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Working By the Rules
First: A Word about Workplace Rules

There are different categories of rules that we need to be concerned
with in Canadian workplaces:

1. Unwritten Rules like those we discussed in Unit 2: Organizational
Culture. These can be both general and specific. A general rule is
one that can be observed in many or most workplaces:
§ looking at the floor numbers change instead of looking at the

other people while on an elevator
§ standing an arm's length away from a supervisor when you are

communicating
  Specific rules may be observed only in one company:

§ when Mr. Poon has his door closed do not disturb him…ever!

2. Rules written down by the company or organization. These are called
policies and procedures. We will discuss them later. They include
areas such as sick benefits, bereavement leave, time off, and dress
codes.

3. Government Legislation. These are usually referred to as acts or
codes and there are consequences if they are not followed.

     The acts and codes are legislated documents. What
     do you think this means? The Federal or
     Provincial Legislature enacts the codes and
     acts. Do you think a government should be
     involved in setting rules for business? Why is it
     a good idea or a bad idea?
     In Canada, both the Parliament of Canada
     and Provincial Legislatures have the power to
     enact labour laws.  Provincial Legislatures have
     major jurisdiction.
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The Canadian Labour Code governs federally regulated employees.
About 10% of all working Canadians are federally regulated. The
sectors include:

q air, rail (between provinces), road and pipeline
transportation

q broadcasting
q telecommunications
q banking
q uranium mining, some oil and gas exploration
q crown corporations
q federal public service

Think about these sectors. Why are they federally legislated?

There are also pieces of legislation dealing with particular sectors and
professions (like medicine). A province or the Federal Government may
regulate these. A trip to your local reference library or a visit to your

provincial government's web site will help you explore the
details of the sector you plan to enter.

Areas common to all employees working in Canada are
employment standards, human rights and health and safety, specifically
WHMIS. WHMIS is the short form for Workplace Hazardous
Materials Information System. Some of the legislation is federal and
some provincial. If you plan to work in a federally regulated sector, you
can find lots of information at this web site:

http://labour-travail.hrdc-drhc.gc.ca/doc/lab-trav/eng/pdf/hrdc.pdf

The following information is based on the Province of Ontario. Much of
it will be the same in other provinces, but check out the differences at
your provincial government web site.
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To Get Started

Some Employment Related Terms*
Word or Expression Definition
employer owner, proprietor, manager, superintendent,

overseer, trustee of any business, work, trade,
occupation, profession, project that is directly
or indirectly responsible for the employment of
a person

employee a person working for another person or
business with the expectation of wages

regular rate of pay the rate of pay for an hour of work in a regular,
non-overtime work week

regular week's pay the pay an employee receives in a normal work
week without overtime

work week seven consecutive days, beginning on the day
established by the employer

collective agreement a contract that results from collective
bargaining, a system that lets employees deal as
a group with employers

piece-work a system of pay where an employee is paid for
each unit of work completed, not the number of
hours worked

overtime pay regular wage x 1.5 or x2 in some circumstances

*The information in this unit has been adapted from Employment Standards, Ontario Ministry of
Labour

Brainstorm with your group and make a list of the areas you think are
included in legislation about people working. Some of you have
experience working in other countries. Some of you may have
experience working in one or more sectors in Canada. Think about
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mandatory rules you had to follow. Mandatory Rules are often legal
rules that you must follow.

You can use the following chart to organize your ideas. One example is
done for you. Add as many as you can think of.

Possible Rule Category Area Why would this be
important?

Construction workers
must wear safety
shoes and hard hats.

Health and
Safety

Construction
Sector

Heavy items can be
dropped on construction
sites and there are lots of
nails and splinters around.

How did your group do? When you shared your work with the rest of
the class, did you have different ideas or were they the same? How
many were important in just one sector? Were there some that seemed
to be important in every sector?
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There are lots of areas covered by the Employment Standards Act:
(regulated by the Government of Canada. They are covered by Federal
legislation.)

Reflection
Do you think it is important to set limits on the hours a person can
work? Why?

Hours of Work
The Act sets limits on the number of hours worked in a day and week,
but it does not establish normal working hours. These hours of work
are set by a company or a collective agreement.

There are a few exceptions, but usually the limits in Ontario are 8
hours a day and 48 hours a week. Most employees are entitled to
overtime pay after 44 hours of work.

Employees cannot work more than five hours without a 30-minute meal
break. The employer decides if these are paid or unpaid breaks. Coffee
and rest breaks are not covered by the act.

Minimum Wage

This is the lowest hourly wage an employer can pay an employee. Both
full-time and part-time workers are covered. Check with your provincial
Ministry of Labour for the current information.



CanadaWorks   WTS Workplace Training and Services

62

Public Holidays

q New Year's Day
q Good Friday
q Victoria Day
q Canada Day
q Labour Day
q Thanksgiving Day
q Christmas Day
q December 26th (Boxing Day)

Why do you think these holidays are public holidays? Can you make a
guess? Can you identify a holiday that is not on this list?

For example, in Ontario, the Civic Holiday (first Monday in August) is
not a public holiday under this act. Therefore an employer does not
have to pay an employee although many employers do.

Vacation Time and Vacation Pay

Employees are entitled to at least two weeks off with vacation pay
after each 12 months of working. Vacation pay is a minimum of 4% of
total annual wages.

Pregnancy and Parental Leave

Pregnant employees or employees that become "new parents" may be
entitled to leave. The parental leave includes a new father and parents
who have adopted children.
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Termination and Severance

Terminated is the same as:
q fired
q let go
q discharged
q permanently laid off
q dismissed

With some exceptions, an employee must receive written notice of
termination or termination pay instead of or in lieu of written notice.
Severance pay is a bit different. It is additional money paid to an
employee to recognize years of service. Not all employees are given
this.

Being terminated is often an emotional experience. It can be extremely
stressful. What would you do if you were terminated?

With your group, try to list the emotions that someone might feel and
a possible plan for them to follow or an action to take.

Emotion or Fear Plan of Action

Is there any way this could be a positive experience?

Are there as many
words that mean
hired? What are they?
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Catchy Phrases
Busman's holiday.

Minimum Hourly Wage Rates
There are 5 categories of workers:
q general workers (includes domestic and

harvest workers)
q homeworkers
q students (under 18)
q liquor servers
q hunting/fishing guides (minimum daily rate)

Each of these categories, at this time, have
different rates of pay. Liquor Servers have
the lowest rate. Can you guess why? What
are tips and gratuities?
These rates are set provincially and are
reviewed periodically.

Crown Corporations

Each crown corporation is a distinct
organization completely owned by the Crown
(government) and each is managed by a board
of directors. The crown corporations are
federally regulated. They include such
familiar names as:
q Bank of Canada
q Canada Council
q Canadian Broadcasting Corporation (CBC)
q Via Rail Canada Inc.
q Canada Post

Canadian Workplace
Information Index
http://labour-travail.hrdc-
drhc.gc.ca/doc/wid-
dimt/eng/index.cfm

Connection to
Provincial Sites
http://hrdc-
drhc.gc.ca/maps/national/c
anada.shtml

 Working for You
A Booklet describing
The Labour Program, a
federal initiative.
http://labour-travail.hrdc-
drhc.gc.ca/doc/lab-
trav/eng/pdf/hrdc.pdf

Know Your Rights
http://www.yorku.ca/resear
ch/crws/Pamph99.html
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Working By the Rules:
Instructor Notes

Plain English Please!

• Discuss as a large group the types of places
learners have worked and the rules they have
encountered (both written and unwritten)

• Post information in point form on a flip chart
• Have learners copy information into a chart
• Start a discussion about the type of English that

is used when writing rules—informal or formal?
• Explain that many companies in Canada give new

employees a company handbook that contains the
company’s rules, regulations, and policies

• Discuss the importance of being able to read,
interpret, and understand company handbooks

• Divide the learners into small groups
• Give each group a copy of “Company Rules”
• Ask each group to re-write the rules in plain

English—in a way that the largest number of
people could read and understand them

• Ask each group to post their re-written rules
• Give each learner some highlighters and ask them

to take a Gallery Walk and read the rules
• Ask learners to highlight any words or phrases

that they think are very good choices for plain
language

• Discuss if the meaning of any of the rules has
changed during the “translation” to plain English

• Consolidate the lists and agree on a single list of
rules

• Have learners copy the final list

Note: You may want to
have your class
complete Plain English
Please! two times. Do
the activity first from
a social point of view
and then a workplace
point of view.

Skills to Practice
q  brainstorming
q  copy text in chart
    format
q  discuss reasons and
    consequences
q  express & defend
    opinion
q  come to consensus
q  read and critique
q  read objectively
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Tips for Level 5

• Review the Employment Standards Act in more detail
• Ask learners to bring in examples of documents

that are written in a formal and/or legal style
(Visa statements, rental agreements, etc.) and
have them explain what they mean

Skills to Practice
q read and interpret
   text
q select appropriate
   materials
q present
   interpretation

Related Benchmarks

Speaking
Level 4 ask and respond to simple familiar questions
Level 5 participate in a small group discussion

Reading
Level 4 get the gist, key information and important

detail of simple explicit two to three
paragraph texts

Level 5 demonstrate comprehension of a two or three
paragraph moderately complex text

Writing
Level 4 fill out simple forms
Level 5 fill out forms with other information as

required
write a paragraph (word-process, revise, edit,
format and print using a computer if
available)
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Plain English Please!

Some Written Rules We Have Experienced
_____________________________________

_____________________________________

_____________________________________

_____________________________________

_____________________________________

_____________________________________

_____________________________________

Some Unwritten Rules We Have Experienced
____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________
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Company Rules

Company rules help make and keep working conditions positive.  They
help everyone understand their work responsibilities.  Disciplinary
action, ranging from counseling to discharge, may be imposed depending
on the seriousness of the offence.  Unacceptable conduct includes, but
is not limited to the following:

1. Falsifying any report or records and/or providing false
information with respect to personnel, absenteeism, or injury
claims.

2. Repetitive or habitual absenteeism or tardiness.

3. Interfering with others in the performance of their jobs or
causing a restriction of production.

4. Divulging Company information of a confidential nature to
unauthorized persons.

5. Failing to obey instructions of authorized personnel.*

6. Engaging in horseplay.

7. Posting or removing any written documentation, including notices,
signs, or pictures, on any bulletin board on property that is
designated as Company property without prior written permission
from Management.

8. Soliciting or selling of any kind, collecting contributions, or
conducting games of chance without specific written
authorization of the Company.
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Rules
Rules

and more
Rules

9. Maintaining unacceptable housekeeping practices and/or
standards.

10. Failing to perform job duties in compliance with Company
standards.

* A worker does have the right to refuse work he or she feels is
dangerous.
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The Canadian Reality

Canada is a multi-cultural country. There may be only two official
languages, but dozens of languages are heard in homes, workplaces,
schools and the street. We share and experience the food, music, art
and values that are brought here by every newcomer. We also
recognize that people's uniqueness extends beyond their ethnicity,
culture and race. Our laws reflect the diverse richness in our country.

 Like employment standards, both the federal and provincial
governments have legislation to protect individual rights and freedoms.
For all of Canada, the legislation is called The Canadian Human Rights
Act. In Ontario, the legislation is called The Human Rights Code. Other
provinces have similar pieces of legislation.

Do other countries have similar legislation to protect people? Why do
you think Canada and its provinces have such strong protection in its
laws? Have you heard the expression "human rights"?

What does prohibited mean? What do you think discrimination means?
Think about your life. Have you ever faced discrimination? What did
you experience? What kind of emotions did you experience? Was it a
positive or a negative experience?

Hmmmm……
Civilization is to be judged by its treatment of minorities.

Mahatma Gandhi

In Canadian workplaces, the federal act or provincial legislation
protects employees from discrimination. There is a system in place for
complaints. There are also rules about the kinds of questions that a
company can ask in an interview or on an application.
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Human Rights: the Canadian Timeline

1929 The British Privy Council decided that
women were persons under the BNA Act
and therefore could vote.

1940 Mr. Christie was awarded $200.00 (for loss of dignity and
worth) after being refused service at the Montreal Forum
because he was a man of colour. The business community had
the judgement overturned. There was no law to protect
individual rights.

1948 Canada, as a member state of the United Nations, signed
the Universal Declaration of Human Rights.

1962 The Human Rights Code was proclaimed in Ontario.

1964 The Federal Bill of Rights enshrined the principle of
equality.

1976 The Canadian Human Rights Act became law.

1982 The Canadian Charter of Rights and Freedoms was enacted.

As time flies through this
new century, what changes
do you predict we will see
in Canadian human rights?
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The following chart outlines the areas of prohibited discriminations
related to employment.

Canadian Human Rights Act
http://www.chrc-ccdp.ca/

Ontario Human Rights Code
http://www.ohrc.on.ca/

1. Race
2. National/Ethnic Origin
3. Colour
4. Religion
5. Age
6. Sex (including pregnancy,

childbirth and orientation)
7. Marital Status
8. Family Status
9. Pardoned Conviction
10.Disability (including
     physical/mental/drug or alcohol
     dependence)

1. Race
2. Ancestry
3. Place of Origin
4. Ethnic Origin
5. Colour
6. Citizenship
7. Creed
8. Sex
9. Sexual orientation
10.Age
11.Marital status
12.Family status
13.Handicap
14.Record of Offences

The language is slightly different in the two lists. Can you find words
with similar meanings?  What are the differences between ancestry
and place of origin and ethnicity?

Take a few minutes and describe yourself to a partner. How much of
your description would fit into these areas listed above? Was your
partner's description similar to or different than yours? What about
the rest of the class?

Canadian workplaces are filled with people different than ourselves.
They may have different values, approaches to learning and working,
and communication styles. Those characteristics listed above are
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protected under Canadian and provincial law. What does that mean as a
worker?

It means that we have both rights and responsibilities. We are
protected from discrimination and harassment in the workplace. It also
means that we have a responsibility not to discriminate and harass
others. We are partners in our work environment.  We have a
responsibility to help make it a safe and comfortable place for others.
No one likes to work in a poisoned environment.

In workplaces, two of the most common areas of discrimination involve
sexual harassment and inappropriate jokes. What do you think
harassment means? Have you ever laughed at a joke that made you feel
uncomfortable? We need to know what the limits are in both of these
areas and some strategies for telling people to stop.

Case Study

Viktoria is a new employee at a branch of Apex Parcel Service. She
complains to her supervisor that she is finding it very difficult to work
in this environment. Every day as she stands and sorts parcels, she has
to listen to sexist and racist jokes from six of her male co-workers.
She does not find any of these jokes funny. She also does not like to
look at the pin-ups of women in bikinis that they stick up on the walls.

Before going to the supervisor she politely asked the co-workers to
stop this behaviour because she found it offensive. They responded
that "There were more of them and why should they change anyway?
They were only joking. It was harmless."

Do you agree that it was harmless? Or do you think this is a poisoned
environment? What should the supervisor do? Who is responsible for
changing the environment?
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Quiz: Sexual Harassment at Work*

Read each case and decide if it represents harassment (√)

No harassment  harassment  unsure

1. The cook, acting as manager of a restaurant,
          repeatedly asks a waitress out on dates. After

she says no, he becomes very critical of
her work.

2. An employee is frequently patted on the back by
a male co-worker. She has repeatedly told him
to stop, but he just laughs when she gets angry.

3. A young employee fails to tell her boss that his
sexual jokes and remarks are offensive, and
simply quits three days later.

4. Cartoons that make fun of racial minority women
are taped up on a black woman's locker. There are
also other pranks played on her.

5. A supervisor says he had no intention of
harassing a cleaner. He thought she enjoyed the
attention, pin-up calendars and centrefolds.

6. A male supervisor often compliments the work of an
aboriginal female employee. He does so in public
and in private.

7. An employer is accused of harassment, but he explains
that the company didn't even know that the supervisor

 was harassing the employees.

* Employer's Guide A Time For Action. Ontario Women's Directorate 1993
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How did you do on the quiz? Were there any surprises? Can you think
of other examples of a behaviour that could be sexual harassment?
Although the examples in the quiz describe women being harassed by
men, the law protects everyone from harassment: woman to woman.
woman to man, man to man as well as man to woman.

What do you think a person needs to do if they feel they are being
harassed? What do they need to say? Who do they need to tell? What
would you do to change a poisoned environment to a healthy
environment?

Answers to Quiz

1. Yes, this is sexual harassment. The cook is using work-related reprisals to force
the waitress to comply with his demands or "suffer the consequences."

2. Yes, this is sexual harassment, specifically unwanted touching. The male co-
worker is dismissing and trivializing her clear verbal statement that his
behaviour is unwelcome.

3. This, too, is sexual harassment. Although the young worker hasn't told her boss
in so many words, the courts expect reasonable people not to embarrass or
offend employees by constant sexual references.

4. This is  typical of multiple workplace harassment. Here, the woman is subjected
to jokes and pranks that are both sexually and racially offensive. This is dual
abuse of power in the workplace.

5. Increasingly, courts are less interested in what the harasser intended than the
impact and results of his actions. Repeated, unwanted sexual attention, like pin-
up calendars and pornography, has no place at work.

6. Positive performance evaluations and informal praise of an employee's competent
work do not constitute sexual harassment.

7. While the employer was not personally responsible for the sexual harassment,
and may not have known about a particular case, the courts may hold the
employer liable for all workplace harassment.



CanadaWorks   WTS Workplace Training and Services

76

Reflection

Human rights exist to give each of us the freedom to choose how we
live our lives. Do we have a responsibility to respect the rights of
others?

The Joke's Over!

What is funny to me may not be funny to you. Many people find circus
clowns funny; other people find them frightening. Humour is also filled
with cultural references and current information.

The main thing to remember when you are in a Canadian
workplace is that some jokes are inappropriate by
law. Jokes told about ethnic groups, disabilities,
racial groups, or any joke done at someone else's
expense are considered harassment as defined
by human rights legislation. We may think it is
done in fun but it may hurt or humiliate a
co-worker.

Harassment occurs when someone makes unwelcome comments that
offend you, or are insulting or threatening because of your sex, creed,
race, ancestry, age, sexual orientation, place of origin, ethnic origin,
etc.
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Check Your Knowledge
Match the prohibited ground of discrimination with the correct
definition:

Race characteristics of culture, nationality,
religion etc shared by a large group of people

ancestry the colour of one's skin

place of origin where in the world a person was born

colour sexual preference in choosing consenting partners from
the same, opposite or both sexes

ethnic origin any degree of physical disability, infirmity,
malformation, developmental disability, learning
disability, mental disorder

citizenship an individual's family tree

creed in employment: people over 18 and under 65

sex visible characteristics of skin colour, facial features
etc. used to place people in categories

age religious beliefs, religious practices

sexual orientation federal offense for which a pardon has been granted or
provincial offenses record

marital status being married, single, divorced or separated

family status being in a parent-child relationship

handicap legal citizenship of any country

record of offences male, female as well as pregnancy and childbirth
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Catchy Phrases

It tickled my funny bone.

You can't teach an old dog new tricks.
(Why is this considered discriminatory but
the other catchy phrase isn't?)

Canadian Charter of
Human Rights
http://www.pch.gc.ca/pubs/
pub-rights.htm

Links to other Human
Rights sources
http://www.pch.gc.ca/ddp-
hrd/links-
liens/index_e.shtml

Provincial Web Sites
Alberta
http://www.albertahumanrights.ab.ca/help/index.html

British Columbia
http://www.bchrc.gov.bc.ca/

Manitoba
http://www.gov.mb.ca/hrc/english/mhrcinfo.html

New Brunswick
http://www.gov.nb.ca/hrc-cdp

Nova Scotia
http://www.gov.ns.ca/humanrights/

Prince Edward Island
http://www.gov.pe.ca/humanrights/

Quebec
http://www.cdpdj.qc.ca/

Saskatchewan
http://www.gov.sk.ca/shrc/

Newfoundland
http://www.gov.nf.ca/hrc/

Ontario
http://www.ohrc.on.ca/



CanadaWorks   WTS Workplace Training and Services

79

The Canadian Reality:
Instructor Notes

Media Review

§ Instructors should discuss the issues related to
as well as the elements involved in the Canadian
Human Rights Act and the legislation at the
provincial level in as much detail as is appropriate
for the group

§ For instructors in Ontario, the Ontario Human
Rights Code web site includes a section on
Education.  It includes an excellent resource,
“Teaching Human Rights in Ontario”

§ Investigate the ten areas of prohibited
discriminations related to employment as outlined
in the Canadian Human Rights Act; make sure
learners understand these areas

§ Explain that the goal of the activity is to put
their understanding of these ten areas into
practice

§ As a whole group, decide what criteria could be
used to determine if media depicts individuals in a
discriminatory way

§ Create a checklist of the criteria
§ Ask each learner to bring in examples of media

(especially magazine ads and even videotaped
commercials or parts of a T.V. show)

§ In small groups, learners should examine the
media samples; determine if there are any
discriminatory elements; and record findings on
chart provided

§ Ask each group to present findings to the whole
group

Skills to Practice
o determine criteria
o develop a checklist
o research appropriate
   material
o make decisions
o judge material against
   criteria
o come to consensus
o record decisions
o make point form notes
o present findings orally
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Tips for Level 5

§ Ask learners to write reflections on an incident in
which they felt they had been discriminated
against or in which they discriminated against
another individual

§ Assure learners that all material will be kept
strictly confidential

Skills to practice
o write prose

Related Benchmarks

Speaking
Level 4 express preference, satisfaction/dissatisfaction
Level 5 express necessity

Reading
Level 4 use reference text
Level 5 identify factual details and some inferred

meanings in moderately complex text

Writing
Level 4 fill out simple forms
Level 5 fill out forms with personal and other

information as required
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Media Review: Issues Checklist

Issue Yes No
Example: Does the magazine ad/T.V. program/T.V.
commercial show depict males in a negative way?

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 
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Presentation Tool

Date of
Presentation

Names of
Group Members

Description of
Media Item(s)
Selected for
Study

Special Items To
Be Noted in Our
Presentation
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Health and Safety

The issue of employee health and safety is very important in Canadian
workplaces. Not only do accidents and poor health affect the bottom
line, Canada has strong legislation in place to protect working
Canadians.

There are three components related to workplace
health and safety:

q the common sense actions of employees
    (like closing a drawer after opening it)

q   the rules in a particular workplace related
       to the products and/or the environment
       of the organization

q  federal and provincial legislation aimed at worker
       safety

Work with a team to develop the common sense actions you take to
ensure safety in your home. Repeat the activity but think of the
classroom and the building you come to everyday. Post the lists side by
side. Are there similarities? Differences? Decide which of these
actions you take (or rules that you follow) that would be the same in
workplaces.

A lot of what we do at work is the same as we do at home to ensure our
health and safety. Things like getting enough sleep, eating properly,
lifting using safe techniques, keeping pathways clear and using proper
tools to complete jobs or tasks. This is called using your common sense.
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Environments also have an impact on how we work safely. Work with a
partner to complete the following chart. Use what you know about
these sectors and guess at some of the rules about working safely.
Remember that working safely not only affects an individual, but it also
affects co-workers and customers. An example is given to you. Add
another one of your own.

Sector Rule or Action Reason
Food Manufacturing All employees must wear

hairnets while on the
floor.

Regulations about food
production are very strict.
This is to avoid hair
dropping into food.

Health Care

Banks and Financial
Institutions

Manufacturing (General)

Hospitality (Hotels and
Restaurants)
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Could you guess some of the rules? Talk to friends and family who
might have experience working in these sectors. Ask them about the
rules in their organization that have to do with health and safety.

Here is a picture of people in a workplace. Try to describe the things
that people are doing wrong. What behaviour needs to be changed?

If you were on the health and safety committee responsible for the
classroom and building you are in, what would you include in a safety
audit? In other words, develop a checklist of things that you think
need to be looked at regularly. You might consider the following
categories:
q equipment
q fire plan and exits
q common practices
q protective gear
q types of hazards: physical, chemical, biological
q warning systems
q policies
q posted information and other information sources
q first aid procedures

Can you think of anything to add?

OOPS!
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The Big Picture
As in other legislation areas, health and safety is found in both federal
and provincial laws.

WHMIS
The Workplace Hazardous Materials Information System is a Canada
wide information system. It protects workers by providing information
about hazardous material. Containers of hazardous material are clearly
labeled, safety data sheets (MSDS) are provided and workers are
properly trained. There are consequences if these rules are not
followed.

The Canada Labour Code The Occupational
Health and Safety Code

This is federal legislation. The
sectors governed by this include
q  air, rail, road, pipeline
q  broadcasting
q  telecommunications
q  banking
q  uranium mining, some oil and gas

exploration
q  crown corporations
q  federal public service

The employee, according to this
legislation, has a right to know
about workplace hazards, a voice in
identifying and problem solving
job-related health and safety
issues and the right to refuse
dangerous work.

This is provincial legislation in
Ontario. Other provinces have
similar pieces of legislation.
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More About WHMIS

The most important information about WHMIS is contained in its
symbols and labels. There are eight symbols and as many labels as
there are hazardous materials used in the Canadian workplace.

Look at the following symbols and the meaning attached to the symbol.
Do you think the symbol is a good representation of the meaning?

Compressed Gas Toxic Effects

Flammable Biohazardous
Combustible Material

Oxidizing Corrosive
Material      Material

Poisonous Dangerously
Infectious Reactive
Material
Material
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Not all of these symbols are found in every workplace. When you work
for an organization, you need to ask about WHMIS. Some companies
train new employees to recognize symbols found in their workplace and
they inform employees of all safety precautions.

Many people assume that WHMIS symbols are only found in
manufacturing and on industrial sites. This is a dangerous assumption.
Some real life examples from other environments:

q in a health care organization, needles or "sharps" are considered
biohazardous waste and come with WHMIS rules for their disposal

q in office environments, there can be WHMIS labels on some brands
of correction fluid and photocopy toner

q many cleaning solutions used in workplaces, including schools, have
WHMIS labels

Recognizing a symbol is only the first step. You also need to be able to
read the information on a label. Most warning labels contain the
following information:
q the WHMIS hazard symbol
q a code or number that identifies the product
q a brief description of the hazard
q proper storage and safety precautions e.g. wear gloves
q first aid instructions if you are exposed
q the name and address of the company that supplied the product

Important Note:
You will see a reference to MSDS. This is a Material Safety Data
Sheet. This sheet gives detailed information on a product and its
hazards. The MSDS must be posted and available to workers in every
workplace.
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Can you locate information on the following example of a warning label?
§ WHMIS symbol
§ description of the danger
§ storage and safety precautions
§ first aid instructions
§ the contact information of the supplier
Why is it also in French?

METHANOL METHANOL

DANGER
POISON
FLAMMABLE
VAPOUR HARMFUL
MAY CAUSE BLINDNESS IF
SWALLOWED
 Keep away from heat, sparks and flame.
No smoking. Container must be grounded
when being emptied.
Vapour must travel long distance.
Avoid contact with eyes and skin.
Do not inhale vapours or mist. Do not take
internally. Harmful if absorbed through the
skin.

FIRST AID: In case of contact,
immediately flush eyes and skin with
plenty of water for at least 15 minutes.

If swallowed, induce vomiting by sticking
finger down throat, or by giving soapy
water to drink. Repeat until vomit is clear.
If affected by vapour, move to fresh air.
If breathing has stopped, apply arti-
ficial respiration.
GET MEDICAL ATTENTION
IMMEDIATELY.

Precautions: Wear chemical goggles and
resistant gloves. Wash thoroughly after
handling. Use with enough ventilation to
keep below TLV. Keep container closed.
Never
Use pressure to empty container.

DANGER
POISON
VAPEURS NOCIVES
PEUT PROVOQUER LA ECITE SI
AVALE
Garder loin de la chaleur des etin-celles
et de la flamme. Ne pas fum-er.
Brancher le  contenant  à une prise de
terre avant de la vider de son contenu.
Les vapeurs peuvant s'entendre sur de
longues distan-æes. Eviter tout contact
avec les yeux et la peau. Ne pas
absorber. Nocil si absorbe par le peau.
PREMIERS SOINS: En cas de contact
avec les yeux ou la peau, laver a grande
eau pendant au moins 15 minutes.
Si avale, provoquer le vomissement en
introduisant un doigt dans la gorge ou
en faisant absorber de l'eau savonn-
euse a la victime. Repeter jusqu à cess-
ation du vomissement. Sortir au grande
air son dispose par les vapeurs.
Si la respiration est interrompue recourir
a la respiration artificielle.
OBTENIR DES SOINS MEDICAUX
IMMEDIATS.
PRECAUTIONS: Porte des lunettes
protectrices (pour produits chimiques) et
des gants resistants. Se laver
minutieusement apres usage. Utiliser
dans un endroit bien aere afin de
maintenir le contenant ferme. Ne jamais
user de pression en vident le recipient.

SEE MATERIAL SAFETY DATA SHEET FOR PRODUCT/
VOIR FICHE SIGNALETIQUE

ABC Company
Anytown, Ontario  Telephone 123-4567
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The health and safety of any workplace depends on three things:
1. people
2. procedures
3. personal safety equipment

People using their common sense, being aware of the hazards of the
workplace and following the rules or procedures like company policies
and legislation are valued employees. Employers who do the same are
ensuring a safe and healthy environment for their employees.

The last item on the list is equipment. This is
particularly important to the individual. Personal safety
equipment can mean the difference between life and
death, continuing good health or illness, and avoiding a
painful injury.

Common personal equipment found in workplaces include
items like
q hard hats
q safety shoes or boots
q ear plugs
q respirators
q gloves
q face guards
q safety glasses or goggles
q safety overalls
q face masks
q aprons

Can you give an example of a job and a sector for each item on the list
where a worker might need the equipment?
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With a partner, brainstorm the effects on an individual of each of the
four types of hazards and see if you can suggest appropriate safety
gear.

Type of Hazard Possible Human Effect Protective Safety Gear
Chemical
e.g.
q liquids
q vapours and fumes
q gases
q flammable, combustible and

explosive materials
Physical
e.g.
q electricity
q noise
q temperature (hot or cold)
q dust or particles
q radiation
q moving parts on equipment
q wet or greasy surfaces and

floors
Biological
e.g.
q unclean areas like

washrooms and kitchens
(bacteria)

q medical waste improperly
handled or stored

q bug or animal bites
q mold, fungus
Ergonomic
e.g.
q lighting
q how a workstation is set up
q computer terminals
q seating
q lifting
q repetitive movements



CanadaWorks   WTS Workplace Training and Services

92

True Story
A school caretaker, wearing short gardening gloves, tried to remove a
baby racoon from a school. The baby animal was terrified and bit the
caretaker. The baby racoon had to be put down (killed) and the
caretaker had to have very painful rabies shots.

What could have been done to avoid this sad outcome?

Staying alive and staying healthy are outcomes of working safely. If
you feel that a task is too dangerous or unsafe, remember that you do
have the right to refuse. There is a worker health and safety
representative in all workplaces with five or more workers. And the
union representative in a unionized workplace is also a good place to
start with questions and concerns.

What is this person
doing? What do you think
happened?
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                        Catchy Phrases

Safety First.

Better be safe than sorry.

An ounce of prevention is worth a pound of cure.
Did you know:
q 3 workers in Canada are killed every
    workday in a workplace accident
q 1 out of 15 workers is injured on the job

every year
q workplace accidents cost the Canadian
    economy at least $10 billion a year

http://www.plant.ca/    

Where most injuries happen to the body:
  eyes     11.9%

     ears       0.7%
    neck and head  6.0%
    chest  2.7%
     arms      9.9%
     other trunk injuries  5.2%
     hands  8.1%

fingers & thumbs 17.0%
legs  8.5%
feet & ankles  8.6%
toes  0.7%
back & spine 17.7%
internal organs  3.0%

The big question is…how do we prevent this from
happening to ourselves and our coworkers?
Work Safely!!

WorkSafe!
Newsletter
http://www.gov.mb.ca/l
abour/safety/publicat/
worksafe/w15v2n98.ht
ml

Canada Safety
Council
http://www.safety-
council.org/info/OSH/
OSH.html

An American site
that is rich in
information
checklists and clip
art and an on-line
newsletter.
Canadian Safety
Site links.
http://www.safetyinfo.
com

MSDS Information
http://www.msdsonline.co
m/

Workers Health
and Safety Centre
Site includes an on-
line newsletter.
http://www.whsc.on.ca

Health Canada
Workplace Health
http://hc-
sc.gc.ca/hppb/ahi/work
place/index.html
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Health and Safety:
Instructor Notes
A Step in the Right Direction

§ Lead a group discussion of the health & safety rules
that learners experienced in previous jobs

§ Find a sector in which the learners have experience or
in which they may want to work

§ Brainstorm safety rules that may be required as well
as reasons for them

§ Follow-up with information on the sector and the
safety rules and/or regulations that apply

§ Compare the learners’ list of safety rules with those
that actually apply; discuss differences and
similarities

§ Investigate the many recommended safety sites for
W.H.M.I.S. labels and related information

§ Make sure learners understand key W.H.M.I.S.
vocabulary as it relates to a) type of danger or hazard
b) health risk  c) required safety equipment, and d)
suggested treatment in such a way that they can
explain these 4 elements in plain English

§ Explain to the group that each learner will take turns
reading aloud one of the “Step in the Right Direction”
cards

§ The learner will state what he or she thinks is the
health & safety problem and what should be done to
fix it

§ Invite any members of the group to challenge
§ Ask the challenger to come up with his or her

statements about the problem and a solution
§ Ask the group to “vote” on the best answer; the

winner keeps the card
§ Explain that the “winner” is the learner with the most

cards

Skills to Practice
q orally share information
q brainstorm
q compare and contrast
q make suggestions
q interpret symbols
q weigh options
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Tips for Level 5

§ Read some safety newsletters (check
recommended web sites); discuss layout and
design

§ Have learners write a one page newsletter on a
safety topic of their choice

Skills to Practice
q read text
q write informational
   text
q research

Related Benchmarks

Speaking
Level 4 relate a story about an everyday activity
Level 5 indicate non-comprehension

Reading
Level 4 follow one to six step common everyday

instructions and instructional texts
Level 5 demonstrate comprehension of standard

maps, basic diagrams, basic graphs

Writing
Level 4 copy short texts to record information
Level 5 convey business messages as written notes
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A Step in the Right Direction

A custodian in a health care
facility was cleaning up a work
area.  She put the used needles
and other sharp instruments in a
plastic garbage bag.

Erika works in a small accounting
office.  She needed to get a box
of toner for the photocopy
machine.  She stood on a sturdy
chair to reach one of the high
shelves.

Sara stayed late to finish some
drafting work.  It was a difficult
drawing, so she was using lots of
her tools such as compasses and
metal rulers.  She wanted to work
on the project in the morning, so
she left her tools around her work
area.

Raymond was busy refinishing
some wood floors.  He was wearing
safety shoes, safety glasses, a
facemask, and work gloves.  In the
same area, other workers were
running these machines:
commercial sanders, circular saws,
power nailers, and power drills.

Wilem needed to take some small
boxes to storage.  Since the boxes
were light and only about 15 cm
high, he decided he would carry 8
of them.

Marta was getting ready to give
her sales presentation.  She set up
the overhead projector and
plugged it into an outlet about 3
meters away.

Lewis was told to go up to the 10th

floor to repair one of the hotel
doors.  He noticed that a few of
the overhead lights were blown.
He decided to fix the door first
and the lights second.

Marina wanted to remove the
paint from an expensive piece of
art.  Because she wanted to work
in a quiet place, she took the
materials to a small room off the
main work area.
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Here are some answers that you may want to share with your
learners.  You may even want to have your learners write their
own scenarios and check if their fellow students can find the
safety problem and a solution!

Needles and sharp instruments
cannot be placed in a plastic bag
because they can rupture it or
make holes in it.  They must be
placed in a container that cannot
be ruptured.

A chair, even a sturdy one, is a
dangerous choice to help you
reach high shelves.  Always use a
step ladder or ladder that is an
appropriate size for the
distance.

Compasses and metal rulers can
be dangerous.  These tools
should not be left lying around.
Someone could step on the
compass or pick it up and get it
stuck in his or her hand.

Raymond was wearing everything
except ear protection.  The
surrounding work area is very
noisy, so he should wear earplugs
or other hearing protection.

If Wilem carried a stack of 8
boxes, he probably couldn’t see
where he was walking.  He should
only carry a load that allows him
to see clearly.

Someone could trip over the
overhead projector cord.  It
should be taped to the floor so
that it isn’t a trip hazard.

Working in a poorly lighted area
is an unsafe work practice.
Lewis could injure himself while
he is fixing the door.  Instead,
he should get some temporary
lighting and fix the lights first.

Paint remover should never be
used in a small space.  The fumes
could make Marina sick.  It
should be used in a large, well-
ventilated area.


