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Manitoba Heavy Construction Association (VHCA® WORKSAFELY®)
“COR®/SECOR® Audit Document”
A “Continuous Improvement” Verification Exercise

The Manitoba Heavy Construction Association (MHCA®) is an organization fully funded by its member companies in the heavy
construction industry. Its focus is on promoting sustained investment in infrastructure, supporting and initiating policies which
help grow Manitoba’s economy and providing vocational and safety education and training to and for the heavy construction
industry.

The MHCA® WORKSAFELY® is managed and delivered by the MHCA® to the entire heavy construction industry in Manitoba
under a long-term funding agreement between the MHCA® and the Workers Compensation Board (WCB) of Manitoba.

The MHCA® WORKSAFELY® is supported by two revenue streams. The first is a surcharge on premiums paid by companies
classified by the WCB as heavy construction and listed as such in the WCB 407/408 and other rate codes. The second is
program “user fees,” an expectation by the WCB with which the MHCAZ® is obliged to comply.

The program is designed and mandated to assist the heavy construction industry in Manitoba to meet its obligations related
to workplace safety procedures, policies and training as required by provincial legislation. COR®/SECOR® (Certificate of
Recognition / Small Employer Certificate of Recognition) is earned not given.

The objective of safety programs is to eliminate workplace incidents and mitigate the severity of those that do occur.

The MHCA® WORKSAFELY® COR®/SECOR® Program and the within MHCA® WORKSAFELY® COR®/SECOR® Audit Document
assists in meeting Manitoba Laws, Manitoba Regulations, the Canada Labour Code and established industry standards and
practices some of which nominally exceed legislated requirements.

It also meets national auditing standards as adopted by the Canadian Federation of Construction Safety Associations (CFCSA)
allowing for reciprocal “COR® Certified” status achieved in Manitoba to be recognized across Canada.

COR® is an occupational safety and health accreditation program that verifies a fully implemented safety and health
management system which meets national standards. The objectives of COR® are to provide industry employers with effective
tools to develop, implement, assess and promote continual improvement of their safety and health management system to
prevent or mitigate incidents and injuries as well as their associated human and financial costs.

Although COR® is the national standard, COR® Certification must be granted by the Authority Having Jurisdiction in each of
the provinces or territories you work.

COR® Certification is reciprocally recognized in all provinces and territories. There is no minimum or maximum to the number
of workers a company must have to become COR® Certified or maintain COR® certified.

SECOR® may apply to companies of 19 or less persons in total. SECOR® may not have reciprocal recognition between
provinces and territories in Canada and therefore may not provide extra- provincial or territorial portability advantages.
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The Audit document is used to assess both COR® and SECOR® companies. The difference between the two is simple: COR®
companies are assessed against ALL questions listed in the audit document; SECOR® companies are assessed against only
those questions which are highlighted.

Workplace safety is the joint responsibility of management and worker(s). Education, training and the implementation
of individual safety and health policies, practices and procedures are not an option — it is a requirement of provincial
legislation, namely the Workplace Safety & Health (WS&H) Act and Regulation.

The MHCA® WORKSAFELY® COR®/SECOR® Program and Audit are designed to assist companies by providing a framework for
a safety and health management systems which will help meet its legal responsibilities. However only by fully adhering to the
Workplace Safety and Health Act and Regulation and other applicable legislation are companies in compliance.

The MHCA® WORKSAFELY® COR®/SECOR® Audit Document references some of the applicable sections of the WS&H Act and
Regulation.

The MHCA® WORKSAFELY® Quality Assurance Program (QAP) provides the comprehensive guidelines for MHCA®
WORKSAFELY® policies and procedures. It lays out the conduct (including ethical), program and implementation expectations
of all participants in a safety and health program. If you do not have a copy, feel free to contact the MHCA® WORKSAFELY®
and one will be provided.

The benefits of COR® Certification are many and include:

¢ Improve your and your employee due diligence and/or reasonable care by ensuring that you have current and
effective safety programs, practices and procedures in place for your work sites;

¢ Avoid or reduce workplace or occupational injuries and ilinesses which translates into lowered worker’s compensation
insurance premiums;

¢ Audits allow you to track your own safety performance and proactively implement corrective measures;

e As a measuring instrument, audits ultimately provide the ability to effect continuous improvement which benefits
the company and its employees; and

* Subject to WCB qualifying rules, achieving and maintaining COR®/SECOR® Status entitles companies to a 15% rate
reduction in WCB insurance premiums.

A MHCA® WORKSAFELY® objective is to assist heavy construction industry employers attain and thereafter maintain Certificate
of Recognition (COR®/SECOR®) status.

Please be reminded however, that COR®/SECOR® Certification requires achieving identified benchmarks. Failure to do so
may result in the COR®/SECOR® Certified status being suspended or revoked. A complete “Review and Appeal” of any such
decision is found in Section 10 of the QAP. Let the MHCA® WORKSAFELY® help you to ensure that does not happen.

The within MHCA® WORKSAFELY® COR®/SECOR® Audit Document is intended to provide a guide for Auditors in conducting
and completing the required External Audits of COR®/SECOR® Certified company safety and health programs.

It is also used for the purposes of conducting Internal and Trial Audits of company safety and health programs. It also

helps companies understand what is involved in an External Audit of its safety and health program (and therefore assists in
preparation) and post audit what corrective measures may be required.
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The purpose, objectives and approach in the conduct of an External Audit is to assess the existence, validity, effectiveness
and implementation of the company safety and health program. It tests for consistency with the required 15 COR®/SECOR®
Program Elements and helps the company and its employees in continuously improving its entire safety and health program
at all workplaces.

An audit should not be viewed nor its results received in the strictest sense, as a rigid “pass / fail” process. Audits should “flag,
red circle or caution” weaknesses for attention and corrective steps to be incorporated into the required Corrective Action
Plan which follows each audit.

Save and except during employee interviews which are confidential in nature, a company is entitled to designate an
employee (for example, its Safety Program Manager) to accompany the Auditor during the audit process to act as a resource,
answer questions and provide any required explanation.

Auditors are charged with the responsibility of objectively, consistently and fairly testing for the existence and implementation
of the company’s safety and health program and for consistency with the 15 COR®/SECOR® Program Elements. In addition, the
Auditor’s role is to promote continuous improvement by demonstrating cooperation, willingness to point out, correct, advise
and assist in improving upon what the Auditor finds.

If at any time during the audit process questions or concerns arise, companies are encouraged to contact the MHCA®
WORKSAFELY® Director or any one of the MHCA® WORKSAFELY® Safety Advisors for assistance.

In all instances where there is an evident body of objective evidence demonstrating a company safety and health program,
practices, procedures and attitude/culture, Auditors shall award full points.

Auditors should mark for substance vs. form when awarding points. A deficiency in form (provided in substance the program
element is substantially in place) should result in full points being awarded. In such circumstances a caution, recommendation
or directive for attention in a Corrective Action Plan should be noted in the audit report.

In all instances “benefit of doubt” shall be extended in favour of the audited company or its interviewed employees in
marking, assessing or scoring a company’s safety and health program. In such circumstances, Auditors shall flag appropriate
observations for inclusion in the company Corrective Action Plan.

Auditors shall not under any circumstances offer to provide remedial training or education, nor refer the audited company to
any entity providing such assistance in which the Auditor has a direct or indirect interest. They shall refer the audited company
to the MHCA® WORKSAFELY® for any such required advice.

If the MHCA® WORKSAFELY® cannot help, it can provide referrals to Safety Consultants. Companies can contact any one of the
MHCA® WORKSAFELY® Safety Advisors at 204-947-1379 or visit www.mhcaworksafely.ca for the appropriate referral.

In all cases, COR®/SECOR® certified status is earned, not given.
A company undertaking its first External Audit is required to achieve an overall score of 80% with a minimum of 50% in each

of the 15 COR®/SECOR® Program Elements (hereinafter referred to as the “required audit mark”) to be issued a COR®/SECOR®
Certificate thereby achieving “COR®/SECOR® Certified” status.
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Assuming a company is otherwise in compliance with its obligations, a COR®/SECOR® Certificate remains “in good standing”
until the expiry date disclosed in the Certificate.

Unless otherwise stipulated, maintenance of “COR®/SECOR® Certified” status “in good standing” requires the submission to
the MHCA® WORKSAFELY® on or before the anniversary date of its External Audit, of an Annual Internal Audit in each of the
first two years following COR®/SECOR® Certification and an External Audit in the third year, each audit demonstrating that
the company has achieved the required audit mark.

(Note: see also section 6.8 Quality Assurance Program, COR®/SECOR?® Certificate (“COR®/SECOR® Certified” status) — the
“Required Audit Mark,” and “COR®/SECOR® Audit Results, Follow up & Automatic Review”.)

This section applies only to companies with a pre-existing COR® Certified status.

The AUDIT RESULTS of an External Audit fall into three broad categories, each with varying conditions and time stipulations
which by agreement with the MHCA® WORKSAFELY® may be shortened or extended. Each is designed to assist continuous
safety and health program improvement and to achieve the required audit mark. The categories are as follows:

e  AUDIT RESULT 1: A score of 80% or more overall and 50% or more in each of the 15 Program Elements (the “required
audit mark”): An “Audit Result 1” company will be issued a COR®/SECOR® Certificate upon it submitting a Corrective
Action Plan satisfactory to the MHCA® WORKSAFELY®, within 14 calendar days following the date of the External
Audit and its approval by the MHCA® WORKSAFELY®.

To thereafter maintain its COR®/SECOR® Certified status “in good standing” the company must submit to the
satisfaction of the MHCA® WORKSAFELY®, Internal Audits on the anniversary date of its External Audit in each of the
next two years, followed by an External Audit by the anniversary date in the third year.

e AUDIT RESULT 2: Less than 80% and/or less than 50% in no more than 2 Program Elements: An “Audit Result 2”
company will not be issued a new COR®/SECOR® Certificate until it complies with the following conditions:

e That it develops and submit a Corrective Action Plan satisfactory to the MHCA® WORKSAFELY® within 14
calendar days following the date of the External Audit and its approval by the MHCA® WORKSAFELY®;

e That within the next 90 calendar days it implements the Corrective Action Plan, and;

e That within the next 30 calendar days it submits to a follow-up limited scope External Audit, focusing on
implementation of the Corrective Action Plan and the deficiencies in the two or less Program Elements. (The
MHCA® WORKSAFELY® will make the arrangements)

To be issued a new COR®/SECOR® Certificate, the company must achieve the required audit mark in its follow up
limited scope External Audit and submit a Corrective Action Plan to the satisfaction of the MHCA® WORKSAFELY®
within 14 calendar days of the said limited scope External Audit.

To thereafter maintain its COR®/SECOR® Certified status “in good standing” the company must submit to the
satisfaction of the MHCA® WORKSAFELY®, Internal Audits on the anniversary date of its External Audit in each of the
next two years, followed by an External Audit by the anniversary date in the third year.

e AUDIT RESULT 3: Less than 80% and/or less than 50% in 3 or more Program Elements: An “Audit Result 3” company
will not be issued a new COR®/SECOR® Certificate until it complies with the following conditions:
e That it develops and submit a Corrective Action Plan satisfactory to the MHCA® WORKSAFELY® within 14
calendar days following the date of the External Audit and its approval by the MHCA® WORKSAFELY®;
e That within the next 90 calendar days it implements the Corrective Action Plan, and;
e  That within the next 30 calendar days it submits to a full follow-up External Audit. (The MHCA® WORKSAFELY®
will make the arrangements)

To be issued a new COR®/SECOR® Certificate, the company must achieve the required audit mark in its full follow
up External Audit and submit a Corrective Action Plan to the satisfaction of the MHCA® WORKSAFELY® within 14
calendar days of the said External Audit.

To thereafter maintain its COR®/SECOR® Certified status “in good standing” the company must submit to the MHCA®

WORKSAFELY® an External Audit by the anniversary date of its External Audit. If it achieves the required audit mark, it
shall be treated as an “Audit Result 1” company.
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Note: Failure to comply with the conditions explicitly and specifically, MAY result in suspension or revocation of COR®/SECOR®
status.

Notwithstanding the above, the MHCA® WORKSAFELY® Director shall automatically review and assess the External Audit for
companies falling within either Audit Result 2 or 3 company. The Director’s re-assessment shall be limited to a review of the
External Audit document. If upon re-assessment the Director determines a higher score, that result shall be deemed final.

In every case, the results of the External Audit and the Corrective Action Plan which follow become the record of examination
for External Audits on a “go forward” basis. They provide a benchmark for the company, its employees and Auditors as to
where the company was and how far it and its employees have progressed. It is the tool which assists in continuous best
practice improvement.

In every case the MHCA® WORKSAFELY® will offer to provide follow up assistance, guidance direction and where asked,
training to help the company and its workers improve.

In every case, companies are reminded that to receive and/or maintain COR®/SECOR® Certified status they must meet the
“Required Audit Mark” {see COR®/SECOR® Certificate (“COR®/SECOR® Certified” status) — Required Audit Mark above}
failing which COR® Certified status may be suspended or revoked.

If the COR®/SECOR® Certification is suspended or revoked a complete “Review and Appeal” of any such decision is found in
Section 10 of the MHCA® WORKSAFELY® Quality Assurance Program (QAP).

If a company falls outside any of the above-described circumstances, it is encouraged to contact the MHCA® WORKSAFELY®
Director for further assistance and/or clarification.

In the event any conflict in content as between the COR®/SECOR® Audit Document and the MHCA® WORKSAFELY® Quality
Assurance Program (QAP) or any other resource material is determined, the within COR®/SECOR® Audit Document
provisions shall govern the COR® Audit process.

The information presented in this publication is intended for general use and may not apply to every circumstance. It is not a
definitive guide to provincial legislation and does not relieve persons using this publication from their responsibilities under
applicable legislation. The Manitoba Heavy Construction Association (MHCA®) does not guarantee the accuracy of, nor assume
liability for, the information presented. Individual assistance and advice is available from Manitoba Heavy Construction Safety
Program (MHCA® WORKSAFELY®). Interpretation of the law is best left to legal counsel.

The Manitoba Heavy Construction Association (MHCA®) extends its sincere appreciation to the Canadian Federation of
Construction Safety Association (CFCSA) and its members which provided materials in support of the preparation of this
MHCA® WORKSAFELY® COR®/SECOR® Audit Document.

© 2008 Manitoba Heavy Construction Association (MHCA®). This publication is the property of the Manitoba Heavy
Construction Association (MHCA®). Reproduction in any form, by any means, in whole or in part, or any use of this publication
without the express written consent first obtained from the MHCAZ® is strictly prohibited.
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Auditor:

Competent:

Contractor:

Critical:
Current:

Element:

Employee:

Incident:

Industry

Practice:

Job:

Lagging
indicators:

Leading
indicators:

Management:

Manager:

MHCA®:

MHCA®
WORKSAFELY®:

Musculoskeletal
Injury:

SAFELYNMHcA COR® & SECOR® AUDIT DOCUMENT

DEFINITIONS FOR AUDITORS

Authority Having Jurisdiction; an organization, office or individual responsible for enforcing
the requirements of a code or standard or for approving equipment, materials, an installation
or a procedure.

An individual who has the qualification and skill to measure Safety, Health and Environmental
performance against a given standard. Competency is based on training through a recognized
agency, certification and experience.

Means possessing knowledge, experience and training to perform a specific duty.

Means a person who, pursuant to one or more contracts, directs the activities of one or more
employers or self-employed persons involved in work at a work place.

Means events, activities, operations, etc., that have the potential to cause serious injury.

Means within the year of completing the audit.

One of the 15 sections within the COR® audit that deals with a specific component of the
management system. For example; the hazard assessment element is for the identification and
control of occupational hazards.

An individual employed by an organization/company (full time, part time or on a contractual
basis.) This could include owners, management, contractors and workers.

An undesired event that could have resulted or had the potential to result in personal harm,
property damage, environmental damage, near miss, impact or loss.

Refers to practices normally approved or accepted by an industry group.

A segment of work, a specific work assignment, a set of actions required to complete a specific
work objective. An accumulation of all tasks involved at the work site.

Indicators that measure the occurrence and frequency of events that occurred in the past, such
as the number or rate of injuries, ilinesses and fatalities.

Proactive and preventative measures that demonstrate the effectiveness of safety and health
activities and reveal potential problems in a safety and health program.

Person engaged in the administration of business concerns.

An individual appointed to administrate the company business. In construction this would be a
Superintendent level or higher.

Manitoba Heavy Construction Association.

Manitoba Heavy Construction Association Safety Program.

An injury or disorder of the muscles, tendons, ligaments, joints, nerves, blood vessels or related
soft tissue, including a sprain, strain or inflammation that may occur to a worker in a workplace
and that is caused or aggravated by any of the following: a repetitive motion, a forceful
exertion, vibration, mechanical compression, a sustained or awkward posture, a limitation on
motion or action, any other factor that creates a risk of musculoskeletal injury.
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Near Miss:

Prime
Contractor:

Procurement:

Safe Work
Procedure:

Senior

Management:

Service
Provider:

Supervisor:

Task:

Worker:

SAFELYNMHcA COR® & SECOR® AUDIT DOCUMENT

DEFINITIONS FOR AUDITORS

An undesired event that under slightly different circumstances had the potential to cause
personal harm, property damage, environmental damage, impact or loss. Commonly referred to
as an incident.

The contractor, employer or other person who enters into an agreement with the owner of the
work site to be the prime contractor.

The activities involved in obtaining the goods and services a company needs to support its daily
operations.

The step-by-step process of how to perform a task from start to finish safely.

The person or persons with the authority to establish policies for the company/organization.
Those responsible for the decision making, financial planning, policy making, etc.

A provider of basic services or value-added services for operation of a network. This generally
refers to public carriers and other commercial enterprises.

An individual appointed by the company to direct work site activities. This person would be
included in management interview questions.

A segment or work which requires a set of specific and distinct actions for its completion.
Critical task is a task, which has the potential to produce major loss to people, equipment,
processes and/or environment.

An individual who does not have management or supervisor responsibilities.
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GENERAL GUIDELINES

External Audits of COR® Certified Safety Programs may only be submitted by auditors certified by the MHCA®
WORKSAFELY®. Auditors wishing MHCA® WORKSAFELY® Certification must apply to the MHCA® WORKSAFELY®.

All External Audits must be completed consistent with the within Guidelines and Procedures (which follow) failing which
the Audit may be sent back or rejected by the MHCA® WORKSAFELY®. The requirements are straight forward but must be
followed to ensure consistency. Except where otherwise noted, Internal and Trial Audits are also required to follow the
MHCA® WORKSAFELY® Audit Document Guidelines and Procedures.

¢ All audits must be completed in ink

e The MHCA® WORKSAFELY® Audit Document for Internal and External Audits must be completed and submitted on
original forms

¢ Trial Audits may be submitted on photocopied forms

¢ All spaces under the verification technique must be completed using an (X) when no credit is given and a check mark (V)
when credit is given

e Each of the 15 elements must receive at least 50% to proceed

¢ Awarding partial points is acceptable. Where a question is worth four (4) or more points, consult the guidelines on how
points should be allocated. Where no specific

¢ instructions are given, positive response (V) equals full points, negative response (x) equals zero (0) points

e When an “AND” is used under the verification technique column, this indicates the need to confirm the answer using
both techniques. Before awarding points, refer to the element guidelines as partial points may be allowable

* To verify a question using “OR” both responses in the verification technique must be filled. A positive response (check
mark) is needed in only one of the verification techniques for points to be awarded

¢ Not — Applicable: The use of non-applicable (N/A) may be justified in all instances. Its use must be supported in written
detail in the comment section at the bottom of the applicable page and/or in the Auditor Executive Summary Report

¢ The auditor must initial any changes to the audit in ink

¢ To verify a question where D (documentation), O (observation) and | (interview) are required, all must receive a check
mark (V) for points to be awarded

¢ Indicate the individuals who have completed all REQUIRED COR® courses. The requirement is for at least one owner/
senior management and one full time person on staff.

Please note that failure to complete this document as required may result in the audit being rejected by MHCA®
WORKSAFELY®,
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Procedures for Completing the Manitoba Heavy Construction
Safety Program (MHCA® WORKSAFELY®) COR® Audit Document

Introduction

The MHCA® WORKSAFELY® Safety Program COR® Audit Document was designed and prepared ultimately to assist the heavy
construction industry in assessing and measuring implementation of individual safety management systems into all aspects

of a company’s operation.

It provides management audit-based information based upon which improvements and corrective action plans can be
developed. The document is a useful tool for company staff, management and safety professionals. It is the tool required to
be used by MHCA® WORKSAFELY® Certified Auditors in completing External Audits and by the individual company for Internal

or Trial Audits.

Before you begin the Safety Program Audit, read over the following pages carefully. They will explain the rationale for and

steps required to complete an audit.

Steps in the MHCA® WORKSAFELY® COR® Audit Process

1. Audit Preparation

2. Performing the
MHCA® WORKSAFELY®
COR® Audit

3.Reporting the
Results

Inform participants of pending audit

Post interview questions in an area visible to company or site staff
Locate background material and required documentation

Gather tools and Personal Protective Equipment (PPE)

Request and complete a Familiarization Tour

Conduct a pre-audit meeting to explain the process and identify
expectations

Safety program review (Safety Program Manual Verification)
Detailed audit (Observation and Interviews)
Document and summarize results

Conduct a Close Out Meeting — assemble the same people if you
had a pre-audit meeting

Present the Executive Summary and Audit Report

Discuss with management and ensure it understands the
obligation to develop and document a Corrective Action Plan

SAFELYNMHcA COR® & SECOR® AUDIT DOCUMENT
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STEP ONE - Audit Preparation

Planning in advance saves time and energy. You and/or your audit team should complete the following before the audit
begins:

Tell the organization or site to be audited that an audit is about to take place. This may be done by letter or in person. Make
sure people understand:

The date or dates of the audit

The purpose of the audit

Who will be involved

The types of activities that will occur

The proposed schedule of activities

The type of information and documentation that will be required before or during the audit
That the audit report will be available to management once the audit is completed

Get as much background information as possible about the area or organization that will be audited. Look for things like:

¢ An organizational chart

¢ A written description of the organization or area

¢ Any previous audit/inspection reports that may be available, including the previous Audit Corrective Action Plan
(applicable for subsequent audits).

Gather together the tools you will need:

¢ Note pad and pens (All audits must be completed in ink)

Appropriate Personal Protective Equipment (PPE)

Any existing company policies, practices, procedures, etc.

Copies of the Workplace Safety and Health Act & Regulation and other appropriate legislation
The MHCA® WORKSAFELY® COR® Audit document

Interview questionnaires

Before conducting an audit, arrange for a site tour with a knowledgeable staff person to acquaint you with the operations.
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STEP TWO - Performing the Audit

In the course of conducting the audit, it is good practice to identify problems or concerns which may require corrective action
in a separate note pad. Once conclusions have been finalized and are clear, note the appropriate ones in the “Comments”
portion of the audit document itself. The audit process itself consists of the following:

¢ A review of the company safety program (Safety Program Manual Verification)
e Conducting the audit itself
¢ Documenting and summarizing the results

Initially the Safety Program Manual Verification (SPMV) is a review of the company’s safety program. Its purpose is only to
determine whether there exists a company safety program which reflects all 15 required elements of the COR® Program.

If any of the 15 elements are absent the company will fail its audit. Accordingly, speak to the company’s senior management
and seek clarification. The missing elements may not be contained in a corporate policy manual or more than one element
may be contained in a single topic area. Following this discussion, place the onus on the company to determine the merits of
proceeding with the audit or to develop the missing element before proceeding with the audit. If all 15 elements are present,
proceed to the next audit steps.

All the company objectives or policies may be included in one corporate policy statement. The audit must ensure that is
complete and award points accordingly. Any questions regarding there or other formats should be addressed to the MHCA®
WORKSAFELY®.

In an internal Audit year, auditors must provide a sampling of the documentation in each element.

The detailed audit reviews all 15 elements of the safety program. Note that Manitoba based companies and those from out of
province requesting COR® equivalency must complete element 15 “Manitoba Heavy Construction Supplement”.

Site Locations

The company must disclose all active worksites and must have at least one active worksite for the External Audit to proceed. In
addition to the office and shop areas, the auditor must visit at least one active worksite at which the audit is conducted. Save
for the aforementioned, the number of site locations to be audited remains within the auditor’s scope of discretion.

Working with the Forms
Each element lists a series of questions. After each question is a “Score Weighting.” This is an indication of the value or
importance of each question. Questions that have a higher weighting are more critical than those with a lower weighting.

Under “Technique Employed” are three columns headed D (documentation), O (observation) and I (interview). Some of the
boxes in these columns are shaded. This means that the particular technique is inappropriate for that question.

Some questions may require more than one technique to fully answer the question.

As you work through the documentation, observe activities on site and interview people you should be able to answer “yes”
or “no” to each question. In some cases, you may have to back track to make sure your answer is correct. When you answer
“yes” to a question, put a check mark (V) in the appropriate box. When you answer “no” put an (X). If the question does not
apply, put an “N/A” in the box and provide an explanation in the comments section (adjust the total score accordingly on that
sheet and on the back Audit Summary Sheet).

Note: You may be able to put a check mark in a box right away; however, don’t assume a “no” answer. Leave the box blank
until you have a chance to check with Management.
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The following examples show how it works:

Question 1.4 under the Company Safety Policy element asks, “Is signed by the current senior management and appropriately
dated?” Since the space under “O” and “I” are shaded, documentation is the only method necessary to determine the answer
to this question. If you review the documentation and can answer “yes” to the question, you would put a check mark (V) in
the box under the “D” column.

On the same form Question 1.5, “Is visibly posted in the workplace and/or made readily available to all workplace parties?”
requires observation or interviews on the site to find whether or not the corporate safety policy really is posted around the
site. If you did a tour and found that the policy was not posted, you would put an (X) in the box under the “O” column or award
points based on the majority of positive interview responses.

Question 1.6 also in Element One, “Is it communicated to workplace parties?” requires an interview. In this case, if your
interviews showed that the majority of company personnel knew the content of the policy, you would put a check mark (V) in
the box under the “I” column.

Question 9.6 in Element 9, “Is the required frequency of inspections being met by the supervisor and other responsible
individuals?” This may be answered primarily by a review of the documentation. However, it is possible that someone other
than the Supervisor could have completed a formal workplace inspection form. Therefore, it is important to verify the accuracy
of the documentation by interviewing Site Supervisors to see if they can confirm their involvement in worksite inspections.
If a workplace inspection form was completed, you would put a check mark (V) in the box under the “D” column. However, if
the majority of your interviews showed that Supervisors were not involved in conducting inspections, you would put an (X) in
the box under the “I” column.

The final column on each form records the points awarded for the questions. In each question with a check mark (v) (a “yes”
answer) move the number Score Weighting to the Points Awarded box for the question. If the question has an X (a “no”
answer) put zero in the Points Awarded box.

Finally, add up the points awarded for each section and put the number in the box with the heavy BLACK outline marked Total
Points Awarded.

Note: You will find specific guidelines on the page facing each form. Read them over before you start your audit.

Use the following approach to complete the detailed audit. It will help you do the audit quickly and easily.

I. Review the documentation — check in manuals or in company files to answer the questions.
Often office personnel or management can help you find appropriate documentation. Work with the company to review
the documentation for each question where documentation is required. If you have the appropriate documentation to
answer “yes” to a question, place a check mark in the box under the “D” column for that question. If you cannot find
the documentation necessary, do not put an (X). Simply leave the box blank for now BUT at the end of the audit all
boxes must be filled in.

. Observe the operation — tour the site or facility to determine whether the safety and health program complies with
current legislation and company standards. The Auditor should note general site conditions and attempt to correlate
this to what safety and health program element(s) is working or not at the field level.

Use a combination of the Audit Document and a note pad to record “Auditor’s Safety Notes” during your tour. Make
sure you look for evidence relating to any question in the Audit Document for which observation is required.

If you can answer “yes” to a question (or verification), place a check mark under the “O” column for that question. If the
answer is “no,” leave the box blank for now.

Use a note pad to record Safety Notes to make specific comments about problems you see (equipment in poor

condition, notices covered over by other paper on bulletin boards, other hazards identified, etc.).ures are demonstrated
as part of individual knowledge.
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1. Interview people — interview a random selection of people on site. You don’t have to interview everyone, although
on small sites with only a few employees, this may be necessary.

Group interviews are not an accepted practice. A good rule of thumb is to interview at least 3-15 people on sites with
50 or less employees — see chart below. On sites with more than 100 employees, normally, you shouldn’t have to do
more than 20-25 interviews. Interviews could take approximately 15-30 minutes per person, depending upon the
number of conducted interviews.

It is essential to interview a good cross section of all company personnel. Generally, this will include a random selection
of jobsite, office and shop personnel. The interview purpose is to assess whether policies, best practices/procedures are
demonstrated as part of individual knowledge.

Interview Chart — Suggested Number of Interviews for size of Company (minimum)

Companysie e o
5 2 1 3
10 3 2 5
25 7 3 10
50 10 5 15
100 15 5 20
100+ 15+ 5+ 20+

The above is a suggested number of interviews supplied as a guide. These numbers are necessary to ensure that a
representative sample of the organization’s/company’s work force is interviewed.

NOTE: If the company hires contractors, you may also wish to interview one or two (using the “contractor interview
guestionnaire”) to assist in determining if hazards are identified, communicate and controlled.

When conducting interviews, do not allow anyone to pre-select people. Use the questionnaire forms provided for: Workers;
Management/Supervisor and Safety Committee Member/ Worker Safety Representative. Make sufficient copies of these
forms to have one for each person to be interviewed. These questions can be posted prior to the audit in a highly visible
workplace or site area. You should also stress that the answers given are strictly confidential.

Work through each question where an interview is required to verify/confirm the answer. Use a (V) for a positive response or
an (X) for a negative response under the |

(interview) technique column.

Note: Under this technique, the responses for worker, management and supervisor are added for each question.

In order to award a check mark (V) for a positive response, there must be more positive than negative responses to the

questions being asked. If the responses are equal positive and negative, place an (V) in the I (interview) column. To avoid tie
situation, try to conduct an odd number of interviews if possible.
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If you followed the procedure, you have now been through the audit one time and at this point, you will probably have a few
empty boxes where responses are required under D (documentation), O (observation) or I (interview).

For these questions, check with management to request specific documentation, or that you be shown where the answer can
be found.

Don'’t just accept management’s word, but be flexible. If documentation is poor, but you are shown the evidence on site, you
can accept the evidence. You should point out the poor records in your report but there is no need to penalize the safety
program because of sloppy documentation (in most cases).

You may also get inconsistent or inconclusive information from your interviews. In these cases, you will have to probe for the
reasons around the confusion to determine what the correct answer should be.

After you have completed the accuracy check, you may be able to answer “yes” in a few more places. The answers to the
remaining questions will then be “no”. Now you can go back over the forms and put X’s in the remaining blank boxes to
indicate confirmed “no” answers.

Points on the Safety Program Audit are awarded as follows:

¢ Award full points for each check mark (V)

e For questions containing an X, refer to the element guidelines as some questions with a score weighting of 4 or greater
may allow partial points

¢ In the elements with N/A in a box, be sure to minus those points from the Total Points Awarded and the Executive
Summary Sheet to ensure accurate results

e When an “AND” is used under the verification technique column, this indicated the need to confirm the answer using
both techniques. Refer to the element guidelines as some question with a score weighting of 4 or greater may allow
partial points.

When an “OR” is used under the verification column, a positive response in either technique can be used to award points.
Note: Both techniques must be filled in.

Shaded areas indicate that a particular technique does not apply to that question.

When each section has been completed, add up the points and write the total in the Points Awarded boxes. Transfer the Total
Points Awarded in each element to the appropriate Executive Summary Sheet.
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STEP THREE - Summarizing and Reporting Results

Presenting results involves the following:

e Executive Summary Sheet
Close—out Meeting

Auditor Executive Summary Report
e Corrective Action Plan

The audit results must be presented to management. A summary of the critical information is presented on the Executive
Summary Sheet. Complete the sheet as follows:

¢ Fill in the name of the company, auditor and date(s) of the audit

® For each of the 15 Elements, fill in the actual score awarded

e The minimum standard column lists the minimum score required for each element. Compare the Actual Score to the
Minimum Standard for each element. If the Actual Score is equal or greater than the Minimum Standard, put a check
mark (V) in the “yes” box in the Standard Achieved column. If the Actual Score is less than the Minimum Standard,
put a check mark (V) in the “no” box in the Standard Achieved column. This will show management very clearly where
standards are achieved and where the safety program must be improved to meet the standard

e After you have identified which elements meet the standard and which do not, you may wish to make some additional
comments. These can be accommodated as follows: the last column on the Audit Summary Sheet and the Audit Executive
Summary Report.

Remember when making your comments to mention the positive as well as the negatives. If the audit shows some excellent
safety programming - say so. If the audit shows some critical problems — identify those as well.

Immediately after the audit is completed, conduct an audit close out meeting. For many larger organizations, a pre-audit
opening meeting is also held and the close-out meeting should have the same people in attendance.

At the close-out meeting, the audit results are presented and reviewed in their entirety, element by element. Credit should be
given where due and areas of improvement should be identified for corrective action.

The agenda topics should include the following:

e An overview of the audit (no score shown yet)

¢ |dentification of any immediate concerns that require corrective action(s)

e Emphasize successful elements of the program

¢ Allow for discussion of any concerns or observations

¢ Present the score

¢ Remind management of the obligation to develop/document a Corrective Action Plan based on the audit results.
Note: the audit is not considered complete if a Corrective Action Plan is not submitted with the audit.

¢ Allow for questions and have the company’s senior representative insert the goals for the next audit and sign the Audit
Summary Sheet on behalf of the company

e Advise that a written summary report will be prepared and provided
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A written report is the last step in the audit process. It should contain only audit relevant information. It must not breach
confidentiality, express personal biases or unsubstantiated opinions or provide individual names of workers or managers
interviewed.

The Auditor’s Report is the single most important part of the audit. This report should address the positives and negatives
associated with the audit. The auditor’s report should contain enough information to be useful to the company so it can
develop a Corrective Action Plan based on the findings of the audit.

The following information should always be contained in the final audit report:

e An executive summary

¢ A comprehensive evaluation including what was found, what was positive, what was negative, what should be changed
and what should be continued in each of the 15 elements

e Any critical program suggestions

e A summary scoring sheet (such as the Executive Summary Sheet discussed above)

¢ A graphic profile of the results. This is particularly valuable in second and subsequent audits to show the progress of the

organization

A copy of the scoring sheets

Sample documentation, particularly for documentation which needs improvement

¢ Any other relevant documents that would help management understand the nature of a problem.

For example, the auditor’s report should be written in paragraphs and include the following information:

e |n the first section, state the purpose of conducting the audit in preparation for a MHCA® WORKSAFELY® External Audit
for COR® Certification.

¢ In the second section, report the company’s background information; include the type of activities being performed,
number of field employees and whether or not the company was acting as a prime contractor or a contractor.

¢ In the third section, summarize the audit results, including the company’s final score/percentage. You should comment
on sections that scored “dangerously close” to the minimum standard in a particular section.

e |n the fourth section, provide generalized information such as the areas where the company performed well. For example,
“documentation indicated that it was completing project hazard assessments on all jobs identifying and controlling the
hazards in an effective manner...”

¢ In the fifth section, identify the specific areas where improvement is needed and offer specific recommendations in
sufficient detail to permit preparation of the Corrective Action Plan. For example, “interviews indicate that inspections do
take place, but only the safety person is involved. It is recommended that inspections are conducted on a regular basis
and include the site supervisor.”

¢ In the last paragraph, thank the company for its time and effort and remind of the obligation to develop the Corrective
Action Plan based upon the report and its recommendations.

Documented corrective action plans demonstrate a level of “due diligence” provided the plan has been effectively implemented.

The employer is required to develop a written Corrective Action Plan after each audit. The plan provides the employer with an
opportunity to respond to the audit. A complete Corrective Action Plan will:

¢ Prioritize identified deficiencies and recommendations from the audit by assigning target completion dates
¢ |dentify corrective action(s) required

e Assign responsibility

¢ Document senior management acceptance by the required “sign-off”

¢ Provide for follow up to ensure completion

Typically, the auditor will, in a timely manner following the close out meeting, provide the employer with the written Auditor’s
Report. It is based upon this report and its recommendations that the employer can then prepare the required Corrective
Action Plan.
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The Corrective Action Plan must be submitted by the employer in writing to the MHCA® WORKSAFELY®.

Submission by the employer to the MHCA® WORKSAFELY® of a written Corrective Action Plan is the final document required
to complete a valid audit.

Note: Audit Document Submission Checklist
Prior to submitting the audit document to the MHCA® WORKSAFELY® for review, ensure the following have been included:
¢ A complete copy of the company’s Internal audit
¢ Supply photocopies of all required supporting sample documentation for each section on internal audit years (will be kept
on file by MHCA® WORKSAFELY®)
¢ A copy of the company safety manual (upon request)
e An active jobsite list stating: the name and phone number of the contact person, type of work activity, type of specialized
PPE required and the number of company personnel on site

STEP FOUR - Summary and Conclusion

The MHCA® WORKSAFELY® Safety Program Audit and the resulting Corrective Action Plan provide tangible benefits to the
company and its employees including:

¢ A more accurate measurement of the safety and health management system

Ability to make more informed decisions regarding future improvements to the safety program
Prevent injuries and lower incident rates

Ability to better manage WCB costs

Stable workforce and higher productivity because of reduced loss time due to injuries
Higher morale in the workforce

Reducing operating costs

Reduce property and production losses

Reduce or eliminate the potential for legal penalties and shutdowns

Ability to evaluate the cost/benefit of the safety program

Due diligence benefits

The MHCA® WORKSAFELY® through its COR® Program is committed to assisting the heavy construction industry in achieving
and exceeding the work safe responsibilities which not only oblige all of us legally, but morally as well.
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