upon return to work from parental leave will
inform their Director/Manager who will ensure appropriate facilities are available.
The manager will ensure that the employee has access to a private room in order to
breastfeed or express milk.
Employees who choose to have their babies brought to work by the caregiver
at break and/or lunch time to be breastfed will be accommodated to do so.
Refrigeration facilities will be provided in order to store expressed breast milk.
References
1. World Health Organization. Evidence For the Ten Steps to Successful
Breastfeeding (pp. 6-13).
2. Ontario Human Rights Commission. Policy on Pregnancy and Breastfeeding,
September 11, 1996
Insert Policy Number here
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Additional Sample Healthy Workplace Policies:
Carleton University
http://www2.carleton.ca/healthy-workplace/ccms/wp-content/ccms-files/CUHealthy-Workplace-Policy.pdf
Northern Ireland Civil Service
http://www.nicsohs.gov.uk/workplace_policy.pdf
University of Western Ontario
http://www.usc.uwo.ca/government/documents/policies_procedures/HumanResour
ces/Workplace%20Wellness%20Policy.pdf
Government of Nova Scotia
http://www.gov.ns.ca/treasuryboard/manuals/PDF/500/50606.pdf
Insert Policy Number here
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2.
Emergency Preparedness (at work) Policy (Sample)
_______________________________________________________
Policy: Emergency Preparedness (at work)
Policy #:
Approved by:
Effective:
Revised:
_______________________________________________________
PREAMBLE:
To ensure that all staff are aware of (company name) role in and response to
emergencies and disasters occurring within the ___________ community
POLICY:
The (company name) Emergency Response Manual and Procedures will be reviewed
annually by the Emergency Planning Manager with all employees. (Company name)
will ensure that all staff have access to a copy of the current (company name)
Emergency Response Manual, which shall be kept in easily identifiable, accessible
and well recorded locations.
SCOPE:
The policy applies to all (company name) employees
PROCEDURE:
In the event of an emergency, staff will follow the protocols and fan-out
communication practices as outlined in the (company name) Emergency Response
Manual.
Three copies of the Emergency Response Manual will be distributed to each Director
and Manager: One copy for the office, one at home and one for their vehicle.
Emergency response expectations will be reviewed bi-annually with all staff at
(company name)

Insert Policy Number here
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3. Fragrance Free Environment (Sample)
___________________________________________________
Policy: Fragrance Free Environment
Policy #:
Approved by:
Effective:
Revised:
___________________________________________________
PREAMBLE: Some people have become very sensitive to certain chemicals as a
result of past exposures. They can suffer a wide range of health effects such as
rashes, severe headaches, nausea, dizziness and fatigue, whenever they are
exposed to very low levels of chemicals in scented products.
Most people on a daily basis use soap, shampoo, deodorant, laundry products, hair
spray, lotions, cosmetics and fragrances. The potential impact of chemicals in
scented products on human health is magnified because people spend much of their
time indoors. Many products such as flowers, air deodorizer and latex balloons may
be brought into the workplace.
Section 25 (2) (h) of the Occupational Health and Safety Act imposes an employer
requirement to take every precaution reasonable in the circumstances for the
protection of the worker. This requires the employer to limit the exposure of
workers to chemical substances.
Several scented products are respiratory irritants and are known triggers for
asthma, allergies and migraines. Even people that do not have pre-existing health
problems can have an irritation to their upper airways, eye symptoms and general
malaise. For people who report multiple chemical sensitivity or environmental
illnesses, their ability to function depends on having air free of chemicals. Even low
levels of the stimuli may trigger reactions in people reporting these conditions.
A worker who experiences these adverse health effects when exposed to scented
products has a legal right to refuse to work in a situation that is likely to endanger
himself or herself. This right is outlined in Section 43 (3) (b) of the Occupational
Health and Safety Act. Therefore, (company name) must take action to limit these
exposures.

Insert Policy Number here
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POLICY:
(company name) supports the creation of a fragrance free environment so that
chemical barriers will not prevent access to [insert workplace name] for people
having chemical sensitivities.
SCOPE:
All staff and visitors are asked to refrain from using, wearing, and bringing scented
products and materials into (company name) properties and buildings.
PROCEDURE:
A. To limit exposure staff are encouraged to:
1. Use non-scented body products (e.g. perfume, cologne, lotions, scented
hair products, etc…)
2. Refrain from the use of optional items that give off scents (i.e. any type of
air fresheners, potpourri and flowers).
3. Air-out recently dry-cleaned clothing before wearing to work.
4. Use the least toxic cleaning products, disinfectants and paints that are
commercially available and store these products in tightly closed, ventilated
areas away from staff and visitors.
B. Notifications
1. Ensure that signage informing staff and visitors of these guidelines are
posted at the entrance to the building and in common congregation areas,
such as waiting rooms and washrooms.
The signage shall state – Scented products can cause allergic reactions and
respiratory distress. Staff and visitors are encouraged not to wear or use any
scented products while working at (company name).
2. Where appropriate, include the following statement on flyers advertising
events to be held at (company name) “Scented products can cause allergic
reactions and respiratory distress. Staff and visitors are encouraged not to
wear or use any scented products while at (company name)
3

In reaction to an exposure, staff are requested to:



Remove yourself from the exposure and,
Report to your immediate supervisor as soon as possible

Adapted from an existing Fragrance Free Policy – July 2001
Insert Policy Number here
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Additional Scent-Free Policies
Canadian Centre for Occupational Health and Safety
http://www.ccohs.ca/oshanswers/hsprograms/scent_free.html
Policy for Developing a Scent-free Workplace – The Lung Association
http://www.lung.ca/_resources/DevelopingaScentfreePolicyforaWorkplace.pdf

Insert Policy Number here
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4.
Healthy Workplace Policy (Sample)
______________________________________________
Policy: Healthy Workplace Policy
Policy #:
Approved by:
Effective:
Revised:
______________________________________________________
PREAMBLE:
(Company name) believes that our employees are our most valued assets. We are
committed to maintaining a safe and healthy work environment and this is a shared
responsibility of all employees at (company name).
We recognize that the individual health practices of our employees’ impacts our
organization just as our organization impacts their health. Therefore, we seek to
enhance the health of our employees, create a positive work environment and
enable all employees to develop to their fullest potential. This fosters a healthy
workplace culture with improved morale, increased productivity and enhanced
work-life-family balance for all.
POLICY:
This policy ensures the provision of a safe and healthy work environment within a
culture where all employees feel secure and are supported in making healthy
lifestyle choices that result in personal, intellectual and professional growth.
SCOPE:
This policy applies to all employees and volunteers of (company name).
PROCEDURE:
A Healthy Workplace committee will be developed and will include representation
from management, union, each department, and Human Resources.
The committee will assess our employee wellness needs by surveying employees.
The committee will develop a plan for wellness initiatives to address the needs of
the employees revealed through the survey.
Insert Policy Number here
Page 1 of 2

www.healthunit.com

129

The committee will use various methods to communicate wellness initiatives that
enhance employee well-being.
The committee will implement and evaluate initiatives
The committee will revise plans as needed to ensure a sustainable program

Insert Policy Number here
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5. Hours of Work and Associated Overtime Policy (Sample)
Policy: Hours of Work and Associated Overtime
Policy #:
Approved by:
Effective:
Revised:
_____________________________________________________
PREAMBLE:
The regular scheduled hours of work at (company name) are between 8:30 am and
5:30 pm, for a total of 40 hours from Monday to Friday but may include Saturday.
Overtime at (company name) is defined as any hours worked by an employee
outside of the normally expected 40 hours of work between Monday and Saturday
in any given week.
POLICY:
Recognizing that shift work may: impact employees work productivity; affect their
general health and; may increase stress in their personal life, fair and equitable
remuneration (money or time back) will be provided to employees of (company
name) to recognize the sacrifices made to accommodate these expectations.
SCOPE:
all non-management employees of (company name) will be covered by this policy
PROCEDURE:








Employees may be required to work reasonable overtime which must be
agreed to, and approved by, the immediate manager prior to being worked.
Flexing the normal hours of a work-day or week is encouraged rather than
the employee working overtime hours.
Overtime will not be applicable if hours are worked on Saturday as it is part
of a normal work week. However, Sunday is not part of a normal work week
and employees will be paid overtime at one and a half times the normal rate
of pay when work on Sunday is required.
Employees may, by mutual agreement with their manager, be granted the
equivalent time off in lieu of paid overtime. (i.e. 4 hours worked = 6 hours
off) Time off in lieu must be taken within 2 (two) weeks of working such time
or it will be forfeited.
Payment or time-off in lieu of overtime worked will be determined in
accordance with the contract and the employees’ preference.
Insert Policy Number here
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Infection Control Policy (Sample)

6.

Policy: Infection Control
Policy #:
Approved by:
Effective:
Revised:____________________________________________________________
PREAMBLE:
To ensure all (company name) employees are: 1) aware of, and use routine
infection control precautions and; 2) are aware of recommended immunizations for
adults that help to prevent the transmission of infections amongst employees.
POLICY:
All staff will adhere to routine infection control precautions and will keep
immunization status up to date in accordance with Ministry of Health
recommendations and company policies.
SCOPE:
all employees of (company name)
PROCEDURE:
Directors/Managers will ensure that appropriate Infection Control Procedures and
Policies are reviewed at least annually with staff. Routine precautions information
appropriate to the job position held will be reviewed annually and adhered to by
employees. This will include information regarding but not limited to:




Hand hygiene -Waterless hand wash solutions will be provided where
appropriate
Information about recommended and mandatory (required by
company name) immunizations will be provided.
Sick/illness leave policies and procedures for not coming to work ill
and reporting illness to manager

When reviewing these infection control policies with employees consider:






132

The individual responsibility of each employee to prevent the spread of
infections.
Following correct reporting procedures
Including information in employee orientation and annually thereafter
through ongoing education opportunities
Providing Medical first aid training for core group of employees
Providing First Aid equipment and supplies in strategic places throughout
(company name) facilities
Insert Policy Number here
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7. Mental Health Promotion Policy (Sample)
Policy: Mental Health Promotion
Policy #:
Approved by:
Effective:
Revised:____________________________________________________________
PREAMBLE:
(Company name) is committed to protecting the health, safety and welfare of our
employees. We acknowledge that identifying and reducing workplace stressors is a
health and safety issue that we can affect.
POLICY:
(Company name) will identify possible workplace stressors through risk
assessments and will eliminate or reduce them were possible. Managers at
(company name) will receive training in good management practices to identify and
lessen workplace stress. Employees can access confidential, free stress counseling
through company EAP benefits.
SCOPE:
This policy applies to all employees of (company name)
PROCEDURE:
Managers:
 Ensure good communication especially in times of change
 Ensure staff are fully trained to do their jobs and are provided professional
development opportunities as needed and available
 Monitor workloads, overtime requirements and vacation allotments
 Attend training to recognize and deal with harassment and bullying
 Support staff experiencing stress in their personal lives (i.e. bereavement,
divorce, illness etc)
 Support employees who have been on sick leave and help to facilitate their
return to work
 Monitor and review the effectiveness of measures to relieve stress
Employees:
 Bring issues of concern to health and safety representatives, occupational
health representatives and/or managers
 Access EAP benefits as needed
(Adapted from www.hse.gov.uk/stress/pdfs/examplepolicy.pdf Nov 2010)
Insert Policy Number here
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Personal Injury Policy (Sample)

8.

Policy: Personal Injury Prevention
Policy #:
Approved by:
Effective:
Revised:
_______________________________________________________
PREAMBLE:
(Company name) will support and promote personal injury prevention safety
practices of employees.
POLICY:
Staff must discuss potential/perceived risk situations with their director/manager
prior to engaging in work-related situations where their physical safety is
threatened. Employees must leave situations where they feel their physical safety is
threatened. All instances where employees are assaulted or threatened by verbal
or physical gestures must be reported to their director, manager and the police and
then documented appropriately.
SCOPE:
All employees of (company name) are covered by this policy
PROCEDURE:
Employees must:



Comply with all health and safety policies of (company name).
Report all potential or actual threats to the employees’ personal safety
liaison.
Participate in the development and implementation of a personal safety plan.



Managers must:


Discuss the risks with the employee and determine together whether or not
to proceed with the interaction or situation.
 Develop a safety or emergency plan with the employee.
 Document all reported concerns or incidents.
Direct threats to an employee’s personal physical safety should be reported to the
local police service for the appropriate documentation and follow-up.
Insert Policy Number here
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9.

Physical Activity at Work Policy (Sample)

Policy: Physical Activity at Work
Policy #:
Approved by:
Effective:
Revised:
_______________________________________________________
PREAMBLE:
Regular physical activity is known to have positive impacts on health. A minimum of
150 minutes of physical activity weekly will reduce the risk of heart disease by 50
per cent along with a decreased risk of diabetes, stress, osteoporosis and lower
back pain (Benchmarks Study, 1997, CFLRI).
POLICY:
(Company Name) is committed to creating a work environment that promotes
employee health, physical activity and contributes to the health of our community.
(Company name) will support Employee Wellness Committee driven opportunities
that:
 Increase employee awareness of the health benefits of being physically
active.
 Support and encourage physical activity for employees while at work
SCOPE:
all employees of (company name)
PROCEDURE:
All employees will have access to;








Onsite facilities (i.e. showers, change rooms, bike racks) and fitness
equipment free of charge or, cost sharing, or reimbursement of offsite fitness
centre fees up to a maximum of $200 per year, with submission of receipts.
Office and plant area stretch breaks.
Flextime to accommodate participation in physical activity.
programs/activities of the employees choice or as offered on work-time
Regular educational sessions/programs and resources offered on physical
activity, as well as regular reminders of the importance of eating healthy and
physical activity while at work.
A minimum of two social events for employees and their families that have a
physical activity component that will be planned each year.
A simple survey tracking their physical activity success.
Rewards through an incentive program.
Insert Policy Number here
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10. Promoting Healthy Food Choices at Company Events and Meetings
Policy (Sample)
Policy: Promoting Healthy Food Choices at Company Events and Meetings
Policy #:
Approved by:
Effective:
Revised:
PREAMBLE:
(Company name) is committed to supporting the provision of healthy eating food
choices at meetings, workshops, educational sessions, and other planned events
hosted by (company name) staff.
(Company name) wishes to be supportive to employees and others attending
functions here, in their healthy eating practices and to provide guidelines for staff
who are involved in planning and organizing functions (internal and external) where
food will be served.
POLICY:
When ordering or providing meals or refreshments for (company name) functions,
staff will select healthy food choices that are consistent with the four food groups of
Canada’s Food Guide (see appendix A for list of recommended healthy food
suggestions).
When selecting healthy foods, staff should choose local foods over imported foods
whenever possible.
SCOPE:
Applies to all employees responsible for planning, purchasing and preparing food for
(company name) sponsored functions.
PROCEDURE:
Ensure selections purchased or requested from a caterer meet the following list of
recommendations (see appendix A Healthy Eating Practical Suggestions Checklist).
Insert Policy Number here
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Appendix A: Promoting Healthy Food Choices at Company Events and
Meetings Policy (Sample)
Healthy Eating Practical Suggestions Checklist
Planning Refreshments Options:




Make the healthiest choices possible when selecting food and beverages.
Include vegetable and fruit options, whenever possible.
Try new foods as an effort to increase variety. Variety promotes an adequate
intake of essential nutrients and incorporates foods enjoyed by different
cultural groups.

Beverages:







Ensure that an ample amount of fresh water is available.
Offer 100% pure fruit or vegetable juice rather than cocktail, punch, “ade” or
nectar.
Offer 2%, 1%, skim milk, or fortified beverages (e.g. soy drink).
Provide milk in addition to cream for coffee and tea.
Provide sweeteners for coffee and tea as well as sugar.
If soft drinks are offered, ensure 50% of the choices offered are diet or
calorie reduced.

Breakfast:



Be selective. Offer foods such as fresh fruit; whole grain breads, toast, flat
breads (spreads, margarine, and butter on the side) or a variety of lower-fat
muffins; hot or cold whole grain cereal; lower-fat cheeses or yogurt.
Consider lower-fat cooking methods for meat and alternatives e.g. poached,
scrambled or boiled eggs or baked beans.

Sandwiches:






Ask for sandwiches on an assortment of whole grain breads, pita, roti,
tortillas, and rolls.
Have a variety of lower-fat sandwich fillings such as tuna, salmon, refried
beans, cooked lentils, grilled vegetables, lean roast beef, turkey, chicken,
ham, pastrami, or lower-fat cheese. Include vegetarian fillings e.g. tofu,
hummus, and shredded vegetables.
Ask for sandwiches to include vegetable fillings such as lettuce, cucumber,
tomato, grated red cabbage, peppers, or grated vegetables.
Ask for sandwiches made with little or no mayonnaise, butter or margarine.
Offer mayonnaise, butter or margarine on the side. Offer mustard, chutney,
relish and hummus as alternatives.
Insert Policy Number here
Page 2 of 4

www.healthunit.com

137

Appendix A: Promoting Healthy Food Choices at Company Events and
Meetings Policy (Sample)
Healthy Eating Practical Suggestions Checklist
Main Dishes:





Look for meatless dishes such as pasta with tomato sauce, vegetarian
lasagna, stir-fried vegetables, chickpeas, kidney beans, lentils, soy products,
or a rice casserole.
Choose meat, fish, lentils, beans or poultry and vegetable dishes that are
broiled, roasted or steamed instead of fried.
Offer pasta dishes with a low fat sauce like tomato sauce rather than cream
or meat sauces.
Try to limit the size of main course items, e.g. 3 ounce portions of meat or
one cup of pasta.

Salads:






Have vegetable and fruit salads available.
Emphasize Ontario seasonal vegetables for salads.
Ask for dips made with plain yogurt or light sour cream.
Choose lower-fat salad dressings or have salad dressings served on the side.
Include hot (e.g. steamed vegetables) and cold salads (e.g. bean salad,
green leafy salads).

Desserts:





Offer fresh fruit or a fruit salad. Emphasize Ontario seasonal fruits.
Choose lower-fat yogurt
Have whole grain cookies available.
If serving cake for a celebration, offer fruit along with it.

Nutrition Breaks:






Ask for a variety of lower-fat muffins or bagels with lower-fat cheese or lower
fat spreads (e.g. hummus, light cream cheese, jam).
Order a basket of Ontario grown fruits, e.g. apples, peaches, strawberries,
etc., depending on the season of the event. Ensure the fruit is thoroughly
washed.
Offer lower-fat cereal bars and/or yogurt (2% MF or less).
Offer vegetables with lower fat dips.
If higher fat/calorie desserts are ordered, specify small portion sizes e.g. two
bite portions.
Insert Policy Number here
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Appendix A: Promoting Healthy Food Choices at Company Events and
Meetings Policy (Sample)
Healthy Eating Practical Suggestions Checklist
Special Dietary Needs:




Ask participants if they have special dietary needs due to food allergies,
intolerance, dietary restrictions, or cultural/religious reasons.
Ensure that your menu includes adequate choices for those with special
dietary needs.
To consult with a Registered Dietitian, check Middlesex-London Health Unit
web-site www.healthunit.ca


Preparation and Cleanup:




Clean all surfaces for food service, or cover with a clean tablecloth.
Provide recycling bins for cans and bottles and enough bags for the other
garbage.
After service, clean all tables and work surfaces.

Insert Policy Number here
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11.

Reproductive Health Policy (Sample)

Policy: Reproductive Health Policy
Policy #:
Approved by:
Effective:
Revised:
_______________________________________________________
PREAMBLE:
(Company Name) is committed to providing a work environment which helps
prospective parents have a healthy pregnancy and baby, continue their work
responsibilities and resume work after their baby is born.
POLICY:
Pregnancy is a pivotal point in the personal life of our employees and every effort
will be made to accommodate a safe and healthy work environment during the
pregnancy and a smooth return to work for both parents.
SCOPE:
all employees of (company name)
PROCEDURE:
Pregnant employees can be assured of a smoke free workplace.
Pregnant employees will be assigned to light duty work assignments, if necessary.
Pregnant employees are permitted to explore flexible, part-time and job sharing
options if necessary. An employee and family assistance program (EAP) is available
to all staff. Employees on pregnancy leave will receive wage top-up until end of one
year parental leave.
Employees on maternity leave can apply to extend their paternity leave up to 6
extra months if necessary.
Paid parental leave is available to either parent in whatever time frame is
acceptable to the couple. (i.e. the couple may decide to split the parental leave
between the parents) and this will be accommodated for employees of (company
name) who are the non-childbearing parent.
Insert Policy Number here
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12.

Sick Leave Policy (Sample)

Policy: Sick Leave Policy
Policy #:
Approved by:
Effective:
Revised:
_______________________________________________________
PREAMBLE:
This policy will ensure employees are aware of their sick leave benefits and the
process for documenting absenteeism.
POLICY:
Sick leave is to be used by employees who are ill. Sick leave accumulates at __
days per month as per the collective agreement. Employees will receive a
statement showing their accumulated sick leave credits annually.
SCOPE:
This policy covers all union, non-union and management positions within (company
name).
PROCEDURE:







Notification of sick leave: Employees must notify immediate supervisor of
inability to work using manager specified procedure on each work team.
Return to work from sick leave: Employees must notify manager when
reporting to work following a sick leave. Employee must provide a medical
practitioner signed proof of illness notification for absences longer than 3
working days.
Family health days: Each employee will be allowed a maximum of 10 days
from their sick leave credits for tending to family illness concerns. Family is
defined as, employees parent, step-parent, child, brother or sister.
Medical appointments: Time off to attend personal medical appointments is
allowed.
Upon return to work the employee must complete a signed employee
absence record and submit it to their immediate manager.
Insert Policy Number here
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13.

Substance Misuse Policy (Sample)

Policy: Substance Misuse Policy (including suspicion of Drug and Alcohol
use in the Workplace)
Policy #:
Approved by:
Effective:
Revised:
_______________________________________________________
PREAMBLE:
On and off the job involvement with alcohol or drugs can have adverse effects upon
an individual employees health, the workplace, the integrity of the work products,
the safety of other team members, the well being of our team member’s families,
and the ability to accomplish the goal of an alcohol and drug free work
environment.
POLICY:
(Company name) will enforce zero tolerance for team members who arrive at work
under the influence of alcohol or drugs, and/or whose ability to work is impaired in
any way by reason of the consumption of alcohol or drugs on company property or
during work time.
SCOPE:
This policy applies at the workplace, to all team members of (company name) and
also includes volunteers, visitors and subcontractors inside and outside of normal
scheduled working hours.
PROCEDURE:
It is the responsibility of all supervisors to identify a situation in which they have
concerns about an individual’s ability to perform their job, and take appropriate
steps.
Where necessary, they will remove any team member who is suspected of violating
the provisions of this policy from (company name) premises, pending investigation
and a decision on appropriate consequences including potential disciplinary action.
NOTE: Roles and responsibilities for supervisors and coworkers to follow when they
suspect or know a fellow employees is using, or is under the influence of drugs or
alcohol, at work, should be clearly stated in a workplace policy
Insert Policy Number here
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14.
No Smoking Policy (Sample)
___________________________________________________________
Policy: No Smoking Policy
Policy #:
Approved by:
Effective:
Revised:___________________________________________________________
PREAMBLE:
To comply with the Smoke-Free Ontario Act (SFOA), which prohibits smoking in
enclosed public places and enclosed workplaces in order to protect employees and
the public from the hazards of second hand smoke.
POLICY:
It is the policy of (company name) that there will be no smoking in all interior areas
of the workplace, including workplace vehicles and jobsite trailers. (List any other
areas that may apply to your workplace).
SCOPE:
This policy applies to all employees at (company name), whether they are acting in
their course of employment or not. This policy also applies to visitors.
PROCEDURE:
1. Smoking is prohibited in all interior areas of the workplace, including company
vehicles and vehicles that are used for work purposes (list any other areas that may
apply).
2. Ashtrays and any object that serves as one should be removed from the
workplace.
3. Smoking is prohibited at all times, with the exception of during specified breaks,
at which time the employee must smoke in designated outdoor areas.
4. No Smoking signs must be posted at all entrances and exits, washrooms, and in
workplace vehicles.
5. If an employee does not comply with this policy, the issue will be dealt with
according to the established procedures of the workplace.
6. Employees who are interested in quitting smoking, or who have any questions or
concerns with the policy may contact [name of contact and position].
Resource: Smoke-Free Ontario Act - Fact Sheet
http://www.mhp.gov.on.ca/english/health/smoke_free/fact_sheets/employersande
mployees.pdf
Insert Policy Number here
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15.

Smoke-Free Environment
(Sample # 2 - for Health Care Facilities)
__________________________________________________
Policy: No Smoking Policy
Policy #:
Approved by:
Effective:
Revised:____________________________________________________
Purpose:
(Company name) is committed to providing a safe and healthy environment for
employees, patients, volunteers, students, visitors, physicians and contractors. This
keeps the focus of health care as much on prevention of illness as it is on the
treatment of disease. Therefore, (company name) will maintain a smoke-free
environment. Smoking has many proven health risks for both the smoker and nonsmoker exposed to second hand smoke. Smoking prior to surgery increases the risk
of infection and postoperative complications1. The most frequently diagnosed
cancer in Ontario is lung cancer and it is the most preventable2.
Policy
The (Company name) is a 100% smoke-free health care facility.
1. All persons on company property including the parking lots and grounds are
prohibited from smoking. Smoking is allowed on public property such as City
maintained sidewalks or beyond the tree line should there be no sidewalk.
2. Smoking while in a vehicle that is parked on company property is prohibited.
3. It is the responsibility of all managers, employees and physicians of
(company name) to communicate, promote and support this policy.
ENFORCEMENT:


All staff, physicians, volunteers, students, visitors, patients and contractors
are expected to comply with the Smoke-Free Environment Policy. Prior to
reporting anyone who is found violating the policy, all staff, physicians,
volunteers, students, visitors, patients and contractors of (company name)
should direct the individual(s) who is smoking to the nearest public property
if they wish to continue smoking.
Insert Policy Number here
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Ontario Anesthesiologist, “Stop Smoking for Safer Surgery”, letter to Mr. Paul Collins dated June 30, 2009
Canadian Tobacco Use Monitoring Survey 2005-Canadian Cancer Society website
http://www.cancer.ca/Ontario/Prevention/Quit%20smoking/OD-Ontario%20tobacco%20stats.aspx?sc_lang=en.
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Violations are to be reported to any Manager or to Security.



Employee infractions will be addressed through progressive discipline up to
and including termination as outlined in the Employee Corrective Action
Policy.



Visitors who are observed to be non-compliant with the Smoke-Free
Environment Policy should be reminded that there is no smoking on the
property. If they continue to be non-compliant, call Security at which point
they will be directed to leave the property by security and/or individual in
charge of the area. In the event that a person refuses to comply with leaving
property, the person may be charged under the Trespass to Property Act.



Upon registration, patients will be informed of the Smoke-Free Environment
Policy. When they are identified as a smoker through the nursing evaluation,
the “Smoking Information Sheet” will be provided and discussed with the
patient outlining the policy as well as offering nicotine replacement therapy
(NRT).

Signage:
No smoking signs will be prominently displayed at all entrances and other
appropriate locations.
Departments Affected
All departments
References
Ontario Anesthesiologist, “Stop Smoking for Safer Surgery”, letter to Mr. Paul
Collins dated June 30, 2009
Canadian Tobacco Use Monitoring Survey 2005-Canadian Cancer Society website
http://www.cancer.ca/Ontario/Prevention/Quit%20smoking/ODOntario%20tobacco%20stats.aspx?sc_lang=en
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Additional Smoke-Free Policies and Resources
Smoke- Free Ontario
http://www.mhp.gov.on.ca/en/smoke-free/
Smoke-Free Ontario Act
http://www.health.gov.on.ca/english/public/updates/archives/hu_04/hu_tobacco_le
g.html
Canadian centre for Occupational Health and Safety
http://www.ccohs.ca/oshanswers/psychosocial/ets_resolutions.html
Sample Workplace Smoke-Free Policy
http://www.ccohs.ca/oshanswers/psychosocial/ets_resolutions.html#_1_14
Resources on Smokefree Workplace Policies
http://www.globalsmokefree.com/gsp/ficheiro/116%2B.pdf
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16.

Smoke Free Workplace Policy (Sample)

Policy: Smoke Free Workplace
Policy #:
Approved by:
Effective:
Revised:
PREAMBLE:
A smoke free workplace will benefit the health of all (company name) employees.
POLICY:
All company facilities, including company vehicles must be smoke free.
No person will smoke within 9 meters (30 feet) of any entrance or building.
No ashtray receptacles will be within 9 meters (30 feet) of any entrance or building.
SCOPE:
This policy applies to all employees of (company name)
PROCEDURE:




Bilingual no smoking signs will be posted at each entrance to (company
name)
Bilingual no smoking signs will be visible in all company vehicles.
Employees will be advised of the Smoking Cessation Incentive Policy effective
(date) open to all smoking employees of (company name)
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17.

Smoking Cessation Policy (Sample)

Policy: Smoking Cessation
Policy #:
Approved by:
Effective:
Revised:____________________________________________________________
PREAMBLE:
To optimize the health of (company name) employees and their spouse/partner by
supporting non-smoking behaviour and smoking cessation.
POLICY:
Recognizing the importance of individuals being supported in their efforts to quit
smoking, this policy extends to the spouses or partners of (company name)
employees. (Company name) will support employees and/or their spouse or partner
in efforts to quit smoking by contributing $200 to each one who quits for one year
(i.e. maximum $400 per couple that includes at least one employee of (company
name).
SCOPE:
All (company name) employees and their spouse/partners who smoke
PROCEDURE:









The employee who intends to quit smoking chooses a non-smoking,
cessation buddy from within the employee pool at (company name) and the
buddy consents to, serve as the buddy and to provide written proof of the
employees smoking cessation efforts.
The employee (and spouse/partner if applicable) will notify the manager of
his/her/their, intention to quit smoking, the method chosen for cessation, (a
self help program, pharmacological aids etc). and the date they will actually
quit smoking, who their non-smoking, cessation buddy from (company
name) will be
The employee and spouse/partner (if applicable) must provide a signed
declaration from their smoking cessation buddy naming them as the “witness
to the fact” that the employee has not smoked for 12 months
An employee and their spouse/partner who has not smoked for 12 months
after their quit date, can then submit the declaration form to the manager
and then they will receive a cheque in the amount of $200 (or $400 per
couple)
Employees and their spouse/partner are only eligible to participate once in
this smoking cessation incentive program.
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18.

Sun/UV Safety Policy (Sample)

Policy: Sun/UV Safety
Policy #:
Approved by:
Effective:
Revised:
_______________________________________________________
PREAMBLE:
(Company Name) is committed to protecting our employees from the effects of
exposure to solar ultraviolet radiation
POLICY:
Significant health risks are associated with overexposure to UV radiation and
(company name) will provide resources, information and products to mitigate the
effects of sun exposure for employees who must work outside
SCOPE:
This policy applies to every employee of (Company name) where outdoor work is
required
PROCEDURE:
Managers are encouraged to,






monitor the daily UV index (www.weathernetwork,com)
minimize outdoor work expectations during peak UV hours i.e. 11 am – 4 pm
if work or times cannot be changed, consider rotation of workers
provide personal protective equipment to the workers (sunscreen, long
sleeved, light coloured, loose fitting clothing made of tightly woven fabric
provide shade structures if shade is not readily available

Employees should,



wear appropriate clothing that covers the skin (as above)
wear sunglasses, hats that cover the nose, ears and back of neck and PABA
free sunscreen and lip balm

(Company name) will provide for employees




Sunscreen,
wide brimmed hats
information and awareness sessions annually
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19.

Workplace Violence Prevention Policy (Sample)

Policy: Workplace Violence Prevention
Policy #:
Approved by:
Effective:
Revised:
PREAMBLE:
Violence in the workplace or at work-related activities by an employee is
unacceptable and will not be tolerated by any other employee at (company name).
POLICY:
(Company name) will strive to prevent the occurrence of workplace violence by
assessing potential risk factors, increasing staff awareness and supporting and
implementing the appropriate prevention and safety measures.
SCOPE:
This policy applies to all employees of (company name).
PROCEDURE:
(Company name) will make every reasonable effort to identify potential sources of
violence, and work collaboratively to eliminate or minimize these risks. All reported
concerns, threats, or incidents of violence within the workplace or at work-related
activities will be followed up, as appropriate.
Upon employment, all staff will be oriented to the Workplace Violence Prevention
Policy.
Employees are expected to:




Identify potential risks and/or incidents of workplace violence
Report all potential or actual incidents; and participate in the development
and/or implementation of strategies to resolve identified safety issues or
hazards.
Know and follow the Corporate Code of Conduct (which emphasizes integrity,
respect, responsibility, fairness, caring and citizenship in the workplace).

Directors/Managers will:




Communicate this policy to all employees.
Assess Potential Risk Factors.
Ensure the provision of employee awareness and training.
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If the employee’s concern involves their own Director/Manager, the employee is
advised to report to:


Human Resources and/or Union representatives, the area Director or
manager, a representative of the JOHSC, or another director or
manager

All reported concerns will be treated confidentially, except when it is necessary to
take steps to ensure the safety of others and/or prevent an incident from occurring.
It may be necessary to contact the police.
In the case of a threat or incident of workplace violence, where an employee of
(company name) is the aggressor, a progressive disciplinary process will be
initiated. (See Policy re: Progressive Discipline).
In the case of a threat or incident of workplace violence where a student or
volunteer is the aggressor, this may result in the termination of their placement
with (company name).
Each incident will be reviewed upon its resolution for lessons learned.
When appropriate, individuals involved in an incident may also be requested to
participate in information debriefing, to ensure that the incident is appropriately
documented, and to allow for the opportunity to make comments and voice
concerns/issues.
As appropriate, Human Resources is to be consulted to ensure that the employee
receives further counseling about their legal rights.
The Workplace Violence Prevention policies will be reviewed and evaluated at least
every ___years. This will include a review and re-assessment of workplace risks.
New jobs are created or job descriptions are substantially changed.
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