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INTRODUCTION TO THE 2019 EDITION 
 
 

This manual is an amalgamation of two existing documents, the Chariot Express Safety Manual 
and the Chariot Express Transportation Safety Manual, both of which still exist as source material. 

As of August 13, 2019, this manual supersedes both and will be used as the standard by which 
Chariot Express’ COR (Certificate of Recognition) and NSC (National Safety Code) Standards are 
measured. The manual is aligned to follow the flow of the 2019 COR Audit standards but also 

contains references to the standards of an NSC Safety Program 
 

This manual is the foundation of Chariot Express’ Health & Safety Management System. As the 
foundation, it informs and directs the work that is done in our office and in our vehicles to keep 

our workers and the public safe. It advises any interested parties in the policies and procedures by 
which our programs operate.  

 
This manual is NOT a replacement for legislation. It is informed by legislation, but it does not 

override legislation. In all instances, Chariot Express will abide and comply with municipal, 
provincial and federal legislation.  

 
If there are any questions, comments or concerns about this manual or its contents, please 

contact Chariot’s Safety Compliance Officer through phone at 403.850.5538 or email at 
safety@chariotexpress.com 
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HEALTH & SAFETY (includes DRUG & ALCOHOL STANDARD) 

 



COMPANY HEALTH & SAFETY POLICY 
 
 
Chariot Express Ltd. is committed to providing a health & safety system that protects our workers, our sub-
contractors, our guests who enter our facility and the general public. 
 
Chariot Express, its supervisors and workers at every level are responsible and accountable for the successful 
performance of our health and safety system. It always requires an active participation from everyone in all 
circumstances to ensure the success and excellence that we expect. Health and Safety excellence includes at the 
highest degree, the promotion and maintenance of physical, psychological and social well-being for all employees. 
Our goal is a healthy, injury-free workplace for all workers. By an inclusive collaborative effort, we can and will 
achieve this goal.  
 
Chariot Express (defined as “The Employer” or “Management” in this manual) will ensure: 
 

- The health, safety and welfare (HSW) of workers at the worksite 
- The HSW of other persons at or near the work site who may be affected by hazards originating from the 

worksite 
- That workers are aware of their Occupational Health & Safety (OHS) right and duties 
- That workers are not subjected to or participate in harassment or violence at the worksite 
- That workers are supervised by a person who is deemed competent as per OHS Legislation and who is 

familiar with OHS Legislation (Act, Regulations and Code) 
- They consult and cooperate with the Joint Work Health & Safety Committee (JWHSC) and/or Health & 

Safety Representative (HSR) 
- That any prime contractor or other applicable parties are advised of all the supervisors and workers names 

as deemed necessary 
- That supervisors and workers are adequately trained for the protection of health and safety at the 

worksite. 
 
The Employer’s Supervisors will ensure: 
 

- They are competent as defined by OHS Legislation to supervise the workers under their supervision 
- The workers under their supervision work in accordance with procedures and measures established and 

required by the OHS Act, Regulations and Code 
- The workers under their supervision use all hazard controls and properly use or wear the Personal 

Protective Equipment (PPE) required by the employer or as mandated by OHS Legislation. 
- The workers are not subjected to or participate in harassment or violence at the worksite 
- That all precautions are ta ken to protect the health and safety of every worker under their supervision 
- They advise every worker under their supervision of all known or reasonably foreseeable hazards to health 

and safety in the area where the worker is performing work 
- They report concerns about an unsafe or harmful worksite, act or condition that occurs/exists or has 

occurred/existed to the employer 
 
 
The Employer’s Workers will ensure: 
 

- They protect the health and safety of themselves and other people at or near the worksite  
- They cooperate with their supervisors, the Employer and any other applicable party (prime contractors on 

other sites as an example) to protect the health and safety of themselves and others 
- They use and wear devices and PPE required by The Employer or mandated by OHS Legislation 
- They refrain from causing and/or participating in harassment or violence  



- They report concerns about an unsafe or harmful work site act or condition that occurs/exists or has 
occurred/existed to the Employer and supervisor 

- They understand and exercise their three rights as defined by OHS Legislation: a) The right to know about 
the hazards that exist on the worksite, b) The right to participate in the health & safety process and c) The 
right to refuse unsafe work.  

 
Other workers (contracted employers, suppliers or service providers), guests or any other person not identified in 
this policy will comply with OHS Legislation and worksite policies established by The Employer.  
 
All workers, regardless of level, must be familiar with the requirements of OHS Legislation as it relates to their 
work. 
 
As we are also a federally regulated carrier, we have other responsibilities and accountabilities to additional 

legislation which includes examples like the Alberta Traffic Act, Commercial Vehicle Certificate and Insurance 
Regulation, and the standards of the National Safety Code (NSC), which will be defined and explained 
elsewhere in this manual. Workers operating a mobile vehicle on behalf of the Employer are subject to these 
policies and procedures as well. A failure to comply with this policy will enact the company’s progressive 
discipline policy leading up to, and possibly including, dismissal. Regulatory fines and/or levies may also be 
imposed, depending on the type and severity of the infraction. 
 
 
 
Signed: ______________________________Dated: ________________________ 
                                   
Mr. Darcy Newitt, General Operations Manager  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 



DRUG AND ALCOHOL STANDARD 
1.0 PURPOSE 
 
The Employer places priority on providing the safest possible working conditions throughout all operations.  We 
recognize that the use of illicit drugs and the inappropriate use of alcohol and medications can adversely affect job 
performance, the work environment and the well-being of others.  It can place the integrity and safety of our 
operations, customers, and communities at risk, and therefore will not be tolerated. 
 
2.0 SCOPE and APPLICATION 
 
All contractors are encouraged to implement a policy, which meets similar standards to those set out by the 
Employer.  This document is intended to outline the minimum expectations regarding alcohol and drug use and 
possession, which have been set for all contractors.  Contractors are expected to enforce these requirements for 
their workers, agents and others when working for the Employer or on the Employer’s premises. 
 
3.0 DEFINITIONS 
 
The Employer’s Business 
 
Refers to all activities undertaken for and on behalf of the Employer, whether conducted on or off company 
premises. 
 
The Employer’s Premises 
 
Includes, but is not necessarily restricted to, all land, structures, vehicles and equipment owned, leased, operated, 
subsidized or otherwise directly controlled by the Employer or under the Employer’s operating authority. 
 
Drug 
 
Means any substance, including alcohol, illicit drugs or medications, the use of which has the potential to change or 
adversely affect the way a person thinks feels or acts.  For purposes of this Standard, drugs of concern are those 
that inhibit a worker’s ability to perform is or her job safely and productively. 
 

• Beverage Alcohol refers to beer, wine and distilled spirits. 
 

• Illicit Drug means any drug or substance which is not legally obtained and whose use, sale, possession, 
purchase or transfer is restricted or prohibited by law (street drugs such as heroin and cocaine). For the 
intent and purpose of this manual and standard, marijuana is treated as an illicit drug as it is illegal to 
operate a motor vehicle while under its influence. 

 

• Medication refers to a drug obtained legally, either over the counter or through a doctor’s prescription.       
 

 
 

 
 
 
 
 
 



DRUG AND ALCOHOL STANDARD continued 
 
Fitness for Work/Duty 
 
In the context of this standard, fitness for work/duty means being able to safely and acceptably perform assigned 
duties without any limitations due to the use or aftereffects of alcohol, illicit drugs or medications. 
 
4.0 EXPECTATIONS 
 
Contractors are expected to ensure that their representatives remain free from any adverse performance effects of 
alcohol or other drugs, adhere to the fitness for duty standards that have been set out below, and conduct 
themselves in an appropriate manner while conducting business for the Employer or on their premises.  Everyone 
is expected to report fit for duty and remain fit throughout the workday and while on shift.  If unexpected 
circumstances arise where an individual is requested to perform services while under the influence of alcohol or 
medications which could impact safe operations, it is the responsibility of that individual to inform the Employer 
that he or she cannot accept the assignment. 
 
Illicit Drugs 
 
The following are prohibited while conducting business for the Employer or on their premises: 
 

• The use, possession, distribution, offering or sale of illicit drugs or illicit drug paraphernalia; 

• Presence in the body of illicit drugs, and reporting under the influence of illicit drugs; 

• The unauthorized possession of prescribed medications without a legally obtained prescription, and 
unauthorized distribution, offering or sale of prescription medications (trafficking); and 

• Reporting under the influence of illicit drugs. 
 
Alcohol 
 
The following are prohibited while conducting business for the Employer or on their premises: 
 

• The use, possession, distribution, offering or sale of beverage alcohol is prohibited, unless the Employer has 
sanctioned an event where alcohol is permitted 

 
Contractors (Non-Safety Sensitive) cannot: 
 

• Have an alcohol test result of .04 Blood Alcohol Concentration (“BAC”) or greater, or 

• Use alcohol within 8 hours after an accident or until tested or advised by the Employer that a test is not 
required. 

 
 

                     
 

 
 

 
 
 
 
 



DRUG AND ALCOHOL STANDARD continued 
 
Contactors (Safety Sensitive) must abide by all the alcohol standards and in addition: 
 

• Must not report for duty under the influences of alcohol; 

• Can not use alcohol within 8 hours of reporting for duty; 

• Are prohibited from consuming any alcoholic beverage when on duty including meals or other breaks; and 

• Will be removed from duty for at least 24 hours as a result of an alcohol test of .02-.039 BAC. 
                     
 
Medications 
 
Everyone is expected to responsibly use prescribed and over the counter medications.  The intentional misuse of 
medications (e.g. using the medication not as it has been prescribed, using someone else’s prescription medication, 
combining medication and alcohol use against direction) while conducting business for the Employer or on their 
premises is prohibited.  Medications of concern are those that inhibit or may inhibit a worker’s ability to perform 
their job safely and productively. 
 
Contract workers are expected to report (through their doctor or pharmacist) whether a medication can affect safe 
operation and take appropriate steps to minimize associated risk. 
 
Investigations 
 
Contractor and workers shall be subject to alcohol and drug testing under the following circumstances, and will 
report immediately for a test when directed: 
 

• When a designated representative of the Employer has reasonable cause to believe a contracted worker is 
on duty under the influence of alcohol or drugs in violation of this standard; and 

• After a significant work-related collision or incident, or after any other work collision, incident or near miss 
as part of a complete investigation, as determined by a designated representative of the Employer. 

 
Impaired Driving 
 
All individuals that operate a motor vehicle on behalf of the Employer are required to maintain a valid driver’s 
license.  Any loss of license must be reported immediately to the Employer’s designated contact person.  
Individuals not in the possession of a valid driver’s license shall not be qualified to drive on behalf of the Employer. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 



DRUG AND ALCOHOL STANDARD continued 
Searches 
 
The Employer reserves the right to conduct investigations when there are reasonable grounds to believe that 
alcohol and /or illicit drugs are present on the premises owned, contracted or otherwise controlled by the 
company.  Any contract worker who refuses to submit to a search requested by a company representative will be 
removed from the Employer’s premises.  
 
5.0 VIOLATORS 
 
If there is any reason to believe any contract worker is on duty in an unfit condition, or otherwise in contravention 
of the basic intent and provisions of this standard; 
 

• The contractor will be notified and expected to conduct the individual to a safe place; 
 

• They will be expected to investigate the situation; 
 

• They must satisfy the Employer that there was not a breach of this standard; and 
 

• The individual will not be allowed to return to work without written permission from the Employer and will 
be required to adhere to any conditions governing their return. 

 
Failure of a contracted worker to abide by these provisions may result in permanent removal.  Failure of 
contractors or their workers to meet these expectations will be considered a breach of contract and may result in 
triggering suspension or termination of the contract. 
 
6.0   RESOURCES 
 
The Employer will ensure the fair and equitable treatment of our Contractors; we understand that there may be 
questions and concerns involving the Employer’s Alcohol and Drug Standard.  Please direct any questions that you 
may have to the Safety Officer. 
 
EMPLOYEE ASSISTANCE PROGRAM 
 
The Employer will ensure that all necessary measures are taken in guiding the worker with credited resources 
needed to comply with the safety program. However, it must be willingly recognized by the worker that they have 
a problem and they must fill out and sign a form of consent for release of confidential information for the Employer 
to help that individual. 
 
Signed: _____________________________________Dated:______________________ 
 
              Mr. Darcy Newitt, General Operations Manager 
  



DRUG AND ALCOHOL STANDARD continued     
 

 
This Form is available through Chariot Express Management 



Dear Sir/Madam; 
 
Chariot Express Ltd. (“Chariot”) is committed to the health and safety of its workers, customers, contractors, 
suppliers, environment, property and the general public.  It is the intent of Chariot Express to maintain a safe and 
efficient working environment and ensure that all individuals are treated fairly and with respect. 
      
One component of our commitment to the Health, Safety and Welfare of all parties, Chariot has implemented a 
Drug and Alcohol Standard for all workers and owner/operators to eliminate any negative effects of alcohol and 
other drug use in our workplace.  Because our safety obligations extend to those who do work on our behalf, we 
have set out similar requirements for all contractors when working for Chariot Express, when on our worksite or 
any of our client’s worksites.  Contractors are encouraged to have their own alcohol and drug policy, although not a 
requirement.  They are, however, expected to meet our expectations set out in the attached statement of 
“Contractor Expectations”.  Failure to comply with these requirements will be considered a breach of your contract 
and may result in penalties or termination of the contract. 
      
The use of illicit drugs and the inappropriate use of alcohol and medications can adversely affect job performance, 
productivity, the work environment and the well-being of employees.  It can also place the integrity and safety of 
the company property and operations at risk, impacting the individual, co-workers, customers, contractors, 
suppliers and the public. 
      
Chariot has a series of obligations with respect to alcohol and drug issues in the workplace, recognizing that the 
transportation, storage, handling, hauling and lifting of goods are all elements of highly risk-sensitive operations.  
These obligations are found in legislation, common law and collective agreements, and are significant in terms of 
providing a safe workplace, protecting public safety, meeting requirements of employment law and various 
agreements, and understanding addiction. 
     
Chariot’s Standard defines “Safety Sensitive Position” as those positions having a key and direct role in an 
operation where impaired performance could result in: 

• A serious incident or accident affecting the health and safety of workers, contactors, customers, the public 
or the environment; or 

• An inadequate response or failure to respond to an emergency or operational situation 
      
For purposes of the Chariot Standard the following job categories have been classed as safety sensitive positions: 
drivers, boom truck operators and any other individuals involved in transferring, transporting or handling goods or 
other hazardous materials. 
     
Please review the requirements, sign and return the acknowledgement form confirming your agreement to comply 
with our requirements.  If you have any questions, please contact Darcy Newitt at (403) 252-4047. 
      
We appreciate your support in complying with this important health and safety initiative. 
 
Sincerely, 
Darcy Newitt 
General Operations Manager 

 

 

 



WORKERS RIGHTS / LEGISLATION AWARENESS POLICY 
 

 
Chariot Express Ltd. is committed to providing a safe and healthy work environment for all its workers, the public 
and the contracted workers who do business with us. We are committed to adhering to the law and abiding by the 
standards set forth in municipal, provincial and federal legislation. With the passing of Bill 30 in 2018 and the 
subsequent changes to Alberta’s Occupational Health & Safety Act, Regulations and Code, we are committed to 
ensuring that all workers understand their three rights enshrined in this legislation and that they know how to 
access this legislation at any time should the need arise for it. By informing our workers of their rights and showing 
them how to access legislation, we will succeed in promoting safety as a value, not just as a responsibility. 
 
Management is responsible for the following: 
 

- Providing for all workers a means to readily access OHS Legislation, whether it be via print or digital means 
- Informing workers of their three rights as enshrined in OHS Legislation 
- When a worker exercises their right to refuse unsafe work, they: 

a) Document and acknowledge the refusal 
b) They immediately try to correct it 
c) If it CANNOT be immediately corrected, they investigate and assess what can be done to make it safe 
d) If the worker still refuses, they invite another worker to come and perform the work, informing them 

that the first worker refused it and of the steps taken to correct the issue and reaffirm the second 
worker’s right to refusal. 

e) Do NOT engage in discriminatory action against the worker for exercising their right. However, this does 
not prevent the Employer from exercising the company’s progressive discipline policy in other areas.  

- Providing workers information about hazard assessments, inspections or other relevant information that 
will allow them to perform their job safely 

- Allowing workers to select their Health & Safety Representative and when numbers dictate it, allow 
workers to select members of the Joint Work Health & Safety Committee 

- Communicating any relevant safety information from various sources (OHS, AMTA, CVSA, Government of 
Alberta, Government of Canada) to the workers through print, email, meetings or newsletters. 

 
The Workers are responsible for the following: 
 

- Knowing their three rights enshrined by legislation, which are: 
a) The right to know about hazards and how to correct them 
b) The right to participate in health & safety activities 
c) The right to refuse unsafe work 

- Knowing and having access to OHS Legislation that is readily available WITHOUT access to the Internet. 
Workers can access it in two ways: 
a) Physical copies are located in the following locations: 1) The Safety Office where there is a large tabbed 

binder 2) The Driver’s Lounge where there is a second tabbed binder 3) The Front Reception Desk 
where a coiled OHS Handbook is placed 4) The Safety Compliance Officer as of this writing has two 
personal copies 5) Can request a copy be purchased for them from either the Queen’s Printer or the 
ACSA. The cost to the worker will be $30.00 for the Coiled Handbook.  

b) Workers can digitally download the manual for free from the Queen’s Printer at 
www.qp.alberta.ca/documents/OHS/OHSCode.pdf and then they have to physically save it to the 
device they download it from, be it a laptop, phone or tablet. If workers are unsure how to do this, they 
are to see the Safety Compliance Officer for instructions.  

- Exercising their rights responsibly. When given an opportunity to participate, it is encouraged that workers 
be willingly engaged.  

http://www.qp.alberta.ca/documents/OHS/OHSCode.pdf


- Check the Driver’s board located in the Driver’s Lounge for any information pertaining to them and acting 
on that information.  

- Communicating any relevant safety information from various sources (OHS, AMTA, CVSA, Government of 
Alberta, Government of Canada) to other workers, supervisors and management.  

- Choosing freely who they would like to represent them as a Health & Safety Representative or choose 
members to sit on the Joint Work Health & Safety Committee if numbers warrant it.  

 
Although seemingly trivial, this is enshrined in regulatory law, and as such, can be subject to fines and other 
penalties as described in OHS Legislation. Compliance by both the Employer and Workers is mandatory. Failure to 
comply at a company level will enact the company’s progressive discipline policy.  
 
 
 
Signed:____________________________________ Dated: ____________________________ 
 
Mr. Darcy Newitt, General Operations Manager 
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PUBLIC, VISITORS & CONTRACTED WORKERS 

 
 



PROTECTING THE PUBLIC, VISITORS AND CONTRACTED EMPLOYERS POLICY 
 
Chariot Express Ltd. (The Employer) is committed to the Health, Safety and Welfare of all who enter our facilities, 
drive our vehicles, or conduct business on our behalf or for our benefit. Our commitment to an individual’s 
physical, psychological and mental health & safety does not end with just our workers. 
 
When someone enters our facility, be it a member of the public, a visitor or one of our contracted employers, their 
well-being becomes the responsibility of the Employer. As such, the Employer is responsible for ensuring that these 
individuals are treated with the utmost respect and become aware of our policies and procedures in relation to 
their safety so that their experience with us is a safe, positive and recurring one. By communicating clearly and 
effectively what our procedures are, and by knowing who is always in our building, we will accomplish our 
objective.  
 
Members of the Public and Visitors will ensure: 
 

- They are signing in and out of our log, indicating who they are meeting with, the time they arrive and time 
they depart. If their visit is less than fifteen minutes in duration, this is all that we will require of them. 

- For their FIRST visit AND if their visit is longer than fifteen minutes, they receive and sign off on a specific 
orientation that covers the following: 
a. A tour of the site (office, shop and/or yard as required) 
b. Relevant hazards and controls 
c. Relevant rules and requirements as established by the Employer 
d. Relevant training requirements depending on the purpose of their visit 
e. Emergency response procedures 
f. Incident and near miss reporting requirements 
g. Identifying any other contractors on site if applicable 

- They are accompanied or under the supervision by one of the Employer’s staff 
- In case of an emergency where we are required to notify another person, they provide the Employer a 

name and number of their designated contact person. 
- That after their first visit, they continue to sign in and out of the visitor log.  
- If their emergency contact information changes, they notify the Employer so records can be updated. 
- They do not participate in or are subjected to any form of harassment or violence on the work site. 

 
Management will ensure: 
 

- Members of the public and visitors are signing in and out of the visitor log. 
- Members of the public and visitors receive the specific orientation mentioned above 
- Members of the public and visitors are supervised by the worker they are visiting or working with 
- That emergency contact numbers for members of the public and visitors are being collected and logged for 

future reference. If they need updating, the Employer will ensure the records are updated accordingly. 
- That contracted employers receive the appropriate sub-contractor orientation as prepared by the 

Employer’s Safety Compliance Officer 
- That contracted employers abide by the Employer’s own HSMS. 
- That contracted employers receive and complete the required training to do work for the Employer 
- That contracted employers sign and comply with the terms of the agreement with the Employer 
- That contracted employers have their own Health & Safety Management System (HSMS) in place and abide 

by it and the terms of their respective Safety Fitness Certificates (SFCs) 
- That contracted employers communicate any relevant information that has the potential to affect their 

agreement to the Employer and/or the Safety Compliance Officer 
- That contracted employers communicate any of their own specific hazards and controls so that the 

Employer can properly inform supervisors and workers.  



 
The Contracted Employer will ensure: 
 

- They abide by the overarching HSMS policies and procedures established by the Employer 
- That receive the required sub-contractor orientation and sign off that they received it 
- They receive, sign and abide by the terms and conditions of the agreement they signed with the Employer 
- They have their own HSMS in place and abide by it as well as abide by the terms of their respective Safety 

Fitness Certificates 
- They complete any relevant training as deemed appropriate by the Employer 
- They communicate any relevant information that has the potential to affect their agreement to the 

Employer and/or the Employer’s Safety Compliance Officer 
- They do not participate in or are subjected to any form of harassment or violence on the work site 
- They communicate any specific hazards and controls of their own to the Employer and/or the Safety 

Compliance Officer 
 
Members of the public, visitors and contracted employers agree to abide by the terms outlined above and 
elsewhere as indicated. Members of the public, visitors and contracted employers also agree to abide by the 
terms of OHS Legislation and any other applicable legislation. If there are any questions or concerns, members 
of the public, visitors and contracted employers must report them to the Employer immediately.  
 
It is the responsibility of workers on site to know this policy and ensure their guests comply with it. A failure to 
comply with this policy will adhere to the company’s progressive discipline policy, with modifications made for 
the public. Ultimately, a failure to comply can lead to a member of the public or visitor being permanently 
banned from our site and the enactment of the company’s progressive discipline policy towards the worker.  
 
 
 
Signed:____________________________________ Dated:_________________________________ 
 
Mr. Darcy Newitt, General Operations Manager 
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JOINT WORK SITE HEALTH & SAFETY COMMITTEES/REPS 

 



JOINT WORK SITE HEALTH & SAFETY COMMITTEE / REPRESENTATIVE 
 

Chariot Express Ltd. is committed to staying compliant with all current, relative and applicable OHS Legislation. 
Keeping in compliance to Part 3, Section 16 of the Alberta Occupational Health and Safety Act, The Employer will 
establish and maintain a Joint Work Site Health & Safety Committee (JWHSC) or, in absence of numbers required 
for a JWHSC, will designate a Health & Safety Representative (HSR).  
 
OHS Legislation (Part 3, Section 16(1) of the Act) indicates that an employer shall establish a JWHSC: 

a)  If the employer employs 20 or more workers and work is expected to last 90 days or more 
b) OHS Legislation (Part 3, Section 17(1) of the Act) indicates than an employer shall designate a worker 

appointed or selected under subsection (2) as a health and safety representative 
 
OHS Legislation (Part 3, Section 17(2) of the Act) indicates that a health and safety representative shall be 
appointed in accordance with the constitution of the union that is the certified bargaining agent or has acquired 
bargaining rights on behalf of those workers or, if no such union exists, be selected by the workers the 
representative represents.  
 
The purpose of the JWHSC/HSR in the workplace is to primarily identify and resolve safety concerns. The 
JWHSC/HSR should also promote health & safety at the worksite. By working in a collaborative manner with all 
levels of the organization, as well as support from management will help the JWHSC/HSR accomplish this goal. 
 
The duties of the JWHSC/HSR include the following: (Note: italicized duties are an excerpt of Section 19 of Part 3 
of the OHS Act. Where there is discrepancy in what’s written in the Act and in these duties, the Act will prevail) 
 

• The receipt, consideration and disposition of concerns and complaints respecting the health and safety of 
workers; 

• Participation in the identification of hazards to workers or other persons arising out of or in connection with 
activities at the work site 

• The development and promotion of measures to protect the health and safety of persons at the work site 
and checking the effectiveness of such measures 

• Cooperation with an officer exercising duties under the Occupational Health & Safety Act, the regulations 
and the OHS Code 

• The development and promotion of programs for education and information concerning health and safety 

• The making of recommendations to the employer, prime contractor, or owner respecting the health & safety 
of workers 

• The inspection of the work site at regular intervals 

• The participation in investigations of serious injuries and incidents at the work site in accordance with 
Section 40 of the OHS Act 

• The maintenance of records in connection with the receipt and disposition of concerns and complaints and 
the attendance to other matters relating to the duties of the committee 

• Such other duties may be specified in OHS Legislation 

• Establishing contact and fostering positive relationship with other safety personnel (different company, the 
Alberta Construction Safety Association, the Alberta Motor Transport Association, Partners in Injury 
Reduction, compliance and regulatory officers, auditors etc.) 

• Scheduling, preparing and running Safety Meetings, held every second month (February, April, June, 
August, October, December) 

• Scheduling, preparing and coordinating Training Meetings, held every second month (January, March, May, 
July, September, November) 
 



It is the responsibility of the JWHSC/HSR to report all findings to Management and collaborate with 
Management in creating action plans that are Specific, Measurable, Attainable, Relevant and Time-Bound. 
 
It is the responsibility of Management to cooperate and consult with the JWHSC / HSR as applicable. 
 
It is the responsibility of the Supervisors to cooperate with the JWHSC / HSR 
 
It is the responsibility of the Workers to elect/select representatives to the JWHSC and in absence of 
appropriate numbers, elect/select an HSR to work on their behalf.  
 
OHS Legislation governs the scope and mandate of the JWHSC/HSR. In case of any discrepancy between 
this policy and OHS Legislation, OHS Legislation will take precedence.  
 
Other workers (contracted workers, suppliers or service providers) and guests of the Employer will support 
and cooperate with the efforts of the JWHSC/HSR as applicable.  
 
 
 
Signed:__________________________________ Dated: _________________________ 
 
Mr. Darcy Newitt, General Operations Manager 

  
 

On August 14, 2019, a vote was taken by the workers of Chariot Express that Jeremy Woolward would officially 
serve in the capacity as the Health & Safety Representative. 
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TRAINING (INCLUDES SJPs/SWPs) 

 
 



GENERAL TRAINING POLICY 
 

Chariot Express Ltd. is committed to the successful development and retention of all its workers. It is the policy of 
the Employer that by ensuring that all workers are adequately qualified for the work they do, suitably trained to 
accomplish that work and have sufficient experience that they meet the competencies required for competency as 
defined by OHS Legislation. Our training is put together based on the following seven sources: 1) our job task list 2) 
hazard assessments 3) hazard control requirements 4) requirements for COR and/or NSC Compliance 5) prime 
contractor requirements 6) client requirements and 7) all applicable and relevant legislation 
 
Training as defined by OHS Legislation means to give information and explanation to a worker with respect to a 
particular subject-matter and to require a practical demonstration that the worker has acquired knowledge or skill 
related to the subject-matter. The purpose of training fulfills the worker’s right to know and their right to 
participate. It emboldens workers to perform their tasks knowing they have all the necessary tools required to do 
so. A competent worker’s a productive worker and then able to deliver the quality results required for not just the 
Employer, but quality results for our clients as well. Thorough training, delivered through orientations, on the job 
and ongoing through refreshers/recertifications and the like, allow us to strive to be the best in the industry while 
also allowing us to achieve standards asked for in both evaluation and compliance audits through our various 
partners.  
 
Management will ensure: 
 

- That new hires (office, drivers or contracted employers) receive an on-site orientation within one week of 
hire. This will be their start date. 

- That new hires are set up in the online training portal and complete the online components of their training 
within the first thirty days of them being hired 

- That if specialized training is required for new hires, they receive it prior to them beginning a work shift or 
as required due to legislation and/or client demands 

- That on the job training is done using the four key principles of instruction (Tell, Show, Do, Review) 
- That all training is documented and recorded in the worker’s file 
- That ongoing training occurs, at a minimum, when any of the following conditions exist 

a) New operations or tasks are added 
b) Standards or legislation change 
c) Policies, rules or procedures change 
d) Workers or supervisors are not following policies, rules, or procedure 

- That assessments are completed using written tests, verbal tests, and formal and informal observations 
- That workers have all required equipment necessary to complete the tasks asked of them and instructed in 

their proper use 
- That all training is kept current and monitored 

 
The Supervisor will ensure: 
 

- That they themselves are competent to be supervising every worker under their supervision 
- That they are personally involved in the worker’s training and can visually see the worker so that they can 

intervene if there is a problem 
- They can communicate readily and clearly with the worker 
- That they document all training completed 
- That they employ the four principles of instruction (Tell, Show, Do, Review) when training workers 
- They double check that workers have all required equipment necessary to complete the tasks asked of 

them and they instruct workers of their proper use 
- They complete assessments using written tests, verbal tests and formal and informal observations 
 



The Worker will ensure: 
 
- They participate in the training process 
- They complete all required training and assessments 
- They communicate readily and clearly with the supervisor about things concerning their training and work 
- They inform their supervisor if more specialized training is required 
- They communicate whether there are impediments to their training that need to be addressed  
- They complete the work given them as they were trained to do so with no deviation 
 
 
The Employer, Supervisors and Workers will work together to make our training program effective and 
productive. All are required to follow all applicable legislation when participating in training. If there is any 
discrepancy between this policy and all applicable and relevant legislation, legislation will take precedence if 
the Employer’s policy fails to meet that minimum benchmark.  
 
 
Signed:________________________________________ Dated:_________________________ 
 
Mr. Darcy Newitt, General Operations Manager 



JOINT WORK HEALTH & SAFETY COMMITTEE / HEALTH & SAFETY REPRESENTATIVE TRAINING 
POLICY 

 
Chariot Express Ltd. is committed to the thorough training and development of its Joint Work Site Health & Safety 
Committee / Health & Safety Representative. It is the policy of the Employer that the JWHSC/HSR be deemed 
competent in fulfilling the responsibilities outlined in Section 3 (Joint Work Site Health & Safety Committee / 
Representative). This includes a definitive combination of classroom, online and as needed, seminar-based training. 
 
The purpose of this training is to ensure that our JWHSC/HSR is compliant to the standards established through 
OHS Legislation, and any other established standards mandated by the industry and our partners (ACSA/AMTA/PIR 
among others). On a more practical level, the purpose of this training is to give our JWHSC/HSR the tools they need 
to be effective in the workplace in prevent loss to persons and property, promote safety as a value as opposed to 
just a responsibility and motivate others to become part of the process. By making this training relevant, practical 
and enjoyable, we hope to accomplish these goals. 
 
Upon the creation / selection of a JWHSC/HSR the following will, at a minimum, constitute part of their training**: 
 

- Enrollment in the Principles of Health and Safety Management (PHSM) course offered through the ACSA* 
- Enrollment in the Leadership for Safety Excellence (LSE) course offered through the ACSA* 
- Introduction to Health & Safety Committees and Representatives (IHSCR) online course offered through the 

ACSA 
- Health & Safety Committees and Representatives (HSCR) online course offered through the ACSA 

 
These programs will ensure that those trained will have the knowledge they need to lead and complete 1) formal 
hazard assessments 2) inspections and 3) investigations 
 
If they have not yet received this training as part of their assigned work responsibilities, members of the 
JWHSC/HSR will, at a minimum, also receive the following online training offered through our internal STARS 
Portal: 
 

- WHMIS 
- Transportation of Dangerous Goods 
- Weights & Dimensions 
- Cargo Securement 
- Daily Trip Inspections 
- Hours of Service (Provincial and Federal) 

 
These programs offered through STARS will ensure that those trained have experience and understanding of the 
practical elements of the National Safety Code (NSC) Standards and be able to correlate these elements with the 
hazard assessments, inspections and investigations listed above. 
 
Other training may include programs such as: The Transportation Safety Professionals Workshop offered through 
Alberta Transportation, Legislative Awareness* and Worksite Investigation Basics courses both offered through the 
ACSA or elements of the Certified Transportation Safety Consultant program offered through the AMTA.  
 
For any classroom component, courses will be taken at the ACSA and AMTA facilities located in Rocky View County 
unless circumstances prevent either institution from offering it there.  
 
 



It is the responsibility of Management to ensure that these courses are made available and manage work schedules 
to ensure that the JWHSC/HSR have the time to complete this training in a timely manner while recognizing 
availability of the courses are solely determined by the organization offering them (ACSA/AMTA/Government of 
Alberta) 
 
It is the responsibility of the Safety Compliance Officer, if they are not serving in the capacity of the Health & 
Safety Representative, to be the supervisor of the JWHSC/HSR as defined by OHS Legislation and be the source of 
in person, on the job training while at the work site.  
 
It is the responsibility of the JWHSC/HSR to ensure that they create the appropriate student portals for online 
components and that upon completion of any course, they print copies of their certificates and present them to 
the Safety Compliance Officer or General Operations Manager who will sign off on them and get the paper copies 
put into their training records while also ensuring their training is entered into the Fleet Maintenance Software 
located in the Safety Office for record keeping. Completed training for JWHSC/HSR members will also be published 
in this manual. 
 
It is the responsibility of the JWHSC/HSR to stay up to date with their training as this training be uniquely theirs. 
They are to know when their training expires and coordinate with the Safety Compliance Officer or General 
Operations Manager to get it re-certified as needed. This information is also contained in the Fleet Maintenance 
Software. Acting as a second level of compliance, the Safety Compliance Officer will also report on any training that 
is due to expire and work with the affected works to keep all training current and up to date.  
 
Failure to comply with this policy can lead up to a dismissal from the JWHSC/HSR, repayment of any courses 
funded by the Employer, and in case of a gross breach of conduct, the Employer’s formal progressive discipline 
policy that can ultimately lead to dismissal.  
 
 
 
 
Signed:_________________________________________ Dated:______________________________ 
 
Mr. Darcy Newitt, General Operations Manager 
 
 
*These courses, as well as the Auditor Training Program (ATP) course, are required for the Employer to be eligible to 
hold a COR status through the ACSA.   
**If the Safety Compliance Officer is selected by the workers to be the Health & Safety Representative or is serving 
as one in the absence of an HSR, some elements of the formal training may appear different due to the nature of 
the position. Regardless, the Safety Compliance Officer must have relevant training to fulfill the responsibilities and 
still be deemed competent as per OHS Legislation 
 

 
 
 
 
 
 
 
 



ORIENTATION AND ASSESSMENT POLICY 
 

Chariot Express Ltd. is committed to ensuring all new hires and workers assigned to new responsibilities are given 
all the available tools they need to succeed. It is the policy of the Employer that new hires, regardless of whether 
they are an office worker, mobile site worker (driver) or contracted employer (NSC Sub/NS Exempt Sub) be given 
an appropriate orientation and that orientation is relevant to them. It is the policy of the Employer that if deemed 
necessary by a client or other prime contractor, that any worker that travels to another job site of another 
company receive and adhere to the terms outlined in their site-specific orientation. Finally, it is also the policy of 
the Employer that all workers are assessed by their supervisors to ensure competency and that workers are 
mentored, motivated and monitored to perform at the best of their ability 
 
The purpose of the formal orientation is to familiarize new hires with the Employer and the Employer with them. It 
is an opportunity to lay the foundations to a successful work experience for both the new hire and the Employer 
and an opportunity to communicate standards and expectations from the beginning. Formal orientations tailored 
to each specific worker category will help make this possible. 
 
Regardless of worker type, ALL formal orientations done by the Employer shall cover the following elements: 
 

- Workers’ Rights 
- Health & Safety Policy/Procedures 
- Health & Safety Responsibilities 
- Task Specific Hazards and Controls 
- Hazard Reporting 
- Applicable Regulatory Requirements 
- Discipline/Enforcement Policies 
- Violence and Harassment Prevention Plans 
- Emergency Response Procedures 
- Incident and Near Miss Reporting 
- Indicate Orientation Date and Applicable Signatures 
- Site Tour (Office/Shop/Yard) 
- Drug & Alcohol Standard 
- Introduction to Staff 
- Review New Hire Application (or complete as necessary) 

 
Mobile Site Workers shall cover the above plus the following: 
 

- Review Driver’s Abstract 
- Review Applicable NSC Guidelines 
- Filling out Driver Manifests/Weigh bills 
- Driver’s Slot 
- Hours of Service (if applicable) 
- Driver’s Logbook (if applicable) 
- Trip Inspections 
- PM Schedules 
- Lease Agreements (if applicable) 

 
 
 
 
 
 



Contracted Employers (NSC Subs / NSC Exempt Subs) shall cover the above plus the following: 
 

- Signing Contracted Employer Agreement 
- Review of their own HSMS (Health & Safety Management System) to ensure it meets either COR and/or 

NSC Compliance. 
 
The orientation is to take place within SEVEN days of the new worker’s HIRE date but where applicable and 
when possible, the HIRE date and the orientation should be within 24-48 hours of each other. The orientation 
date is the worker’s START date. 
 
Orientations for re-assigned workers 
 
If a worker is re-assigned to a new position, they will experience another orientation, covering any new 
material specific to the position they hold. (i.e.: a booking agent is assigned to audit logbooks. That orientation 
would include familiarization with applicable NSC Guidelines, Driver’s Logbooks, Hours of Service, Trip 
Inspections and PM Schedules). The worker would then be assigned relevant training for the new position and 
be supervised by one deemed competent. 
 
Assessments for all workers 
 
Assessments are to be handled in three ways: 
 
1)  Written tests (offered through courses and online modules) 
2)  Verbal tests (questions to ensure understanding and clarification) 
3)  Formal and Informal Observations (getting worker to demonstrate the skills learned, done as needed and 

as per client, company and legislative standards) 
 
Any assessment performed must be documented. Written tests will typically come with certificates. Those get 
printed and handed into the Safety Compliance Officer. Formal and Informal Observations will be done using 
the supplied forms and handed into the Safety Compliance Officer. As for verbal tests, supervisors can send an 
e-mail with summary of what was asked, what was said and when to safety@chariotexpress.com for filing.  
 
Orientations of all types shall be conducted by the Safety Compliance Officer with the General Operations 
Manager signing off on them afterwards.  
 
All workers, supervisors and management will work together to ensure compliance with this program. The 
General Operations Manager will speak with Contracted Employers to ensure compliance and understanding. 
Failure to comply will trigger the use of the Employer’s progressive discipline policy. 
 
 
 
Signed:____________________________________ Dated: ______________________________ 
 
Mr. Darcy Newitt, General Operations Manager 
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PROGRESSIVE DISCIPLINE POLICY 
 
Chariot Express Ltd. is committed to giving all its workers a chance to succeed in the workplace. However, there 
are times where a failure to follow policy and procedure must be dealt with in a just and appropriate manner. It is 
the policy of the Employer that a progressive discipline policy be used to ensure workers recognize the 
consequences to inappropriate choices and are given every chance to correct them prior to dismissal.  
 
As previously stated, the purpose of the progressive discipline policy is to give the worker every possible chance to 
correct inappropriate choices and recognize the consequences of their actions before it gets worse. It is also used 
to ensure that workers are treated fairly and justly in the event of a dismissal, and that the Employer can 
demonstrate this without any question. Proper use and understanding of this policy by both workers and the 
Employer alike will make this successful with the hopes it never has to be used. 
 
The Progressive Discipline is as follows: 
 

1)  First Infraction – Verbal Warning 
2)  Second Infraction – Written Warning (with all applicable re-training) 
3)  Third Infraction – Suspension 
4)  Fourth Infraction – Dismissal 

 
Documentation will be followed at each stage of the progressive discipline policy. A point system is in place for 
each infraction received regarding policies & procedures. Each infraction is worth 3 points. The worker (office or 
mobile) and/or contracted employer will be allowed a maximum of 12 points annually. The points will drop off one 
year to the date the infraction occurred. This system is tracked through our Fleet Maintenance program and is set 
up for the Safety Office to ensure it is being used properly and justly. If the worker (office or mobile) and/or 
contracted employer has accumulated 12 points in the time frame of one year, they will be immediately dismissed. 
 
It is Management’s responsibility to ensure this process is being followed. 
 
It is the Safety Compliance Officer’s responsibility to ensure proper documentation is done and monitored on a 
monthly basis to ensure that points come off exactly as stated above 
 
It is the worker’s responsibility to ensure they follow the policies and procedures laid out in this program. 
 
 
Signed:_______________________________________ Dated: ______________________________________ 
 
Mr. Darcy Newitt, General Operations Manager 
 
DISCLAIMER: This policy does not take precedence over OHS Legislation, the Alberta Traffic Safety Act or any other 
applicable federal, provincial or municipal legislation. All workers and contracted employers should be familiar with 
Alberta OHS Legislation, the Alberta Traffic Safety Act, and all other applicable regulations and legislation. 
 
 



TRAINING RULES & PROCEDURES (MOBILE SITE WORKERS) 
 
This document addresses requirements regarding equipment and training for all mobile site workers. The 
motivation of the management and senior staff to create and maintain this document has been to heighten the 
standard of safety and to improve the ability to service customers more effectively.  The protection of all Workers 
and the General Public from Injury or Death is the highest priority.  Other considerations include the prevention of 
property damage and, to increase awareness and understanding of government regulations as well as customer’s 
own rules and requirements.  
 
Content concerning regulatory compliance were derived from the regulations and acts that relate to the subject-
matter of each section. All other contents are to be considered true and reasonable expectations by management 
of all those employed by the Employer.  In order to ensure that this document and its contents continue to be 
updated and are reasonable in expectation, the JWHSC/HSR will work with workers, supervisors and management 
to communicate changes and solicit feedback on ongoing rules and procedures while adhering and respecting all 
applicable legislation. 
 
INTERPRETATION 
 
In this Document, 
1) “MUST”, means absolute compliance is expected, no exceptions. 
2) “SUGGESTED”, means that the decision to comply is left to the individual 
3) “CARRY and USE”, means an item of equipment is carried, properly stored and, maintained on a truck while 
at work, and used in the correct manner when needed. 
4) “SHALL”, is to indicate a responsibility of high regard however, there may be exceptions to absolute 
compliance. 
5) “WORK ON SITE” means being on a site for ANY length of time, for the purpose of performing a task (Loading, 
Unloading, Operating, Standby, Passing through, Positioning, or Repositioning Equipment etc.) 
 
CARGO SECUREMENT 
 
On February 1st, 2005, Alberta passed legislation that adopted the National Safety Code (NSC) Standard 10, titled 
Cargo Securement. This standard specifies how a carrier and driver must transport cargo when using a commercial 
vehicle registered for 4,500 kilograms or more. In general, the standard requires that the cargo must be secured so 
that it cannot; 
 

• Leak, spill, blow off, fall through, or otherwise be dislodged from the vehicle; or 

• Shift upon or within the vehicle to such an extent that the vehicle’s stability or maneuverability is adversely 
affected. 

 
Commercial vehicles registered in Alberta for less than 4,500 kilograms must also secure their cargo so that it 
meets section 65 of the Vehicle Equipment Regulation AR 322/2002. It is recommended that all commercial 
carriers and drivers should use the securement criteria outlined in Standard 10 when securing goods, even when 
operating smaller vehicles. 
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CONTENTS 
 

1) Personal Protective Equipment 
2) Working on Oil and Gas sites 
3) Working on Construction sites 
4) Standard Equipment and Training for All Chariot Express Vehicles and Drivers 
5) Minimum Equipment for Small Vans, and Cube Vans 
6) Minimum Equipment for Small Trucks 
7) Minimum Equipment for Large Trucks 
8) Minimum Equipment for Crane Trucks (Lifting Equipment) 
9) Enforcement of Requirements 

 
1) PERSONAL PROTECTIVE EQUIPMENT (PPE) 
 
All Workers MUST possess and use standard PPE. when on sites that requires it. Do not under any circumstance 
wait to be asked to put it on. If you are not sure about the requirements of the site, put on your PPE before you 
venture from your vehicle. The following is a list of standard PPEs: 
 

• CSA Approved Work boots 

• CSA Approved Hard Hat 

• CSA Approved Safety Glasses 

• CSA Approved Hearing Protection  

• Long Sleeved Shirts or Overalls on Sites where arm protection is needed. (Tank Top shirts are not 
acceptable)  

• Full length Pants, or Overalls  

• Reflective Traffic Vest or Coveralls with Reflective Striping suitable for daytime and nighttime usage. 

• Work Gloves 
                                                                                                                                       
2) WORKING ON OIL & GAS SITES 
 
This section applies to any worker or contracted employer if that person’s duties makes it necessary for them to 
“WORK ON SITE” at an Oil or Gas Facility.  
  
2.1) Back-up Alarms 
All Vehicles with a GVW exceeding 6000 kilograms, as per the Alberta General Safety   Regulation, Section 104(1) 
MUST be equipped with an Automatic Back-up Alarm System.   
 
2.2) Standard PPE 
The worker MUST carry and use Standard PPE (personal protective equipment) 
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2.3) Fire Resistant Work Wear 
 
   The worker MUST possess and use FIRE RESISTANT work wear to protect against hydrocarbon flash fire.  Clothing 
worn underneath fire retardant outer layer must be made of non-fusible materials (clothing that does not melt).  
The following are examples of such materials: 

 
COTTON    RAYON                                     NOMEX 
LINEN    VISCOSE                                   PROBAN 
WOOL    LEATHER                                  KERMEL 
 
   It is recommended to use NOMEX 111 Coveralls, and Jacket (if necessary) with COTTON or LINEN materials 
underneath.  NOT wearing a full layer of non-fusible type clothing underneath FIRE RESISTANT work wear will 
greatly increase severity of injury to those areas not covered. 
   FIRE RESISTANT Coveralls and Jackets MUST have reflective striping suitable for daytime and nighttime usage in 
the following configuration: 
 

• Two vertical stripes in front from shoulder to waist  

• An “X” on the back from shoulder to waist 

• Striping around arms 

• Striping around pant legs 
 
More information about FIRE RESISTANT work wear can be found in the “SAFE WORK PRACTICES” book, located at 
Chariot Express. 
 
 
2.4) H2S Alive Certification 
 
The worker MUST hold a current H2S ALIVE certification and be able to present their ticket to a supervisor at any 
time. 
 
* It is suggested to carry in your truck photocopies of all current training certificates to be handed out to any site 
supervisors. As well as retaining the original cards in your possession. * 
Employees must not be exposed to airborne concentrations of H2S in excess of 10 ppm over an 8-hour time period. 
Atmospheric testing results should be assessed before a worker is exposed. A worker may not be exposed to H2S at 
a concentration exceeding its ceiling limit of 15 ppm at any time. 
 
The potential for worker exposure to harmful substances, chemical and biological hazards should be identified 
during the formal hazard assessment. An employer/prime contractor must ensure that a worker’s exposure to 
harmful substances is kept as low as reasonably achievable. A worker may not be exposed to a substance listed in 
Schedule 1, Table 2 at a concentration exceeding its ceiling limit at any time. 

 
 
 

TRAINING & COMMUNICATION continued 
 
 
 
 
 
 
 



2.4) Beards and Facial Hair: 
 
   Beards, vandykes, goatees and Manchurians are not acceptable because they prevent a proper seal from being 
formed when using air masks and/or resuscitation equipment.  No more than 24 hours facial hair growth will be 
permitted on any worker. 
   Mustaches are acceptable if they are trimmed to ensure a proper seal can be made when using an air mask, or 
resuscitation equipment. 
                               
 
                                                                                                                                                                                                      
2.5) Positive Air Shut Off 
 
If the worker is on a site that requires the above-mentioned training and equipment, and if the vehicle the worker 
is operating is equipped with a diesel engine. Then the worker MUST ensure that the vehicle is equipped with a 
POSITIVE AIR SHUT OFF devise. 
 
 
 
 
2.6) Compliance  
 
Any worker or contracted employer that is unable to comply with the above mentioned MUST inform their 
supervisor at the time the job is dispatched to them. 
 
Any worker or contracted employer that is unable to comply with the abovementioned will not be considered for 
jobs on Oil and Gas sites until they have the proper equipment. It is important to note that a “sweet site” presents 
many dangers as well as a “sour site” and MUST NOT be considered harmless. 
 
 
 
 
3) Working on Construction sites 
 

• Standard PPE (As Required) 

• All Vehicles with a GVW exceeding 6000 kilograms, as per the Alberta General Safety   Regulation, Section 
104(1) MUST be equipped with an Automatic Back-up Alarm System.  

• The rules and requirements of each site MUST always be respected  
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4) Standard Equipment and Training for All Chariot Express Vehicles and Drivers 
 

• Fire Extinguisher / Fire Extinguisher Training  

• First Aid Kit / EMERGENCY First Aid Certification  

• WHMIS Certification (MSDS Sheets & Information is available electronically on The Drivers Room 
Computer)  

• H2S Alive Certification (as required and MUST be in place for work on Oil & Gas Sites) 

• CVSA (OOS) Criteria 

• North American Cargo Securement Standard 10 

• Crane Safety Training (Crane Operators) 

• Crane & Hoisting Equipment Operator 

• Hours of Service  

• PDIC  

• Transportation of Dangerous Goods Certification 

• Reflective Triangles 

• Well-Organized Vehicle Documentation (Registration, Insurance, and Permits)  

• Communication devices (Radio, and Telephone)  

• All Flat Deck Trucks MUST carry, and use a broom 
 
 
 
5) Minimum Equipment for Small Vans, and Cube Vans 
 

• A method of restraining loads from entering the driver’s compartment in the event of an accident 

• Two-wheel dolly 
 
*It is Suggested to carry and use Packing pads* 
 
 
5.1) Transportation of Dangerous Goods 
 
  Each truck endeavoring to haul Dangerous Goods MUST be equipped with placard holders. And the driver of that 
truck MUST hold a current TDG Certificate. 
 
*It is suggested that ALL Chariot Express trucks carry placards for most commonly carried Dangerous Goods. * 
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6) Minimum Equipment for Small Trucks 
 
6.1) Rack Trucks 
 
 
 
 
Load Securement Devices 
 

• There MUST be on any rack truck the ability to properly restrain loads from movement inside the box of the 
truck; this can be done by using nylon straps, blocking, or load bars. It is recommended that portable 
ratchet straps be used to secure loads to the rack, providing that the working load limit be adequate. The 
more payload that the truck can carry, the more straps you will need. The WORKING LOAD LIMIT of the 
strap, multiplied by the number of straps used MUST be equal to, or greater than the weight of the LOAD 
that is being tied down.  In summary, RACK TRUCKS MUST carry and use the following. 

• Not less than (3) portable ratchet type straps 

• Blocking or Load bars 
   
 
 
6.2) 1 Ton, 3 Ton and Deck Trucks 
 
 
Tie Downs 
 

• Chain - Chain size MUST be adequate for the maximum payload of the truck. The WORKING LOAD LIMIT of 
the chain, multiplied by the number of chain lengths used MUST be equal to, or greater than the 
MAXIMUM PAYLOAD of the truck. All chain must be identifiable by markings on the links stating its grade.    

 
 
 

• Hooks and Boomers - It is suggested that more than one chain Boomer (Binder) per length of chain be 
carried and used. An example would be to carry (2) lengths of chain and (4) boomers. However, one 
boomer for each length of chain is the minimum requirement. All Hooks and Boomers are to match the size 
and strength of the chain carried and used. Tie down Chain MUST NEVER be used for TOWING, PULLING, or 
as LIFTING Chain.  In summary, 1 TON AND, 2 TON, DECK TRUCKS with an average deck length of (12) feet 
MUST carry and use the following tie down chain. Not less than (4) lengths of 5/16, Grade 7 Chain, 15-feet 
in length or longer, with chain binders to match. 
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Criteria for Removal Tie Down Chains from service 
 
Each day before use, TIE DOWN CHAIN MUST be inspected for damage, deficiencies and defects.  An item MUST be 
removed from service if any of the following conditions exist. 
 

• Twisted or bent links 

• Nicks or gouges 

• Weld splatter 

• Excessive wear at bearing points 

• Severe corrosion, stretched links, Damaged or Distorted Hooks 
 
 
Nylon Belts and Winches 
 
There MUST be on any flat deck truck the ability to place a tie down every (4) to (6) feet along the deck. The more 
payload that the truck can carry, the more straps you will need. The WORKING LOAD LIMIT of the strap, multiplied 
by the number of straps used MUST be equal to, or greater than the weight of the LOAD that is being tied down. 
Following this general rule and knowing that you will sometimes be faced with a situation where you need more 
than two or three straps over an eight to ten-foot span along your deck. It is recommended that sliding winches be 
used. Another option would be to use portable winches, or ratchet type straps providing that the working load limit 
be adequate. In summary, DECK TRUCKS with an average deck length of (12) feet MUST carry and use the following 
nylon belts and winches: 
 

• Not less than (4) deck-mounted winches with (4) 30-foot long, 4-inch wide nylon tie down belts. 

• At least (1) portable winch, or ratchet type strap, if deck mounted winches are not Sliding Type 
   
Criteria for Removal of Nylon Tie Down Belts from Service 
 
Each day before use, NYLON TIE DOWN BELTS MUST be inspected for damage, deficiencies   and defects.  The belt 
MUST be removed from service if any of the following conditions exist. 
 

• Acid or caustic burns 

• Melting or charring of any part of the belt’s surface  

• Snags, punctures, tears, or cuts 

• Broken or worn stitching at the hook, or ring 

• Cracks or distortion of the hook, or ring 

• A belt that has a knot or has had a knot in it 
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6.3) Over Dimensional Load Equipment 
 
Each truck endeavoring to haul Over dimensional loads MUST carry and use properly the equipment listed as per 
the Alberta Public Vehicle Dimension and Weight Regulation. Part 4, Section 15. 
 

• Wide Load signs: MUST be kept in good repair, always kept clean and legible, and covered, folded or 
removed when not in use. 

• Warning Flags: Red or Orange colored flags, 16 inches x 16 inches. 

• One or more Flashing Lights: Amber rotating or strobe type lights. 



• Warning Lights: For travel at night. Amber color facing forward and Red color facing to the rear. 

• Two-way radios (Company radio, and CB radio) 

• Well-organized folder for Permits 
 
*All permits MUST be read and fully understood. All RULES stated by the permit MUST be respected.  NO 
EXCEPTIONS. * 
 
6.3A) Pilot Cars 
 
All Chariot Pilot Cars MUST carry and use the following equipment: 
 

• Dimensional signboard that complies with Part 4, Section 16(4) of the Alberta Public Dimension and Weight 
Regulation.  

• CB radio 

• 3 warning flags (or cones) for traffic marking 

• 1 warning flag (or sign) per crew member for flagging traffic 

• 1 reflective vest per crew member 

• 1 flashlight, equipped with signal tube, per crew member 

• Well-organized folder containing copies of all the over dimensional permits held by the Employer as well as 
all applicable regulations and job procedures. 

 
6.3B) All Rack Trucks and Small Deck Trucks MUST carry and use Warning Flags and Lights for loads that extend 
out beyond the edge of their deck or rack. 
 
6.4) Transportation of Dangerous Goods 
 
Each truck endeavoring to haul Dangerous Goods MUST be equipped with placard holders. And the driver of that 
truck MUST hold a current TDG Certificate. 
 
* It is suggested that trucks employed by the Employer carry placards for most commonly carried Dangerous 
Goods. *  
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6.5) Tire Chains 
 
Year round, each truck shall carry and use enough tire chains for all rear drive tires. 
 
6.6) Deck Pins 
 
A Deck Pin MUST be constructed of either cold roll round bar, or C channel. It must be constructed in such a 
manner that it reaches at least 18 inches above the deck.  Pins constructed of pipe with one end pressed are NOT 
acceptable.                                                   
 

• All 1 Ton, 3 Ton, Deck Trucks MUST carry and use a minimum of (4) Deck Pins.  
 
 



 
6.7) Load Protectors 
 

• All deck truck MUST carry and use Steel or plastic corners and Softeners 
  
6.8) Tarps 
 

• All Small Trucks with an open payload area MUST carry and use a Tarp, no smaller than 12’x 12’ 
 
6.9) Two-Wheel Dollies 
 
*It is suggested, that Rack Trucks carry a Two Wheel Dolly* 
 
 
7) Minimum Equipment for Large Trucks 
 
7.1) 3 Ton, Van Bodies 
 

• MUST carry and use devices to secure loads inside the van body (Nylon belts, or load bars) 

• Packing pads 

• Broom 
* Two- and Four-wheel dollies. * 
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7.2) 3 Ton and 5 Ton Deck Trucks   
 
Tie Downs 
 

• Chain - Chain size MUST be adequate for the maximum payload of that truck. The WORKING LOAD LIMIT of 
the chain, multiplied by the number of chain lengths used MUST be equal to, or greater than the 
MAXIMUM PAYLOAD of the truck. All chain must be identifiable by markings on the links stating its grade.    

 

• Hooks and Boomers - It is suggested that more than one chain Boomer (Binder) per length of chain be 
carried and used. An example would be to carry (4) lengths of chain and (6) boomers. However, one 
boomer for each length of chain is the minimum requirement. All Hooks and Boomers are to match the size 
and strength of the chain carried and used.  Tie Down Chain MUST NEVER be used for TOWING, PULLING, 
or as LIFTING Chain.  In summary, DECK TRUCKS with an average deck length of (20) feet MUST carry and 
use the following tie down chain: 

 
 
 
  Single Axle Deck Trucks 
 

• Not less than (4) lengths of 5/16, Grade 7 Chain 15-feet in length or longer, with chain binders to match. 
 



   Tandem Axle Deck Trucks 
 

• Not less than (4) lengths of 3/8, Grade 7 Chain 15-feet in length or longer, with chain binders to match. 
 

 
Criteria for Removal of Tie Down Chains from Service 
  
Each day before use, TIE DOWN CHAIN MUST be inspected for damage, deficiencies and defects.  An item MUST be 
removed from service if any of the following conditions exist. 
 

• Twisted or bent links 

• Nicks or gouges 

• Weld splatter 

• Excessive wear at bearing points 

• Severe corrosion 

• Stretched links 

• Damaged or Distorted Hooks 
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 Nylon Belts and Winches 
 
There MUST be on any flat deck truck the ability to place a tie down every (4) to (6) feet along the deck. The more 
pay load that the truck can carry, the more straps you will need. The WORKING LOAD LIMIT of the strap, multiplied 
by the number of straps used MUST be equal to, or greater than the weight of the LOAD that is being tied down. 
Following this general rule and knowing that you will sometimes be faced with a situation where you need more 
than two or three straps over an eight to ten-foot span along your deck, it is recommended that sliding winches be 
used. Another option would be to use portable winches, or ratchet type straps providing that the working load limit 
be adequate. In summary, DECK TRUCKS with an average deck length of (20) feet MUST carry and use the following 
nylon belts and winches: 
 
Single Axle Deck Trucks 
 

• Not less than (5) deck mounted winches with (5) 30-foot-long, 4-inch-wide nylon tie down belts. 

• At least (1) portable winch, or ratchet type strap, if deck mounted winches are not Sliding Type 
 
  Tandem Axle Deck Trucks 
 

• Not less than (6) deck mounted winches with (6) 30-foot-long, 4-inch-wide nylon tie down belts. 

• At least (2) portable winches, or ratchet type straps, if deck mounted winches are not Sliding Type  
 
Criteria for Removal of Nylon Tie Down Belts from Service 
    
Each day before use, NYLON TIE DOWN BELTS MUST be inspected for damage, deficiencies and defects.  The belt 
MUST be removed from service if any of the following conditions exist. 
 
 

• Acid or caustic burns 



• Melting or charring of any part of the belt’s surface  

• Snags, punctures, tears, or cuts 

• Broken or worn stitching at the hook, or ring 

• Cracks or distortion of the hook, or ring 

• A belt that has a knot or has had a knot in it 
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7.3) Tractor Trailer Units 
 
Tie Downs 
 

• Chain - Chain size MUST be adequate for the maximum payload of that truck. The WORKING LOAD LIMIT of 
the chain, multiplied by the number of chain lengths used MUST be equal to, or greater than the 
MAXIMUM PAYLOAD of the truck. Therefore, grade seven; 3/8-inch size Chain shall be the minimum 
requirement for all Tractor Trailer Units. All chain must be identifiable by markings on the links stating its 
grade.    

 

• Hooks and Boomers - It is suggested that more than one chain Boomer (Binder) per length of chain be 
carried and used. An example would be to carry (8) lengths of chain and (10) boomers. However, one 
boomer for each length of chain is the minimum requirement. All Hooks and Boomers are to match the size 
and strength of the chain carried and used. Tie Down Chain MUST NEVER be used for TOWING, PULLING, or 
as LIFTING Chain.  In summary, TRACTOR TRAILER UNITS with an average deck length of (45) feet MUST 
carry and use the following tie down chain. 

   
Tractor Trailer Units 
 

• Not less than (8) lengths of 3/8, Grade seven Chain 15-feet in length or longer, with chain binders to match. 
 
 * It is suggested, to carry and use (4) 4-3/4-ton Shackles for securing certain types of loads. *  
 
 
Criteria for Removal of Tie Down Chains from Service 
    
Each day before use, TIE DOWN CHAIN MUST be inspected for damage, deficiencies and defects.  An item MUST be 
removed from service if any of the following conditions exist. 
 

• Twisted or bent links 

• Nicks or gouges 

• Weld splatter 

• Excessive wear at bearing points 

• Severe corrosion 

• Stretched links, Damaged or Distorted Hooks 
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Nylon Belts and Winches  
 



There MUST be on any flat deck truck the ability to place a tie down every (4) to (6) feet along the deck. The more 
payload that the truck can carry, the more straps you will need. The WORKING LOAD LIMIT of the strap, multiplied 
by the number of straps used MUST be equal to, or greater than the weight of the LOAD that is being tied down. 
Following this general rule and knowing that you will sometimes be faced with a situation where you need more 
than two or three straps over an eight to ten-foot span along your deck, it is recommended that sliding winches be 
used. Another option would be to use portable winches, or ratchet type straps providing that the working load limit 
be adequate. In summary, TRACTOR TRAILER UNITS with an average deck length of (45) feet MUST carry and use 
the following nylon belts and winches. 
 
Tractor Trailer Units 
 

• Not less than (12) deck mounted winches with (12) 30-foot-long, (4) inch wide nylon tie down belts. 

• At least (3) portable winches, or ratchet type straps, if deck mounted winches are not Sliding Type. 
 
* It is suggested that all Tractor Trailer Units carry (2) extra 30-foot long (4) inch wide nylon tie down belts, as well 
as (2) 45-foot long (4) inch wide nylon tie down belts for oversize loads. * 
 
Criteria for Removal of Nylon Tie Down Belts from Service 
 
Each day before use, NYLON TIE DOWN BELTS MUST be inspected for damage, deficiencies and defects.  The belt 
MUST be removed from service if any of the following conditions exist. 
 

• Acid or caustic burns 

• Melting or charring of any part of the belt’s surface  

• Snags, punctures, tears, or cuts 

• Broken or worn stitching at the hook, or ring 

• Cracks or distortion of the hook, or ring 

• A belt that has a knot or has had a knot in it 
 
 
7.4) Over Dimensional Load Equipment 
 
Each truck endeavoring to haul Over dimensional loads MUST carry and use properly the equipment listed as per 
the Alberta Public Vehicle Dimension and Weight Regulation. Part 4, Section 15. 
 

• Wide Load signs: MUST always be kept in good repair, clean and covered, folded or removed when not in 
use. 

• Warning Flags: Red or Orange colored flags, 16 inches x 16 inches. 

• One or more Flashing Lights: Amber rotating or strobe type lights. 
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• Warning Lights: For travel at night. Amber color facing forward and Red color facing to the rear. 

• Two-way radios (Company radio and CB radio) 

• Well-organized folder for Permits 
 
* All permits MUST be read and fully understood. All RULES stated by the permit MUST be respected.  NO 
EXCEPTIONS.   
 



7.5) Transportation of Dangerous Goods 
 

• Each truck endeavoring to haul Dangerous Goods MUST be equipped with placard holders. And the driver 
of that truck MUST hold a current TDG Certificate. Before allowing a carrier to take possession of dangerous 
goods for transport, the consignor must determine the classification of the dangerous goods as well the 
consignor must prepare and give to that carrier a shipping document or, if the carrier agrees, an electronic 
copy of the shipping document. A person must not offer for transport, transport, or import a means of 
containment that contains dangerous goods unless each dangerous goods safety mark is displayed on it. A 
person must not handle, offer for transport, or transport dangerous goods in a means of containment 
unless the means of containment is designed, constructed, filled, closed, secured, and maintained so that 
under normal conditions of transport, including handling, there will be no accidental release of dangerous 
goods that could endanger public safety. A person must load and secure dangerous goods in a means of 
containment and must load and secure the means of containment on a means of transport in such a way as 
to prevent, under normal conditions of transport, damage to the means of containment or to the means of 
transport that could lead to an accidental release of the dangerous goods. In the event of an accidental 
release of dangerous goods from a means of containment, a person who has possession of the dangerous 
goods at the time of the accidental release must make an immediate report of the accidental release if the 
accidental release consists of a reportable quantity of dangerous goods or a reportable emission of 
radiation as described in the Table in Section 8.1 of the TDG Regulations. The report must be made to: (a) 
the appropriate provincial authority; (b) the person’s employer; (c) the consignor of the dangerous goods; 
(d) for a road vehicle, the owner, lessee or charterer of the road vehicle; (e) for a railway vehicle, CANUTEC 
at (613) 996-6666; (f) for a ship, CANUTEC at (613) 996-6666, a Vessel Traffic Services Centre or a Canadian 
Coast Guard radio station; (g) for an aircraft, an aerodrome or an air cargo facility, CANUTEC at (613) 996-
6666 and the nearest Regional Civil Aviation Office of the Department of Transport and, if the aerodrome is 
an airport, the operator of the airport; (h) for Class 1, Explosives, and Class 6.2, Infectious Substances, 
CANUTEC at 613-996-6666; and SOR/2008-34 (i) for an accidental release from a cylinder that has suffered 
a catastrophic failure, CANUTEC at (613) 996-6666. 

 
* It is suggested that trucks employed by the Employer carry placards for most commonly carried Dangerous 
Goods. * 
 
 
 
 
 



 
 
 
 
 
 
 



7.6) Tire Chains 
 

• Year round, each truck MUST carry and use enough tire chains for all drive tires. 
 
 * It is suggested to carry and use Steering Chains. * 
 
7.7) Deck Pins 
 
A Deck Pin MUST be constructed of either cold roll round bar, or C channel. It must be constructed in such a 
manner that it reaches at least 18 inches above the deck. Pins constructed of pipe with one end pressed are NOT 
acceptable.   
 

• All Deck Trucks MUST carry and use a minimum of (4) Deck Pins.  

• All Tractor Trailer units MUST carry and use a minimum of (8) Deck Pins. 
 
7.8) Load Protectors 
 

• All deck trucks MUST carry and use Steel or plastic corners and Softeners 
 
7.9) Tarps 
 

• All Large Trucks MUST carry and use a Tarp, no smaller than 15’x 20’ 
 
 
8) Minimum Equipment for Crane Trucks (Lifting Equipment)  
 

• Operator Certification 

• Crane Certification 

• Crane Logbook 

• Criteria for Removal of Rigging 

• Minimum Equipment Requirements for Rigging 

• Understanding your Responsibilities as an Operator 
 
8.1) Operator Certification 
 
As per Alberta Regulation 272/2000, Apprenticeship and Industry Training Act, updated as of September 1st, 2018. 
Anyone Operating a Crane for hire or as an employee of Chariot Express where his/her job includes operating a 
Crane, the following requirements MUST be met.  
 

• Anyone Operating a Crane with a lifting capacity greater than 5 tons (4.5 tons) MUST, 
 
(A) Be a Certified Journeyman in the Crane and Hoisting Equipment Operator Trade, within a branch of the 
Trade suitable to the Crane they are operating. 
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(B) Be an Apprentice in a branch of the Trade suitable to the Crane they are operating. 
* It is suggested all drivers carry (in your truck) photocopies of all current training, or Trade certificates to be 
handed out to any site supervisors as well as retaining the original cards in your possession. * 
 
8.2) Crane Equipment Certification 
 
Alberta Occupational Health and Safety Code; PART 6 – CRANES, HOISTS and LIFTING DEVICES 
 

• All cranes working for the Employer with a lifting capacity of 2000kg or greater must be safety certified 
every 12 months. 

 

• All repairs, or alterations made to cranes must be done in accordance with manufactures specifications, or 
the specifications of a professional engineer. 

 

• All lifting devices used on all the Employer’s jobs, such as; REVERSE KNUCKLES, MAN BASKETS, and 
SPEADER BARS, must have a valid certification tag affixed to it. 

  
 

• AB OHS Code Part 6 Section 62 (1) (2) An employer must ensure that a lifting device has a plate or 
weatherproof label permanently secured to it that legibly shows: (a) the manufacturer’s rated load 
capacity, (b) the manufacturer’s name, and (c) the model, serial number and year of manufacture or 
shipment date. If a lifting device is not commercially manufactured, an employer must ensure that it has a 
plate or weatherproof label permanently secured to it that legibly shows the rated load capacity according 
to the professional engineer’s certification. 

 
8.3) Crane Logbooks 
  

• AB OHS Code Part 6 Section 59(1) and Section 65(1) - All Crane Trucks working for the Employer with a 
lifting capacity of 2000 kg or greater MUST maintain a daily Crane Logbook.  
 

8.4) Criteria for Removal of Rigging 
 
Each day before use, Rigging MUST be inspected for damage, deficiencies and defects.  An item MUST be removed 
from service and DESTROYED if any of the following conditions exist. 
 
NYLON or POLYESTER WEB LIFTING SLINGS 
 

• Acid or caustic burns 

• Melting or charring of any part of the belt’s surface  

• Snags, punctures, tears, or cuts 

• Excessive abrasive wear  
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• Missing or distorted sling identification tag which renders any portion illegible  

• Broken or worn stitching  

• A sling that has a knot or has had a knot in it 

• Other visible damage that causes doubt as to the strength of the sling 

• Any sling that has been overloaded, Will Fail due to internal, and most times non-visible damage 
 
* Lifting Belts MUST NEVER be used for TOWING or PULLING. * 
 
Lifting Chain 
 

• Twisted or bent links 

• Nicks or gouges 

• Weld splatter 

• Excessive wear at bearing points 

• Severe corrosion 

• Stretched links 

• Damaged or Distorted Hooks or Rings 
 
* Lifting Chain MUST NEVER be used for TOWING or PULLING. * 

    
 
Wire Rope 
 

• For strand laid and single part slings TEN randomly distributed broken wires in one rope lay, or FIVE broken 
wires in one strand in one rope lay 

• Severe localized abrasion or scraping 

• Kinking, crushing, bird caging, or any damage resulting in distortion of the rope structure 

• Evidence of heat damage, Severe corrosion of the rope or end attachments 
 
Hardware 
 

• Hooks should be inspected in accordance with ANSI B30.10 

• If hooks have been opened more than 15% of the normal throat openings 

• If hooks have been twisted more than 10 degrees from plane of unbent hook 

• If safety latches on hooks are missing, or damaged 

• Fittings that are cracked, broken or distorted 

• Rings that are damaged, or distorted  

• Shackles that are damaged or distorted 
 
 
 
8.4-A) Criteria for Purchase of Rigging 

• As an Operator, it is important that you have a basic knowledge of proper construction and design 
standards for the RIGGING you are most commonly purchasing. So that you may make informed decisions, 
Chariot express will make these standards available to you.  

 
 

• Discussing ideas, asking questions, reading, and observing others continuously is what makes for a well-
rounded Rigger.  Being prepared with a good selection of versatile Rigging as well as having the knowledge 
of how to use it is an unbeatable combination.   



 
8.5) Minimum Equipment Requirements for Rigging 
 
It is very important that ALL Rigging used for Lifting have the WORKING LOAD LIMIT clearly (legibly) marked on it. 
And that you understand how age, and in some instances improper configuration of Rigging can substantially 
reduce the marked WORKING LOAD LIMIT.  It is essential that all rigging be stored properly so that it is well 
protected from the elements of weather.    Just one of many examples would be nylon; A nylon lifting strap can be 
damaged by ultraviolet rays, causing the strap to be weakened.  This problem may be hard to detect however, if 
you always store nylon straps in a place away from direct sunlight when they are not in use then you can increase 
their life span and eliminate any doubt you may have.    
 
 
Nylon Lifting Straps 
 
Each Crane Truck must carry and use a minimum of 3 sets of Lifting Straps. Each set being a different length than 
the others. At least 1 of the 3 sets must be a set of 4 equally long Straps. An example would be: 

• 10ft long 

• 15ft long 

• 20ft long 

• Or, 

• 10ft long 

• 15ft long 

• 20ft long 
 * It is suggested that a Crane Truck should carry 3 sets of 4 Lifting Straps and 1 set of 30ft Lifting Straps, however 
the above is the minimum requirement. * 
 
 
Outrigger Pads  
 
All Crane Trucks MUST carry and use Outrigger Pads. USE ALWAYS ON PAVEMENT, AND UNKNOWN GROUND.  
 
* Outrigger Pads should be 1.5 to 2 times larger than the float pad. On most medium, and some heavy Boom 
Trucks without float pads it is a good idea to go 4 to 5 times larger than the steel base plate on outrigger cylinder. * 
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Shackles 
 
 Each Crane Truck must carry and use a minimum of 
 

• 6 – 4 ¾ Ton Shackles 

• 1 - 9 ½, or 12 Ton Shackle (large enough to fit 4 straps in) 
 
*It is suggested that a Crane Truck should carry, or acquire over time, as many different sizes as possible in sets of 
4. * 
 
Lifting Chains  
 
Each Crane Truck must carry and use a minimum of 
 

o leg ring, using Grade 8 Lifting Chain. 10 ft legs, or longer, and equipped with shortening clutches. Chain size 
must be adequate for the maximum load capacity of the crane.  

 
*It is suggested that each Crane Truck carry 2 – 2 leg rings, with 3/8 Grade 8 lifting Chain. Each leg being 10 ft long, 
or longer, and equipped with shortening clutches. * 
 
 
Tag Lines 
 
Each Crane Truck must carry and use a minimum of 
 

o – Tag lines, 15 ft long, or longer. 
 
*It is suggested that each Crane Truck carry 1 – long Tag line (30 ft), and 1 – short Tag line (15 ft).*  
 
Softeners 
 
 Each Crane Truck must carry and use a minimum of 

• 8 – Softeners made of cloth, rubber, or nylon. 

• 4 – Steel corners. 
 
 
Spill Kits 
 

• All Crane Trucks MUST carry and use a spill kit. 
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8.6) Understanding Your Responsibilities as an Operator 
 
 
 
As an Operator, YOU ARE IN CHARGE. Legally you are responsible for the operations of the crane and any hazards 
that you create, bring with you, or allow to exist related to the operation of the crane, the rigging, and lift planning. 
No person can relieve you of these responsibilities.  IF YOU HAVE DOUBTS AND YOU ARE NOT COMFORTABLE 
WITH THE SITUATION, DO NOT CONTINUE OPERATIONS – STEP BACK AND RECONSIDER YOUR APPROACH   
 
 
It is the expectation of the Employer that you as an Operator, understand Alberta OHS Legislation (Act, Regulations, 
Code) that pertain to your work as well as Alberta Regulation 272/2000, Apprenticeship and Industry Training Act. 
 
The responsibilities you have as an operator are not limited only to the protection of workers, and the general 
public around your machine. Your actions affect people’s perceptions of all Chariot Operators regarding safe work 
practices, general knowledge, and attitude   
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9) Enforcement of the Requirements set out in this document 
 
9.1) Federal and Provincial Rules and Regulations 
 
Chariot Express Ltd. will not in any way support or defend any individual employed by the Employer that violates 
Federal or Provincial Rules and Regulations. It is the intent of the Employer to inform and provide copies of these 
Rules and Regulations for viewing during regular business hours. Everyone has the responsibility to make 
themselves aware of these Rules and Regulations.   
 
9.2) Minimum Requirements of Chariot Express 
 
The Requirements set out in this document are considered by Management to be RULES that outline the Training 
and Equipment deemed necessary to safely, and effectively carry out the work tendered by the Employer.  In 
matters of non-compliance with these RULES, the Employer reserves the right to conduct enforcement according 
to the severity of the matter. 
 
In cases of defective Equipment, members of the JWHSC/HSR, Supervisors and/or the Safety Compliance Officer 
have the authority and obligation to STOP WORK or take temporary possession of the Equipment in question until 
such time that Management can review the situation. 
 
In all cases related to compliance with this document, or RULES set out by the SAFETY PROGRAM in general, 
ENFORCEMENT will be carried out in the following steps; 
 
 
a) A verbal warning and council as to possible correction of the situation. 
b) A written warning 
c) Stoppage of work in the form of suspension 
d) Dismissal    
 
      
I.C.E. (In Case of Emergency) 
 



• Please store all emergency contact numbers in your contact list located in your cellular phones. In the 
event of an injury incident, one of the first procedures authorities are trained to look for is your cellular 
phone for your I.C.E numbers. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



SHORT-SERVICE WORKER / CONTRACTED EMPLOYER PROGRAM 

 
 

PURPOSE 
 

 
Chariot Express Ltd. recognizes that, despite pre-assignment safety and job orientations, newly hired workers and 
contracted employers do not have the same level of recent work and safety experience with the Employer in 
comparison to long-term workers and contracted employers 
 
These new workers and contracted employers may be more vulnerable to incidents, injuries and collisions at work, 
specifically because their unfamiliarity with work situations and environments, as well as potential hazards and 
abnormal operating conditions. Additionally, they are not as experienced with safe work practices, safe job 
procedures and first-hand safety work experiences in their current job assignment. Under the definition of OHS 
Legislation, they are not yet deemed competent. 
 
This program has been established to provide new workers and contracted employers with specific safety, 
supervisory, organizational and job site supplemental support during the first six months of employment with the 
company. The support includes methods of visual recognition of a new worker or contracted employer on a job site 
or work location, and a process of mentoring these individuals to help them gain experience and familiarity in their 
work assignments and job site environments. 
 
PROGRAM 

 
Definition and applicability 
 
For purposes of this program the term “Short-Service” shall mean a length of service less than six months from the 
date of initial employment with the Company. 
 
Personnel who have previously been employed by the Employer. shall be subject to the requirements of this 
program if they are separated from the Employer for longer than 90 days; or the supervisor re-hiring the individual 
and/or the Safety Officer elect to classify the re-hired worker as a short-service worker/contracted employer for 
purposes of additional safety training, operator qualification, and/or extended orientation about work assignment 
or site-specific situations, tasks or for other work-related reasons.  
 
To ensure that short-service workers/contracted employers are provided with supplemental assistance as 
described above, it is necessary that they be readily differentiated from long-term workers/contracted employers. 
This includes some visual method of differentiating and recognizing short-service workers/contracted employers on 
a job site or work location. 

 
Any differentiation as described and required by this program is specifically for purpose of supporting the 
program’s process. The status is a differentiation solely based on length of employment. 
 
Supervisors and managers shall not have the discretion to extend or impose the conditions and requirements 
placed by this program on short-service workers/contracted employers for any other reason or purpose. 
 
However, in the event that a supervisor or manager is concerned about the safety progress, performance or results 
of a short-service worker/contracted employer at the time they pass the 6 month employment period addressed 
by this program, the supervisor or manager is authorized, at his or her discretion, to place the individual under 
conditional, restricted or probationary work limitations that are separate and apart from the Short-Service 
Worker/Contracted Employer Program.  



 
No method of differentiation shall ever be utilized for purposes of discrimination or preferential treatment of one 
worker/contracted employer over another, to embarrass or ridicule a worker/contracted employer, or to subject a 
worker to embarrassment or the ridicule of others.   

 
 

Organizational differentiation 
 
For purposes of this program, the concept of organizational differentiation will mean that records are made which 
allow the Employer to maintain and track information regarding each worker’s/contracted employer’s term of 
employment so that short-service individuals can be readily identified for implementation of this program. 
 
This includes tracking methods that identify when the individual’s length of employment goes beyond six months 
and their status changes under this program, and that person is no longer classified as a short-service 
employee/owner-operator. 
 
 
Visual differentiation 
 
Short-Service workers/contracted employers shall be visually differentiated at Employer’s and host employer job 
sites and work locations by the requirement that they are provided with, and that they wear while on duty at the 
work site, a standardized safety orange vest. 
 
Orange will serve as a color coding to visually differentiate workers/contracted employers with less than six months 
of employment experience at the Employer from those with more than six months who are differentiated with 
yellow safety vest. 
 
 Supervisors 

 
 
As part of this program, Chariot Express Ltd management will designate one or more individuals to serve as 
supervisors to short service workers/contracted employers. Under this program, supervisors will be defined as an 
experienced individual deemed competent by the Employer as per OHS Legislation and specifically assigned by 
management to be available to mentor, motivate and monitor a new worker/contracted employer.  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



SHORT-SERVICE WORKER / CONTRACTED EMPLOYER PROGRAM (continued) 
 
 
 
In this role the supervisor will be available to that individual to answer questions, offer guidance and advice, and 
generally provide the benefit of the mentor’s working experience, safety experience, personal support and 
encouragement on a personal level. Under this program, the mentor will also be to monitor safety compliance in 
regard to all policies, safe job procedures, safe work practices rules and regulations that apply. Also, the supervisor 
will ensure that this individual does not under no circumstances work alone at any time. 
 
In most situations, this supervisor will be someone other than the short-service worker’s/contracted employer’s 
assigned supervisor or manager. At the same time, work situations and crew assignments may involve a limited 
number of workers/contracted employers at a work location, and the supervisor or manager in charge of the crew 
or workplace may serve in the role of the mentor to one or more of these individuals. Also, it will be the 
supervisors and/or manager’s responsibility to notify the owner client when a short service worker/contracted 
employer will be working on their job site.  
 
In every situation, additional supervisor assistance will be available to every short service worker/contracted 
employer on request by contacting the Employer’s Safety Compliance Officer 
 
 
Signed: ______________________________Dated: ____________ 
                                   
             Mr. Darcy Newitt, General Operations Manager 
 

  



SAFE WORK PRACTICES 
 

INDEX: 
 
FIRE AND USE OF FIRE EXTINGUISHERS. 
 
WHMIS, CHEMICAL HAZARDS, BIOLOGICAL HAZARDS & HARMFUL SUBSTANCES 
 
USE OF CLEANING SOLVENTS AND FLAMMABLES. 
 
DEFECTIVE TOOLS. 
 
ATTACHING CABLE CLIPS AND CLAMPING WIRE ROPE. 
 
GRINDING. 
 
USE OF PORTABLE GRINDERS. 
 
FALL PROTECTION. 
 
USE OF PORTABLE LADDERS. 
 
USE OF STEP LADDERS. 
 
WELDING, CUTTING AND BURNING. 
 
USE OF PROPANE. 
 
PROPER LIFTING PRACTICES AND HOISTING. 
 
RIGGING. 
 
USE OF HAND SIGNALS FOR CRANE OPERATORS. 
 
POWER LINE SAFETY 
 
USE OF COMPRESSED AIR. 
 
USE OF TIGER TORCHES. 
 
USE OF METAL SCAFFOLDS. 
 
USE OF EXPLOSIVE AND POWER ACTUATED FASTENING TOOLS. 
 
PLACING OF EMERGENCY WARNING DEVICES. 
 
USE OF SEAT BELTS. 
 
WORKING ALONE. 

 

 
 
 
 
 
 
 



FIRE AND USE OF FIRE EXTINGUISHERS 
 

  GENERAL 
     
Good housekeeping is essential in the prevention of fires. Fires can start anywhere and at any time. Therefore, it is 
important to know which fire extinguisher to use and how to use it. 
Always keep fire extinguishers visible and easy to get at. Fire extinguishers must be properly maintained to their 
job. Where temperature is a factor, ensure that care is taken in selecting the right extinguisher.  
   
  TYPES OF FIRES 
 
  Class A:    These fires consist of wood, paper, rags, rubbish and other ordinary combustible  
materials.  
 

• Recommended Extinguishers 

 
✓ Water from a hose, pump type water can or pressurized 

      extinguisher, and soda acid extinguishers. 
 

• Fighting the Fire 
 
✓ Soak the fire completely including the smoking embers. 
 
Class B: Flammable liquids, oil and grease. 
 

• Recommended Extinguishers 

 
✓  ABC units, dry chemical, foam and carbon dioxide extinguishers. 
 

• Fighting the Fire 
 
✓ Start at the base of the fire and use a swinging motion from left to the right,  

always keeping the fire in front of you. 
 
Class C: Electrical Equipment. 
  

• Recommended Extinguishers 

 

✓ Carbon dioxide and dry chemical (ABC) extinguishers. 
 

• Fighting the Fire 
 
✓ Use short bursts on the fire. When the electrical current is shut off on a Class C fire, 

it can become a Class A fire if the materials around the electrical fire are ignited. 
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WHMIS, CHEMICAL HAZARDS, BIOLOGICAL HAZARDS & HARMFUL SUBSTANCES 
 
 

General 
 

All Chariot Express personnel must ensure, as far as it is reasonably practicable to 
do so, the health and safety of workers at their work site. In this section, the term 
“reasonably achievable” is used. Understanding of the term reasonably achievable 
comes from the Canadian Nuclear Safety Commission Regulatory Guide (2004, for 

“Keeping Radiation Exposures and Doses as Low as Reasonably Achievable (ALARA)”. 
Though the term reasonably achievable has not been given definite meaning by the 

Canadian Court system, it is generally accepted in industry and by regulators to 
encompass the same considerations as the concept of “reasonably practicable”. 

 
 

• All personnel must ensure that a controlled product is used, stored, and handled at a work site in accordance 
with Part 29 of the OHS Code. 

 

• If a controlled product is a hazardous waste generated at the work site, all personnel must ensure that it is 
stored and handled safely using a combination of: (a) any means of identification, and (b) instruction of 
workers on the safe handling of the hazardous waste. 

 

• A worker who works with or near a controlled product must be trained in the content required to be on a 
supplier label and a work site label and the purpose and significance of the information on the label, the 
content required to be on a material safety data sheet and the purpose and significance of the information 
on the material safety data sheet, procedures for safely storing, using, and handling the controlled product, 
and the procedures to be followed in case of an emergency involving the controlled product. 

 

• All personnel must ensure the use of procedure set out by the Employer to ensure that a controlled product 
or its container at a work site has a supplier label or a work site label on it. 

 

• All personnel who acquire a controlled product for use at a work site must obtain a supplier material safety 
data sheet for that controlled product. The Employer has ensured that the MSDS is readily available at a work 
site to workers who may be exposed to a controlled product. All MSDS Sheets are found electronically in the 
Driver’s lunchroom on the driver’s computer or in the Safety Office on the Safety Office computer. 
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USE OF CLEANING SOLVENTS AND FLAMMABLES 
 
 
  GENERAL 
 
Cleaning solvents are used in the day to day use construction work to clean tools and equipment. Special care must 
be taken to protect the worker from hazards which may be created from the use of these liquids. Wherever possible, 
solvents should be nonflammable and nontoxic. 
 
The foreman must be aware of all solvents/flammables that are used on the job and be sure that all workers who 
use these materials have been instructed in their proper use and hazard they pose. 
 

• The following instructions or rules apply when solvents/flammables are used: 
 
✓ Use nonflammable solvents for general cleaning. 
✓ When flammable liquids are used, make sure that no hot work is permitted in the area. 
✓ Store flammables and solvents in special storage area. 
✓ Check toxic hazards of all solvents before use. 
✓ Provide adequate ventilation where all solvents and flammables are being used. 
✓ Use goggles or face shields to protect the face and eyes from splashes or sprays. 
✓ Use rubber gloves to protect the hands. 
✓ Wear protective clothing to prevent contamination of worker’s clothes. 
✓ When breathing hazards exist, use the appropriate respiratory protection. 
✓ Never leave solvents in open tubs or vats, return them to storage drums or tanks. 
✓ Ensure that proper containers are used for transportation, storage and field use of solvents/flammables. 
✓ Where solvents are controlled products, ensure all employees using or in the vicinity of use or storage are 

trained and certified in WHMIS. Ensure all WHMIS requirements are met.  
✓ If a worker’s clothing is contaminated with a flammable or combustible liquid, the worker must: (a) avoid any 

activity where a spark or open flame may be created or exists, (b) remove the clothing at the earliest possible 
time, and (c) ensure that the clothing is decontaminated before it is used again. If a worker’s skin is 
contaminated with a flammable or combustible liquid, the worker must wash the skin at the earliest possible 
time. 

✓ A person must not enter or work at a work area if more than 20 percent of the lower explosive limit of a 
flammable or explosive substance is present in the atmosphere. Atmospheric testing results should be 
assessed before a worker is exposed. 
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DEFECTIVE TOOLS 
 
 

GENERAL 
 
 Defective tools can cause serious and painful injuries. If a tool is defective in any way, DON’T USE IT!! 
 

• Be aware of problems like: 
 
✓ Chisels and wedges with mushroomed heads. 
✓ Split or cracked handles. 
✓ Chipped or broken drill bits. 
✓ Wrenches with worn out jaws. 
✓ Tools which are not complete, such as files without handles. 
 

• To ensure safe use of hand tools, remember: 
 
✓ Never use a defective tool. 
✓ Double check all tools prior to use. 
✓ Ensure defective tools are repaired. 
 

• Air, gasoline or electric power tools, require skill and complete attention on the part of the user even when 
they are in good condition. Don’t use power tools when they are defective in anyway.  

 

• Be aware of problems like: 
 
✓ Broken or inoperative guards. 
✓ Insufficient or improper grounding due to damage on double insulated tools. 
✓ No ground wire (on plug) or chords of standard tools. 
✓ The on/off switch not in good working order.  
✓ Tool blade is cracked. 
✓ The wrong grinder wheel is being used, or  
✓ The guard has been wedged back on a power saw. 
 
 
 
 
 
 
 
 

• FOR FURTHER INFORMATION SEE THE APPROPRIATE CURRENT OCCUPATIONAL HEALTH AND SAFETY REGULATIONS * 
 

 

 

 

 

 

 
 
 
 
 



ATTACHING CABLE CLIPS AND CLAMPNING WIRE ROPE 
 
GENERAL 
 

• Wire the thimble to the rope at the desired point, then bend the rope around the thimble and secure               
temporarily by wiring the rope members together. 

 

• First attach the clip farthest from the thimble and tighten (be sure the base of the saddle rests upon the 
live end of the rope and the “U” bolts on the short end). All clips must be attached in this manner. 

 

• The clip nearest the thimble goes on next. DO NOT TIGHTEN YET. If one or more additional clips are to be 
attached, place them at an equal distance apart between the clips already attached. 

 

• Before tightening, place some stress on the rope to take up the slack and equalize the tension on both sides 
of the clip. DO NOT APPLY TO MUCH STRESS OR THE CLIP ATTAHCED IN STEP ONE WILL NOT HOLD. 
Tighten all clips. 

                   ________________________________________________________________________________ 

 

Diameter of Rope          Number of Clips               Spacing between Clips Centre              Torque 

    (Millimeters)                                                             to Centre (Millimeters)            (Newton-meters) 

_________________________________________________________________________________ 

 

6      2      38       20 

8      2      51       40 

10                                     2                                                      57                                       65 

11                                     2                                                       64                                       90 

12                                    3                                                        76                                       90 

16                                     3                                                       102                                     135 

19                                     4                                                       114                                     176 

22                                    4                                                       133                                     305 

25                                     4                                                       152                                     305 

29                                     5                                                       178                                     305 

32                                     5                                                       203                                     488 

38                                     6                                                       229                                     488 

44                                     7                                                       267                                     628 

50                                     8                                                       305                                     881 
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GRINDING 
 
 
 

GENERAL 
 

• Severe injury may occur if proper protective equipment is not used and properly maintained. 
 
 
✓ Check the tool rest for the correct distance from the abrasive wheel, maximum 1/8 inch or 3 mm. 
 
✓ Replace the grindstone when adjustment of the rest cannot provide 1/8 inch or 3 mm clearance. 
 
✓ If the wheel has been abused and ground to an angle or grooved, reface the wheel with the appropriate 

surfacing tool. 
 
✓ Always protect your eyes with goggles or a face shield when grinding. 
 
✓ Each time a grinding wheel is mounted, the maximum approved speed stamped on the wheel bladder 

should be checked against the shaft rotation speed of the machine to ensure the safe peripheral speed is 
not exceeded. 

 
✓ A grinding wheel must not be operated at peripheral speed exceeding the manufacturer’s 
recommendation. 
 
✓ The flanges supporting the grinding wheel should be a maximum of 1/3 the diameter of the wheel and 

must fit the shaft rotating speed according to the manufacturer’s recommendation. 
 
✓ Bench grinders are designed for peripheral grinding. Do not grind on the side of the wheel. 
 
✓ DO NOT STAND DIRECTLY IN FRONT OF GRINDING WHEEL WHEN IT IS FIRST STARTED. 
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USE OF PORTABLE GRINDERS 
 
 
 

GENERAL 
 
 
 

• Abrasive wheels can cause severe injury. Proper storage of new wheels, proper use of wheels and    proper 
maintenance of wheels must be observed. 

 
 
✓ Familiarize yourself with the grinder operation before commencing work.  
 
✓ Ensure proper guards are in place and that safety glasses, face shields, gloves and safety boots are worn 

when using portable grinders. 
 
✓ Never exceed the maximum wheel speed (every wheel is marked). Check the speed marked on the wheel 

and compare it to the speed on the grinder. 
 
✓ When mounting the wheels, check them for cracks and defects, ensure that the mounting flanges are clean, 

and the mounting blotters are used. Do not over tighten the mounting nut. 
 
✓ Before grinding, run newly mounted wheels at operating speed to check for vibrations.  
 
✓ DO NOT USE GRINDERS NEAR FLAMMABLE MATERIALS. 
 
✓ NEVER USE THE GRINDER FOR JOBS FOR WHICH IT IS NOT DESIGNED, SUCH AS CUTTING.  
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FALL PROTECTION 
 

GENERAL 
 

 

The objective of Chariot Express Fall Protection Program is to identify and evaluate fall hazards to which 
employees will be exposed, and to provide specific training as required. 

 
 
 

• All employees who may be exposed to fall hazards are required to receive training on how to recognize 
such hazards, and how to minimize their exposure to them. Employees shall receive training before 
they are required to work in areas where fall hazards exist. 

 
1. Nature of the fall hazards employees may be exposed to. 
 
2. Correct procedures for erecting, maintaining, disassembling, and inspecting fall protection systems. 
 
3. Use and operation of controlled access zones, guardrails, and personal fall arrest systems, safety nets, 

warning lines, and safety monitoring systems. 
 
4. Role of each employee in the Safety Monitoring System (if one is used). 
 
5. Limitations of the use of mechanical equipment during roofing work on low-slope roofs (if applicable). 
 
6. Correct procedures for equipment and materials handling, and storage and erection of overhead 
protection. 
 
7. Role of each employee in alternative Fall Protection Plans (if used). 
 
8. Requirements of the OSHA Fall Protection Standard, 29 CFR 1926, Subpart M. 
 
9. All fall protection equipment- including full body harnesses, body belts, lanyards, shock absorbers, 

connectors, carabineers, and snap hooks, fall arrestors, self-retracting devices, descent control devices, 
life safety ropes, adjustable lanyards for work positioning, rope adjustment devices for work 
positioning, and wood pole climbing equipment- must meet current CSA Standards. Refer to Part 9, 
sections 142-149 of the OHS Code for specific details. 

 
10. All personnel must ensure that equipment used as part of a fall protection system is removed from 

service and either returned to the manufacturer or destroyed if: (a) it is defective, or (b) it has come 
into contact with excessive heat, a chemical, or any other substance that may corrode or otherwise 
damage the fall protection system. An employer must ensure that after a personal fall arrest system 
has stopped a fall, the system is removed from service. An employer must ensure that a personal fall 
arrest system that is removed from service is not returned to service unless a professional engineer or 
the manufacturer certifies that the system is safe to use. 

 

 
 
 
 
 



USE OF PORTABLE LADDERS 
 
 

GENERAL 
 
 

• Ladders can be used safely if they are given the respect they deserve. Before using any ladder, make sure 
that it is in good condition and is the right ladder for the job to be done. 

 
 
✓ When setting up a ladder, secure the base and “walk” the ladder up into place. 
 
✓ The ladder should be set at the proper angle of one (1) horizontal to every four (4) vertical. 
 
✓ Before using a ladder, make sure it is secured against movement. 
 
✓ When in position, the ladder should protrude one (1) meter above the intended landing point. 
 
✓ Workers shall not work from the top two rungs of a ladder. 
 
✓ DO NOT OVERREACH WHILE ON A LADDER.  It is easier and safer to climb down and move the ladder over a 

few feet to a new position. 
 
✓ Always face the ladder when using it. Grip it firmly and use the three point-contact method when moving up 

or down. 
 
✓ The minimum overlap on an extension ladder should be one (1) meter unless the manufacturer specifies the 
overlap. 
 
✓ Keep both metal and wood ladders away from electrical sources. 
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USE OF STEP LADDERS 
 
 

GENERAL 
 
 
 

• As with all ladders, make sure that the step ladder is in good condition, and is the right ladder for the job to 
be done. Step ladders are to be used only on clean and even surfaces.  

 
✓ No work is to be done from the top two steps of a step ladder, counting the top platform as a rung. 
 
✓ When in the open position ready for use, the incline of the front step section shall be one (1) horizontal to 

six (6) vertical. 
 
✓ The step ladder is only to be used in the fully open position with the spreader bars locked. 
 
✓ Tops of step ladders are not to be used as a support for scaffolds. 
 
✓ DO NOT OVERREACH WHILE ON THE LADDER. Climb down and move the ladder over to a new position. 
 
✓ Only CSA STANDARD ladders will be used. 
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WELDING, CUTTING AND BURNING 
 
 

GENERAL 
 
Work involving welding, cutting and burning can increase the fire and breathing hazard on any job, and the 
following should be considered prior to the start of work. 
 
✓ Always ensure that adequate ventilation is supplied since hazardous fumes can be created   during welding, 

cutting or burning. 
 
✓ Where other workers may also be exposed to the hazards created by welding, cutting and   burning, they 

must be alerted to these hazards or protected from them using “screens”. 
 
✓ Never start work without proper authorization. 
 
✓ Always have firefighting or prevention equipment on hand before starting welding, cutting or burning. 
 
✓ Check the work area for combustible material and possible flammable vapors before starting work. 
 
✓ A welder should never work alone. A fire or spark watch should be maintained.  
 
✓  Check cables and hoses to protect them from slag or sparks. 
 
✓ Never weld or cut lines, drums, tanks, etc. that have been in service without making sure that all precautions 

have been carried out and permits obtained. 
 
✓ Never enter, weld or cut in a confined space without proper gas tests and a required safety lookout. 
 
✓ When working over-head, use fire resistant materials (blankets, tarps) to control or contain slag and sparks. 
 
✓  Cutting and welding must not be performed where sparks and cutting slag will fall on cylinders (move all 

cylinders away to one side).   
 
✓ Open all cylinder valves slowly. The wrench used for opening the cylinder valves should always be kept on the 

valve spindle when the cylinder is in use. 
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USE OF PROPANE 
 
 

GENERAL 
 

• Since propane is heavier than air and invisible, it is a special concern when it is used on the jobsite. All 
installations and use of this product on the jobsite must comply with The Government Legislation set out 
for its safe use. Suppliers delivering the product or setting up the equipment at the site must be part of the 
SAFE WORK PRACTICE.  

 
 
✓ Nylon slings must be used in a “choker” fashion when loading, off- loading or lifting propane tanks.  
 
✓ “Lifting Lugs” provided on tanks are not to be used. Slings are to be wrapped around the shell of the tank. 
 
✓ Tank valves and regulators are to be removed from the tank prior to any movement of the tank. 
 
✓ Crane hooks shall be equipped with a “Safety Latch”. 
 
✓ All trucks, cranes or equipment used to handle propane tanks must be equipped with a fire extinguisher 

appropriate for the size and type of tank being handled. 
 
✓ Except in an emergency, any movement or repositioning of tanks shall be performed by a competent worker.  
 
✓ Tanks are not to be heated to increase flow. 
 
✓ When in use, propane bottles are to be securely held in an upright position. 
 
✓ Tanks are not to be hooked up and used without proper regulators.  
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PROPER LIFTING PRATICES – HOISTING 
 

EVALUATING THE LOAD 
 

• Determine the weight of the object or load prior to a lift to make sure that the lifting equipment can 
operate within its capabilities.  

BALANCE LOADS 
 

• Estimate the center of gravity or point of balance. The lifting device should be positioned immediately 
above the estimated centre of gravity.  

LANDING THE LOAD 
 

• Prepare a place to land the load, lower the load gently and make sure it is stable before slackening the sling 
or chain. 

 
✓ Select only alloy chain slings and NEVER EXCEED THE WORKING LOAD LIMITS. 
 
✓ Make sure the hoist or crane is directly over the load. 
 
✓ Use slings of proper reach. NEVER SHORTEN A LINE BY TWISTING OR KNOTTING. WITH CHAIN SLINGS, 

NEVER USE BOLTS OR NUTS.  
 
✓ NEVER PERMIT ANYONE TO RIDE THE LIFTING HOOK OR THE LOAD. 
 
✓ Make sure all personnel stand clear from the load being lifted.  
 
✓ NEVER WORK UNDER A SUSPENDED LOAD, unless the load is properly supported. 
 
✓ NEVER LEAVE A LOAD SUSPENDED WHEN THE HOIST OR CRANE IS UNATTENDED. 
 
✓ Inspect all slings thoroughly at specified intervals and maintain them in good condition. 
 
✓ Inspect each chain or sling for cuts, nicks, bent links, bent hooks, etc. before each use. IF IN DOUBT DO NOT 

USE IT. 
 
✓ Ensure that safety latches on hooks are in good working condition. 
 
✓ Ensure that the signaler is properly identified and understands techniques of proper signaling. 
 
✓ Make sure a tag line is used to control the load. 
 

✓ All personnel must provide, where reasonably practicable, appropriate equipment for lifting, lowering, 
pushing, pulling, carrying, handling, or transporting heavy or awkward loads. 
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RIGGING 
 

GENERAL 
 

• Rigging looks like an easy operation, but it is complex. Too many individuals have lost fingers or hands or 
have suffered more serious injuries because they thought, “anyone can do that”.   

 
HERE ARE SOME DO’S AND DON’TS TO REMEMBER: 
 
✓ Name one member of the crew to act as a signal man and instruct the equipment operator to recognize 

signals from that person only. The signal man must be careful not to order a move until he has received the 
“already” signal from each member of the crew. 

 
✓ Each rigger must be sure he’s in the clear before he gives an “already” to the signal man. When you have 

positioned the sling or choker you’re using, release it, if possible, before you give the “already” signal. 
 
✓ If you must hold the sling or choker in position, be sure your hand is clear of pinch points. In fact, your hand 

should be far enough away so there is no possibility of a frayed wire catching your glove and jerking your 
hand into a pinch point. “FRAYED CABLES SHOULD NEVER BE USED”. 

 
✓ Watch out for the roll or swing of the load. Since it’s almost impossible to position the hook exactly over the 

load center, there will almost always be a swing or roll. Anticipate the direction of the swing or roll and work 
away from it. 

 
✓ NEVER PLACE YOURSELF BETWEEN MATERIAL, EQUIPMENT OR ANY STATIONARY OBJECT AND THE LOAD 

SWING. Also, stay away from stacked material that maybe knocked over by a swinging load. 
 
✓ NEVER STAND UNDER THE LOAD AND KEEP FROM UNDER THE BOOM AS MUCH AS POSSIBLE. Chances are 

nothing will break, but something might. 
 
✓ Look over the area where the load is to be set. Remove unnecessary blocks or other objects that might flight 

up if struck by the load. 
 
✓ When lowering or setting the load, be sure your feet and all other parts of your body are out from under the 

load. Set the load down easily and slowly so that if it rolls on the blocking, it will be a slow shift that you can 
get away from. 

 
✓ Identify the designated signal man using distinctive vests, armlets, etc.  
 
✓ Use tag lines to control the leads. 
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USE OF HAND SIGNALS FOR CRANE OPERATORS 
 

 

 

 

 

 

 

 



USE OF HAND SIGNALS FOR CRANE OPERATORS continued 
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USE OF HAND SIGNALS FOR CRANE OPERATORS continued  

 

 

 

 

 

 

 

 



POWER LINE SAFETY 
 
 

GENERAL 
 

 
All personnel must contact the power line operator before work is done or equipment is operated within 7.0 
meters of an energized overhead power line: (a) to determine the voltage of the power line, and (b) to establish 
the appropriate safe limit of approach distance listed in Schedule 4 of the OHS Code. All personnel must ensure 
that the safe limit of approach distance is maintained and that no work is done, and no equipment is operated at 
distances less than the established safe limit of approach distance. All personnel must notify the operator of an 
energized overhead power line before work is done or equipment is operated in the vicinity of the power line at 
distances less than the safe limit of approach distances listed in Schedule 4 of the OHS Code, and obtain the 
operator’s assistance in protecting workers involved. All personnel must ensure that earth or other materials are 
not placed under or beside an overhead power line if doing so reduces the safe clearance to less than the safe limit 
of approach distances listed in Schedule 4 of the OHS Code. A worker must follow and maintain the appropriate 
safe clearance when working in the vicinity of an overhead power line. 
 
ALWAYS ASK YOURSELF 

 
 

• Where’s the line? 

• What are you doing? 

• How are you dealing with the hazards? 

• Are workers qualified? 

• What to do if something goes wrong? 

• Safe Limit to Approach of Power Lines – Minimum of 7 Meters. 

• If you need to get closer, you MUST call the Utility Company before continuing. 

• ALWAYS know the height of your equipment: anything over 13.6 feet (4.15 meters) is “over height.” 
 
 
SAFE DISTANCE FOR MOVING EQUIPMENT & BUILDINGS 
 

• 3.6 meters for pedestrian areas 
o meters for driveways 
o meters for agricultural areas 

• 4.8 meters for alleys, commercial premises 

• 5.3 meters for roads 

• 5.4 meters underground pipelines 

• Anything over 13.6 feet (4.15 meters) is considered “over height” and must have a permit from Alberta 
Transportation and requires notifying utility companies. 

 
 
 

 
 
 
 
 
 



POWER LINE SAFETY continued 
 
 

ELECTRICITY CAN KILL 
 
 
What can happen 
 

• Less than one milliamp - No sensation. 

• One to eight milliamps - Feel sensation of shock, though not painful. 

• Eight to 15 milliamps - Painful shock. 

• 15 to 20 milliamps - Painful shock, loss of muscle control. 

• 20 to 50 milliamps - Severe muscle contractions.  

• 50 to 100 milliamps - Heart failure is possible. 

• 100 to 200 milliamps  - Heart failure is possible. 

• Over 200 milliamps - Severe burns and heart failure. 
 
Shock Characteristics 
 

• Electrical victims will often go into shock. 

• Signs include cold or clammy skin, weak, shallow breathing, and rapid pulse. 
 

• Loosen clothing and keep victim horizontal and warm until help arrives. 
 
What to do if your vehicle contacts an overhead power line 
 

• Drive clear of the line. 

• Do not leave the vehicle unless absolutely necessary. 

• Do NOT, under any circumstances, step down and allow part of your body to be in contact with the ground 
while any other part of your body is touching the machine due to the effects of hazardous “step potential”. 

 
Step Potential 
 

• You don’t have to touch a power line to be injured or killed. When electricity reaches the ground, it will 
ripple through the area and if you happen to be standing nearby, the electricity may move through you too. 

• Jump clear with both feet together. 

• Do NOT touch your vehicle and the ground at the same time. 

• Hop or shuffle, with both feet together, from the vehicle for at least 10 meters. 
 

 

Always Notify Alberta One-Call 1-800-242-3447 several days in advance before commencing any work. 
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USE OF COMPRESSED AIR 
 
 
 

GENERAL 
 
 
 

• Air powered tools in construction range from stapling guns to jack hammers. If not treated with respect, 
these tools can become a powerful enemy rather than a servant. 

 
✓ Compressed air must not be used to blow debris or to clear dirt from any workers clothes. 
 
✓ Ensure that the air pressure has been turned off and the line pressure relieved before disconnecting the hose 

or changing tools. 
 
✓ All hose connectors must be of the quick disconnect pressure release type with a “safety chain/cable”.  
 
✓ Wear personal protective equipment such as eye protection and face shields and ensure other workers in the 

area are made aware of or have restricted access to the hazard area. 
 
✓ Hoses must be checked on a regular basis for cuts, bulges, or other damage. Ensure that defective hoses are 

repaired or replaced. 
 
✓ A proper pressure regulator and relief devise must be in the system to ensure that correct desired pressures 

are maintained.  
 
✓ The correct air supply hoses must be used for the tool/equipment being used. 
 
✓ The equipment must be properly maintained according to the manufacturer’s requirements.  
 
✓ Follow the manufacturer’s general instructions and comply with legislated safety requirements.  
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USE OF TIGER TORCHES 
 
 

GENERAL 
 
 
 
 

• Tiger Torches, although valuable to a jobsite, are sometimes misused in a manner that can make them very 
dangerous. Tiger Torches are only to be used for preheating of piping etc. prior to welding. 

 
 
✓ When a torch is used, an adequate fire extinguisher must be present. 
 
✓ Torches are not to be used for heating of work areas or thawing of lines and equipment, etc. when not in use. 
 
✓ Ensure that the propane bottles are properly shut off. 
 
✓ Fuel lines are to have regulators. 
 
✓ Propane bottles shall be secured in an upright position. 
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USE OF METAL SCAFFOLDS 
 
 

GENERAL 
 

• There are various types of metal scaffolds and they all have a right and wrong way to be erected. 

• The misuse of scaffolding is the cause of numerous serious injuries. Every worker who designs or constructs 
a scaffold should be competent and know what the manufacture’s specifications are for that type of 
scaffold. The scaffold type which will be best suited for the job and capable of withstanding the loads to be 
imposed on it must be determined before the job begins.  

   
  ENSURE THAT 
 
✓ The scaffold you intend to use is the correct one for the job. 
 
✓ The location in which the scaffold is to be constructed is level or can present secure footing by use of mudsills 

or some other devise. 
 
✓ The scaffold will be erected by a competent worker. 
 
✓ Legislative and Manufacturer’s requirements have been complied with. 
 
✓ Safe access and egress to both the scaffold and the general work area has been provided. 
 
✓ Leveling adjustment screws have not been over extended. 
 
✓ Tower scaffolds have outriggers or are guyed and have all component parts secured in place (i.e. cross braces, 

pins, and lateral braces). 
 
✓ Scaffold work platforms have perimeter guard rail; 
 

• Horizontal rail – 0.92 meters to 1.07 meters above the platform; 

• Intermediate rail – Horizontal rail midway between scaffold platform and top rail; 

• Toe board – Horizontal member at platform level no less than 140 mm in height above the platform level. 
 
✓ Scaffold planks are of number one grade materials with maximum spans of 3.1 meters on light duty and 2.3 

meters on heavy duty with a maximum projection beyond the ledger of no more than 300 mm.  
 
 

 

 

 

 

 

*FOR FURTHER INFORMATION SEE THE APPROPRIATE CURRENT OCCUPATIONAL HEALTH AND SAFETY REGULATIONS * 

 

 

 
 
 
 
 



USE OF EXPLOSIVE/POWDER ACTUATED FASTENING TOOLS 
 
GENERAL 
 

• There are several tools utilizing an explosive charge in use throughout the construction industry to drive     
fastenings. The Manufacturers of these devices provide detailed instructions regarding their use and maintenance. 

These instructions, along with the legislation specifically set out for their use, shall always be closely adhered to. 
 
THE FOLLOWING GENERAL RECOMMENDATIONS APPLY TO ALL EXPLOSIVE/POWDER ACTUATED TOOLS 
 
✓ Only properly trained and qualified operators are to use this type of tool. The user shall possess proof of 

this training issued by the Manufacturer, authorized dealer/distributor, or other competent source. 
 
✓ The tool must be CSA STANDARD approved by “Explosive Actuated Fastening Tools”. 
 
✓ The tool should be loaded just prior to use with the correct load for the job anticipated. 
 
✓ Tools should never be loaded and left to sit or be moved to an alternate work site after being loaded. 
 
✓ The tools should never be pointed at anyone, whether loaded or unloaded. Hands should always be kept 

clear of the muzzle end . 
 
✓ Explosive/Powder Actuated Tools should always be stored in their proper lockable boxes. 
 
✓ Explosives/Powder Actuated Tools must never be used in an explosive atmosphere. 
 
✓ When used, the tool must be held firmly and at right angles to the surface being driven into. 
 
✓ Eye protection must be worn by the operator. Where there is a danger of spalling, full face protection must 

be worn. Hearing protection is also to be worn in confined areas. 
  
✓ To prevent free-flying studs, ensure that the material being driven into will not allow the stud to completely 

pass through it (i.e. glass block, hollow tile etc.).  
 
✓ Manufacturer’s recommendations should be consulted and followed wherever there is a doubt about the 

material being driven into, maintenance procedures, or load strength to be used. 
 
✓ Always be aware of the other workers. Where a hazard to other workers is created by this operation, signs 

and barricades identifying the hazard area are mandatory.  
 

 

*FOR FURTHER INFORMATION SEE THE APPROPRIATE CURRENT OCCUPATIONAL HEALTH AND SAFETY REGULATIONS * 



PLACING OF EMERGENCY WARNING DEVICES 
 
 
 

• Emergency Warning devices must be placed on the highway with in ten minutes of bringing a disabled vehicle 
to a halt. 

 
 

• All Chariot Express Personnel must ensure that the vehicle they are operating be equipped with acceptable 
warning devices. 

 
 

• At the present time, bi-directional reflective triangles are legislated. Flares, Lanterns, and other type 
reflectors cannot be used as supplements to the triangles. 

 

• If vehicles must be stopped on the shoulder of an undivided street or highway with two-way traffic, one 
warning device should be placed 10 feet to the front or rear of the vehicle depending upon the direction of 
approaching traffic. 

 
 

• The second device should be placed 100 feet from the stopped vehicle in the center of the traffic lane or 
shoulder occupied by the vehicle and in a direction toward traffic approaching in that lane. 

 
 

• The third should be placed 100 feet from the vehicle in the direction of traffic 
coming from the other direction. 

 
 

• On a divided highway or street with one way traffic, one warning device should be placed 10 feet to the rear 
of the vehicle, one device at a distance of 100 feet and one at a distance of 200 feet in a direction toward 
approaching traffic in the center of the lane or shoulder occupied by the vehicle. 

 
 

• If a motor vehicle is stopped within 500 feet of a curve, crest of a hill or other obstruction, a warning device 
should be placed at 100 feet to 500 feet from the vehicle in the direction of the obstruction. The other 
devices should be placed at 10 feet to 100 feet intervals toward approaching traffic. 

 
 

• The proper placement of warning devises during emergencies is an important function of a vehicle driver. Be 
sure adequate warning devices are available in your vehicles.    

 

 

 

 

 

 

 
 
 
 
 



 USE OF SEAT BELTS 
 

 

 

 

 
 

 

 

 

 

 

 
 
 
 
 



WORKING ALONE 
 
 

GENERAL  
 
 
All personnel who are working alone must;  
 
 

• Conduct hazard assessments to identify existing or potential hazards in the workplace associated with 
working alone. 

 
 

• Implement safety measures to reduce the risk to themselves from the identified hazards. 
 
 

• Ensure you have an effective means of communication between yourself and persons capable to the 
worker’s needs in case of an emergency or the worker is injured or ill. 

 
 

• Regularly contact dispatch at intervals appropriate to the nature of the hazard associated with the 
operators work. This communication system will be conducted via two-way Radio or Cellular Phone. 

 
 

• The designate must regularly contact the worker at intervals appropriate to the nature associated with the 
operators work. The time intervals at which contact is made will be based on the level of the risk that the 
operator is exposed to. This communication system will be conducted via two-way Radio or Cellular Phone. 

 
 

• Three Factors must be considered in determining if assistance is readily available – awareness of the 
situation, willingness to help and timeliness of the assistance. 

 
 

• The OHS Act identifies that a worker has the right to refuse unsafe work. Part 4, Section 31(1) of the 
Occupational Health & Safety Act defines this as: a worker may refuse to do work or to do particular work at 
a work site if the worker believes on reasonable grounds that there is a dangerous condition at the work site 
or that the work constitutes a danger to the worker’s health and safety or to the health and safety of 
another work or another person. 

 

 

 

 

 

*FOR FURTHER INFORMATION SEE THE APPROPRIATE CURRENT OCCUPATIONAL HEALTH AND SAFETY REGULATIONS * 



SAFE WORK PRATICE REVIEW 
 

THIS FORM IS TO BE USED IN ORDER TO ADD OR REVIEW ANY SAFE WORK PRACTICES THAT ARE DEEMED 
NECESSARY. 

 
 

DATE: ____________________________ 
 
SAFE WORK PRACTICE:______________________________________________________________________ 
 
SUGGESTED BY: _____________________________________________________________________________ 
 
APPROVED BY: ______________________________________________________________________________ 
 
 
NOTES: 
 

_____________________________________________________________________________________________ 

 

 

_____________________________________________________________________________________________ 

 

 

_____________________________________________________________________________________________

_ 

 

 

_____________________________________________________________________________________________

_ 

 

 

_____________________________________________________________________________________________

_ 

 

 

_____________________________________________________________________________________________

_ 

 

 

_____________________________________________________________________________________________

_ 

 

 

_____________________________________________________________________________________________

_ 

 

 

_____________________________________________________________________________________________

_ 

 

 



SAFE JOB PROCEDURES 
 

INTRODUCTION 
 

 
A job procedure is a written step-by-step description of how to do a job from start to finish. Job procedures 
are sometimes referred to as “proper job procedures or “methods”. Written job procedures are used to train new 
workers and workers that are moved to new jobs. Job procedures are also used by workers as a reference, especially 
for complex jobs, hazardous jobs, or for jobs that are done infrequently.  A job procedure contains the appropriate 
safe work practice and highlights safety points. 

 

 QUICK REFERENENCE INDEX  
 
 

1. Pre-Trip General Procedures 
 

2. During Trip Procedures 
 

3. Post Trip Procedures 
 

4. Truck Pressure Wash Procedures  
 

5. Lock-Out/Tag-Out 
 

6. Defensive Driving 
 

7. Following Distances 
 

8. Cargo Securement 
 

9. Changing a Tire 
 

10.  Extension Cords 
 

11. Jumpstarting a Battery 
 

12. Manual Lifting 
 

13. Spill Release Reporting 
 

14. Safe Driving / Job Procedures Annual Review 
 

15. Tiger Torch Procedures 
 

16. Over-Dimensional Loads / Escort Driver Procedures 

 
17. Yard Water Pump Procedures 

 
18. Critical Lift Procedures 

 
19. Crane Suspended / Man Basket Procedures 

 
20. Yard Snow Blower Procedures 



 
21. Shop Air Compressor Procedures 

 

 

PRE-TRIP GENERAL PROCEDURES 
 

 

1. Complete check list on Running Order. 
 

2. Start engine and check for proper oil pressure. 
 

3. Allow engine to warm up to sufficient operating temperature, checking for abnormal operation (noises, fluid 
leaks, gauges not working, etc.). 

 
4. Inspect unit for damage to the cab, body and tires on the bus and trailer.    
 
5. Listen and look for any abnormality.  
 
6. Check springs and frames for abnormal WEAR or signs of stress and fatigue. 
 
7. Check for spare oil, windshield washer fluid and antifreeze, etc. 
 
8. Check wheel lugs and studs. Check for slippage. 
 
9. The power unit must be properly checked for fuel, oil and coolant before leaving. 
 
10. Whenever hooking up a trailer, a visual check of the hitch is a must. Ensure that units are properly hooked up.  
 
11. Driver must ensure that the trailer is suitable and properly cleaned for product to be hauled.  
 
12. Check for Safety/Emergency/Minimum Vehicle Equipment (as applicable): 
 

• CSA approved Hard Hat 

• CSA approved Mono-Goggles or Safety Glasses 

• Long Sleeve Shirt, Pants 

• CSA approved Steel Toed Work Boots 

• Reflective Vest or Coveralls 

• Hearing Protection 

• Road Side Emergency Kit  

• Fire Extinguisher 

• First Aid Kit 

• Warning Triangles 

• Proper Load Securement Equipment in good order 

• Miscellaneous Equipment (tarps, brooms, shovels) 

• Cell Phone 

• All necessary Paper Work for the Job,  

• TRIP INSPECTION REPORT (inspect all applicable items as per Schedule 2 of NSC Standard 13 part 2) 

• Registration, Insurance, CVIP (s), Permits, and Certification Binder. 
 
13. Engage Vehicle into Reverse to ensure back up alarm is working (if applicable). 
 

 



 
DURING TRIP / MIDDAY PROCEDURES  

 
 

1.  To ensure repairs are made, record all defects on Running Orders for equipment in use. 
 
2. At all times the bus must be driven in a safe, competent and reasonable manner. Obeying all laws set out by 

the “Traffic Safety Act”. 
 
3. Ensure all paperwork is in order; neat and tidy. Signatures are to be legible and or printed. 

 
4. Any breakdowns/accidents or incidents must be reported immediately. 

 
5. If you are behind schedule more than one half hour, call dispatch and/or the customer at the destination. 

Keeping Bill 16 (Distracted Driving Law) in mind. 
 

6. Purchase fuel and oil only at locations approved by management. 
 

7. Call office before 8:00 AM and 5:00 PM when necessary. Notifying office of your progress. 
 

8.  “Headlights on” is a Company Policy and must be on at all times when driving.  
 

9.   Ensure Seat Belts are engaged and worn properly. 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



POST-TRIP PROCEDURES 
 

 

1. Ensure that all paper work has been properly completed and hand in all paper work at the completion of 
the work day to the office. Ensure that proper paper work is handed to the customer at the end of each 
trip. Drivers will not be paid unless all paper work is handed in promptly.  

 
2. Ensure any work to be done to the bus or trailer is recorded and handed in immediately. 
 
3. Be sure unit is kept clean during the work day and at the end of the shift be cleaned out.  

 
4. Before parking in the yard ensure parking area is clean. 

 
5. The bus is to be backed into designated stalls and to be parked in such a way to comfortably fit. DO NOT 

TAKE UP TWO STALLS. 
 

6. The bus should be fueled at time of completion of your shift so that it is ready to go at any time. 
 

7. Driver’s daily log sheets and trip forms are completed satisfactory. They are required by The National 
Safety Code for Compliance.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 



TRUCK PRESSURE WASH PROCEDURES 
 

 

1.    Gather Materials Required (Pressure Washer, 5 gallon pail, Scrub Brush with handle, Floor Squeegee, 
           Shovel, Truck Wash Soap and Hot Water Supply). 

 
2. Park vehicle over sump. Shut off the engine and close the bay door. 
 
3. Stretch out the pressure washer hose, removing all kinks from it. 
 
4. Fill pressure washer with hot water then shut off water supply. 
 
5. Spray entire vehicle form bottom to top with pressure washer then shut off pressure washer. 
 
6. Fill 5 gallon pail with soap and hot water. 
 
7. Scrub vehicle from bottom to top with soapy solution. 
 
8. Fill pressure washer with hot water again then shut off water supply. 
 
9. Spray entire vehicle from top to bottom with pressure washer then shut off pressure washer. 
 
10. Coil the hose up at the pressure washer station and make sure all water taps are turned off. 
 
11. Pour left over soapy solution down the drain and put back supplies where you got them from. 
 
12. Open the bay door and park the vehicle outside. 
 
13. Shovel up any mud left on the floor “do not just hose the mud down the sump”. 
 
14. Use the squeegee to wipe any excess water from the floor. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 



LOCK-OUT/TAG-OUT 
 

Developed By: ________________________________________      Date: ____________________________ 
 

Approved By: _________________________________________      Date: ____________________________ 
 

  Protective Footwear 

  Head Protection as Required 

  Eye Protection as Required 

  Ear Protection as Required 

  Gloves as Required 

  Coveralls as Required 

 

Note:  When doing maintenance on company equipment, the following procedure must be followed by the operator 
and/or worker. 
 

JOB STEPS 
 

1. Shut off equipment. 
 

2. Turn off electrical supply to the equipment being worked on. 
 

3. Attached personal “LOCK OUT” lock on the electrical panel switch. 
 

4. Return to equipment and attempt to start equipment, if it does not start, proceed to service 
equipment. 

 
5. Keep the key to the lock in your pocket until the service on the equipment is complete. 

 
6. If more than one person is working on the same piece of equipment, then both persons must “LOCK 

OUT”. 
 

7. In the event two locks will not fit on the electrical panel shut off switch, then one person must use an 
“OUT OF SERVICE” tag. 

 
8. All keys must be turned into your supervisor before going home after your work shift. 

 
9. After all locks or tags have been removed, the Operator may start equipment. 

 
 

DO NOT ATTACH OR REMOVE ANOTHER PERSON’S LOCK OR TAG. 
NOTE: Should an employee go home and leave their lock or tag attached after completion of service, they could be called back to 
work to remove it. In extreme cases – vacation, sickness, etc., the supervisor may remove the lock or tag after he/she has made a 
careful inspection of the equipment. 

 
 
 
 
 
 

Equipment Required Material Required PPE Required 



DEFENSIVE DRIVING PROCEDURES 

 

All Commercial Drivers must: 

→ Ensure that drivers hold appropriate and current licenses 

→ Ensure that drivers of commercial vehicles meet medical standards for drivers 

→ Ensure that workers do not drive while fatigued; be mindful of workers traveling long distances after their work shift has finished 

→ Encourage drivers to use safe driving practices 

→ Select appropriate vehicles for the task 

→ Monitor and take action on motor vehicle incident data 

→ Conduct investigations, including driver interviews following motor vehicle incidents 

→ Ensure that drivers complete mandatory driving safety training and are provided with appropriate driving safety information



FOLLOWING DISTANCE 
 

THE “TIME INTERVAL RULE” FOR FOLLOWING DISTANCE  
 

Whenever your wheels are moving you must be able to “Focus” well ahead to perceive potential hazards 
and plan ahead to stop or evade hazards. Having “Time” by following at a safe distance allows the driver to 
see well ahead of their vehicle and plan ahead to escape hazards. Having “Time” means never assuming 
that another driver or pedestrian will get out of your way or stay out of your way. You have two means of 
evading hazards when you drive. 

 

• Slowing or Stopping; 

• Steering. 
 

As a Rule allow one second of following distance for every 3 meters (10 feet) of vehicle length and for 
speeds over 65 Kilometers per hour add one second to the total. 
 
 

HOW TO ESTABLISH A MINIMUM FOLLOWING DISTANCE  
 

Due to the variances in trucks there is no rule that will satisfy all situations. The “Time Interval Rule” has 
been recognized as a simple tool that drivers can use to estimate a minimum following distance for their 
vehicle in ideal road and weather conditions. Any other road or weather conditions require that the driver 
double or triple the “Time Interval Rule”. 
 
For all light and commercial vehicles 6 meters (20 feet) in length or less the two second rule applies. For 
vehicles that are greater than 6 meters (20 feet) in length the minimum time interval increases by one 
second for every three meters (10 feet) of vehicle length. 
 

Length of Vehicle                                                                                  Minimum Time Interval    

6-9 meters or 20 to 30 feet                                                                            3 seconds 

9-12 meters or 30 to 40 feet                                                                          4 seconds 

12-15 meters or 40 to 50 feet                                                                        5 seconds 

15-18 meters or 50 to 60 feet                                                                        6 seconds 

18-21 meters or 60 to 70 feet                                                                        7 seconds 

21-24 meters or 70 to 80 feet                                                                        8 seconds 

 

Drivers must have space not only in front of the vehicle but also alongside to evade hazards. This is achieved 
by adjusting speed and position in traffic in relation to the speed and position of the other vehicles on the 
road, i.e. the accordion effect on multilane expressways. Avoid driving with the “pack” of vehicles, especially 
in other driver’s blind spots (no zones). 

 



 
 

 
 
 

                                   
 
 
 
 
 

 
 

 
 
 



CARGO SECUREMENT 
 

Developed By: ________________________________________      Date: ____________________________ 
 

Approved By: _________________________________________      Date: ____________________________ 

  Protective Footwear 

  Head Protection as Required 

  Eye Protection as Required 

  Ear Protection as Required 

  Gloves as Required 

  Coveralls as Required 

 

LEGISLATIVE REQUIREMENTS 

 
All cargo that is to be hauled in the back of a pick-up truck shall be secured in accordance with the National Safety Code 
for Motor Carriers of Canada (examples are : hauling plastic pipe, suction hoses and ABS fittings). 

 
The laws which shall apply to Chariot Express Ltd. are as listed below: 

Cargo being transported by a vehicle shall be contained, immobilized or secured so that it cannot 

a) Leak, spill, blow off, fall from, fall through or otherwise be dislodged from the vehicle, or 

b) Shift upon or within the vehicle to such an extent that the vehicle’s stability or maneuverability is 

adversely affected. 

Checking of cargo must be done: 

• Prior to leaving on trip. 

• No more than 80 km from point of loading. 

• Change of driver. 

• Vehicle driven for 3 hrs. 

• Vehicle been driven for 240 km. 

Securing of loads (with tie downs) 

• 1 tie down is required every 1.52m or shorter with a load of less than 500 kg. 

• Tie downs are required every 1.52m and more if the load weighs 500 kg. or more and 1.52m – 3.04m (no 

weight restriction). 

• On loads of 3.04m and longer – 2 tie downs for the first 3.04m of length and then 1 tie down for each 

additional 3.04m of length. 

If cargo cannot be secured properly in a Chariot Express Ltd. vehicle it will not be hauled. Arrangements will be made to 
have proper transportation available (flat deck trucks, or transport trailers). 

Equipment Required Material Required PPE Required 



CHANGING A TIRE 
 

  

Developed By: ________________________________________      Date: ____________________________ 
 

Approved By: _________________________________________      Date: ____________________________ 
 

  Protective Footwear 

  Head Protection as Required 

  Eye Protection as Required 

  Ear Protection as Required 

  Gloves as Required 

  Coveralls as Required 

  

Single-Piece Wheels 
 

1. The tire must be completely deflated by removing the valve core before the tire is removed from the 
rim. 

 
2. Demounting and mounting of tires must be performed only from the offset ledge side of the wheel. 

Care must be taken to avoid damaging the tire beads while mounting tires on wheels. 
 

3. Tires MUST be mounted on compatible wheels of matching bead diameter and width. 
 

4. Non-flammable rubber lubricant must be applied to the bead and the wheel matting surface before 
assembling the rim wheel, unless the tire or wheel manufacturer recommends against the use of any 
rubber lubricant. 

 
5. When using a tire servicing machine* the tire MUST be inflated only to the minimum pressure to force 

the tire bead onto the rim ledge and create an airtight seal before removal from the tire changing 
machine. 

 
6. The tire may be inflated only when contained within a secured restraining device, positioned behind a 

secure barrier, secured on tire servicing machine*, or bolted on the vehicle with the lug nuts fully 
tightened. 

 
7. A Clip-on Chuck with an air-line pressure gauge or pre-set regulator must be applied to ensure the worker 

is a safe distance during inflation of the tire. 
 

8. The tire must not be inflated to more than the inflation pressure stamped in the sidewall unless the 
manufacturer recommends a higher pressure. 

9. Cracked, broken, bent, or otherwise damaged wheels must not be reworked, welded, brazed or 
otherwise heated.  Heat of any nature must not be applied to a wheel. 

 

* In accordance with the tire service machine manufacturer’s safe work and operating procedures. 

 

Equipment Required Material Required PPE Required 



 
Multi-Piece Rim/ Wheels 
 

1. The tire must be completely deflated by removing the valve core before a rim wheel is removed 
from the vehicle axle in the following situations: 

 
• When the tire has been driven underinflated at 80% or less of its recommended pressure, 

or 
 

• When there is obvious or suspected damage to the tire wheel components. 
 

2. The tire must be completely deflated by removing the valve core before demounting. 
 

3. A rubber lubricant must be applied to the bead and the rim matting surface when assembling 
the wheel and inflating the tire unless the tire or wheel manufacturer recommends against it. 

4. If a tire on a vehicle is underinflated but has more than 80% of the recommended pressure the 
tire may be inflated while the rim wheel is on the vehicle, provided a remote distance clip-on 
chuck/in-line gauge equipment is used, so no worker remains in the trajectory during inflation. 

 
5. Prior to any assembly, consult the matching charts from the manufacturer and make certain 

that all pieces are manufactured to fit that particular rim assembly. 
 

6. The tire shall only be inflated inside a secured restraining device. Restraining devices must be 
secured so not to become a trajectory during tire inflation. 

 
7. A clip-on chuck with an air-line pressure gauge or pre-set regulator must be applied to ensure 

the worker is a safe distance during inflation of the tire. 
 

8. Whenever the rim wheel is in a restraining device, the employee must not rest or lean any part 
of his or her body, or equipment, on or against the restraining device. 

 
9. After tire inflation, the tire and wheel must be inspected while still within the restraining device 

to make sure that they are properly seated and locked. If further adjustment is necessary, the 
tire must be deflated by removing the valve core before the adjustment is made. 

 
10. Workers must not correct the seating of the side and lock rings by hammering, striking or 

forcing the components while the tire is pressurized. 
 

11. Cracked, broken, bent, or otherwise damaged wheel components must not be reworked, welded, 
brazed, or otherwise heated. Heat must not be applied to a multi-piece rim/ wheel. 

 

* In accordance with the tire service machine manufacturer’s safe work and operating procedures. 



 

EXTENSION CORDS 
 
Developed By: ________________________________________      Date: ____________________________ 
 

Approved By: _________________________________________      Date: ____________________________ 
 

  Protective Footwear 

  Head Protection as Required 

  Eye Protection as Required 

  Ear Protection as Required 

  Gloves as Required 

  Coveralls as Required 

 
 
 
 
 
 
 
 
 

1. Use extension cords only when necessary and only on a temporary basis. 
 

2. Look for certification label such as CSA. Use only certified cords. 
 

3. Use cords with polarized plugs or grounded three-prong plugs. 
 

4. High wattage  appl iances  and too ls  need  spec ia l  heavy -duty cords .  Check 
manufacturer’s  recommendations on equipment being used. 

 
5. Extension cords used outside should be specially designated for outdoor use. 

 
6. Insert plug fully so that no part of the prongs are exposed. 

 
7. Do not cover cords with rugs, wood or any other material that can trap heat and may lead to fire. 

 
8. Do not overload cords with too many appliances or tools. 

 
9. If a cord feels hot to touch, disconnect it immediately, cut it up and throw it away. 

 
10. Do not drive over or roll equipment over a cord. 

 
11. Unplug the cord when not in use. 

 
 
 
 
 

 
 
 
 
 

Equipment Required Material Required PPE Required 



 

JUMP STARTING A BATTERY 
 
 

Developed By: ________________________________________      Date: ____________________________ 
 

Approved By: _________________________________________      Date: ____________________________ 

  Protective Footwear 

  Head Protection as Required 

  Eye Protection as Required 

  Ear Protection as Required 

  Gloves as Required 

  Coveralls as Required 

 

IMPORTANT: PUT OUT ALL CIGARETTES AND FLAMES 
 

1. Place the two vehicles so that the battery cables reach. Make sure the equipment is not touching. 

2. Make sure the batteries are the same voltage. 6-volt batteries have three filler vents; 12-volt 
batteries have six filler vents. (If 12-volt and 6-volt batteries are connected the smaller, 6-volt 
battery would be damaged and could explode). 

3. Make sure the equipment or vehicles are in neutral or park, and set the park brake. Turn off 
ignition and all accessories. 

4. Unless necessary, do not try to start equipment with a frozen battery. If battery is low or dry, 
the surge could buckle the plates. If the battery has capped vent holes, remove caps to lessen 
the chance of pressure built up of hydrogen gas. Cover the vent holes with cloth so that no one 
is splashed with acid in case of an explosion. 

5. Identify the positive terminal of both batteries. These are colored red, or have “+”, “P”, or 
“POS” written on the battery case, post or clamp. 

6. Attach one jumper cable between the two positive terminals. 

7. Attach one end of the second jumper cable to the negative terminal of the booster battery and 
the other end to some part of the vehicle/equipment in the equipment being started. The final 
connection should be at least a foot from the battery and must be on a piece of metal that is 
not painted, chrome-plated, heavily rusted or coated with grease. The likelihood of a spark 
when connecting the cables comes with the last connection which completes the circuit. 

8. After the vehicle/equipment with the discharged battery is running normally, remove the cable 
connection at the engine block first, then the other end of the same cable from the booster 
battery. The reason for removing from the block first is the same as previously stated –breaking 
the circuit is when you might have a spark and you want to be distant from the source of volatile 
gases. 

9. Then remove the negative from the booster battery. Finally, disconnect positive from booster 
and positive from vehicle/equipment being started. 

Equipment Required Material Required PPE Required 



 

 

MANUAL LIFTING 
 
Developed By: ________________________________________      Date: ____________________________ 
 

Approved By: _________________________________________      Date: ____________________________ 
 

  Protective Footwear 

  Head Protection as Required 

  Eye Protection as Required 

  Ear Protection as Required 

  Gloves as Required 

  Coveralls as Required 

 
 

1. Ensure there are sufficient personnel to raise the load and hold it in place for an extended 
period of time to allow personnel to secure the load. 

 
2. The ground crew must be able to tie the load to a secure point in the event the lift is delayed. 

 
3. Get a good footing.  Check the footing area before lifting. 

 
4. Bend your knees and get a good grip on the object to be lifted. 

 
5. Keep your back straight.  Lift with your legs; keep the object being lifted close to your body. 

 
6. Maintain your balance and do not twist or turn as you lift. 

 
7. To put the object down do not bend from the waist.  Keep your back straight and bend your 

knees, keeping the object close to your body until it is placed in a secure position. 
 

8. When two people are lifting, one person will give the command to lift, so both will be lifting at the same 
time.

Equipment Required Material Required PPE Required 



 

 

SPILL RELEASE REPORTING 
 

Developed By: ________________________________________      Date: ____________________________ 
 

Approved By: _________________________________________      Date: ____________________________ 
 

  Protective Footwear 

  Head Protection as Required 

  Eye Protection as Required 

  Ear Protection as Required 

  Gloves as Required 

  Coveralls as Required 

 

1. Attempt to stop the leak or spill provided you do not place yourself at risk. 
 

2. Leave the spill area.  Shut off ignition sources and equipment whenever possible.  Administer 
first aid if required. 

 
3. Identify the product spilled, quantity and determine the immediate hazard. 

 
4. Evacuate the danger area if necessary. 

 
5. Report the details of the spill to the noted contacts as required. 

 
6. Review the material safety data sheets to determine the degree of hazard associated with 

the chemical spill. 
 

7. Secure the area determined by the quantity of chemical spilled as directed by the material 
safety data sheet. 

 
8. Efforts should be made to contain the chemical from contaminating water sources, sewer 

systems, buildings and other adjacent areas. 
 

9. Ensure the material safety data sheet is made available to all response personnel who arrive on site. 
 

10. With guidance from response personnel, environment personnel and supervisor, clean up the 
spill and dispose of contaminated material as directed. 

 
11. Investigate the incident/accident to determine the cause; take corrective action.   Replenish 

all supplies that were used. 
 

 

Equipment Required Material Required PPE Required 



 

 

12. In the event of an accidental release of dangerous goods from a means of containment, a person 
who has possession of the dangerous goods at the time of the accidental release must make an 
immediate report of the accidental release if the accidental release consists of a reportable quantity 
of dangerous goods or a reportable emission of radiation as described in the Table in Section 8.1 of 
the TDG Regulations. The report must be made to: 

 
a) the appropriate provincial authority; 

 
b) the person’s employer; 

 
c) the consignor of the dangerous goods; 

 
d) for a road vehicle, the owner, lessee or charterer of the road vehicle; 

 
e) for a railway vehicle, CANUTEC at (613) 996-6666; 

 
f) for a ship, CANUTEC at (613) 996-6666, a Vessel Traffic Services Centre or a Canadian Coast 

Guard radio station; 
 

g) for an aircraft, an aerodrome or an air cargo facility, CANUTEC at (613)996-6666 and the 
nearest Regional Civil Aviation Office of the Department of Transport and, if the aerodrome 
is an airport, the operator of the airport; 

 
h) for Class 1, Explosives, and Class 6.2, Infectious Substances, CANUTEC at 613-996-6666; and 

SOR/2008-34 
 

i) for an accidental release from a cylinder that has suffered a catastrophic failure, CANUTEC 
at (613)996-6666. 

 
 
 

EMERGENCY CONTACTS: 
 
POLICE / FIRE DEPARTMENT……………………911 
 
AMBULANCE …………………………………911 
 
DEPARTMENT OF ENVIRONMENT (24 HR) ……1-800-222-6514 



 

 

SAFE DRIVING / SAFE JOB PROCEDURES ANNUAL REVIEW 
 

 

SAFE DRIVING / SAFE JOB PROCEDURES 
 

DEVELOPMENT 
 

REVIEW 

 Date By Whom Approved By Date By Whom Approved By 

 

1. Start of the Day General Procedures 
 

 
     

2. Mid-Day 
      

3. End-Day 
      

4. Pressure Wash 
      

5. Lock-Out/Tag-Out 
      

6. Defensive Driving 
      

7. Following Distances 
      

8. Cargo Securement 
      

9. Changing a Tire 
      

10. Extension Cords 
      

11. Jump Starting a Battery 
      

12. Manual Lifting 
      

13. Spill Release Reporting 
      

14. Safe Driving / Safe Job Procedures Annual Review 
      

 
      

 
      

 
      

 
      

 
      

 
      

 
      

 
      

 
      

 
      

 
      

 
(THIS FORM CAN BE OBTAINED FROM THE APPENDIX LOCATED IN SECTION 13 OF THIS MANUAL) 

 

 
 
 
 



 

 

TIGER TORCH PROCEDURES 
 
 
 
 

1. Ensure that a proper fire extinguisher is present and operational. 
 
2. Fuel line must have a regulator before proceeding any further. 
 
3. Turn on the propane bottle and prepare to ignite the torch using a safety igniter. 
 
4. While ignited, pay attention to all possible hazards in the vicinity. 
 
5. Keep in mind that the proper use of a Tiger Torch is intended for primarily preheating piping and 

steel prior to welding. If you are intending to use it for any other task, you probably have the wrong 
tool for the job. 

 
6. When finished with the torch, turn off the main valve of the propane bottle.  
 
7. Once cool and ready for storage, ensure that the propane bottle is secured in the upright position. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

OVER DIMENSIONAL LOADS/ESCORT DRIVER PROCEDURES 
 

TOOLS REQUIRED 
 

• 3 Approved warning devices. 

• 3 Warning flags. 

• 1 Warning Flag per crew member. 

• 1 Reflective vest per crew member. 

• 1 Flashlight c/w reflective tube per crew member. 

• 1 Approved dimensional sign. 

• Two-way radio. 
 
GENERAL RULES 
 
1. Flags – must be displayed on all corners that hang over your vehicle. These must be at least 40 cm x 40 

cm (16” x 16”). 
 
2. Warning Lights – A light showing amber to the front and red to the rear. Visible at a distance of 150 

meters (490’) in normal darkness.  
 
3. Dimensional Signs – Are required when you are 3.05 meters (10’) in width on the front and rear of 

vehicle or load whichever is the furthest to the rear. In such a manner so that the signs are clearly 
visible to the traffic in addition to clause one or two. 

 
4. Flashing Lights – Are required when you are 3.35 meters (11’) in width, the vehicle shall in addition to 

clause one or two and three be equipped with one or more flashing lights. 
 
5. Pilot Vehicle – Is required when you are 3.85 meters (12’6”) in width, the vehicle shall in addition to 

one or two, three and four. Must be accompanied by a pilot vehicle and be in a two-way radio 
communication. Escort drivers must maintain an adequate distance in front or behind the unit 
carrying the load in order to warn approaching vehicles of the over dimensional load. 

 
6. Pilot and Trail Vehicle – Are required when you are 4.45 meters (14’6”) in width, the vehicle shall in 

addition to clause one or two, three and four must be accompanied by a pilot vehicle and a trail 
vehicle (two pilot cars) and be in two way radio communication. In addition, you must get a route 
permit before you can move the load. 

 
7. Long Loads – No more than 1/3 of the load can hang over the vehicle, following clause one or two. 

Where overall length of vehicle and load exceed 45.0 meters (147’6”) a trail (pilot) vehicle will be 
required in addition to clause one or two, three and four. 

 
8.  Over dimensional load movements may not travel in convoy unless special permission has been given 

to the operators involved in the move by MOTOR TRANSPORT SEVRICES.  
 

 

 

 

 



 

 

OVER DIMENSIONAL LOADS/ESCORT DRIVER PROCEDURES 
 

Continued 
 

9. The driver of the towing vehicle should take every opportunity to allow following traffic to pass. If 
traffic congestion behind the unit becomes heavy, the entire combined unit should move off the 
traveled portion of the roadway when safe to do so to allow traffic to pass safely. 

 
10. Travel on all highways must be within the right-hand lane with the overhang extending over the 

shoulder except where there are roadside obstacles. Passing slower vehicles is allowed where this 
can be done safely.  

 
11. It is a good idea to turn on all vehicle headlights and other non-flashing exterior lights, including 

those of the Escort Vehicle. 
 
12.  Dimensional signs identifying the over dimensional load shall be properly displayed on the 

Transport Vehicle and on each Escort Vehicle. 
 
FRONT ESCORT VEHICLE 
 

• As the driver of the Escort Vehicle ahead of the over dimensional load, you will; 
 
 
1. Warn oncoming traffic an over dimensional load is following, by traveling 300 to 1000 meters 

ahead of the load and displaying an approved dimensional sign and flashing lights. 
 
2. Use two-way radios to warn the load driver of any potential problems ahead, including hazards 

obstructions or pedestrians on the road ahead. 
 
3.  Make sure the vehicles are following the route specified on the Permit. 
 
4. Warn motorists, using proper flagging procedures to stop at the entrance to narrow structures and 

other roadway restrictions to allow safe passage of the load.  
 
REAR ESCORT VEHICLE 
 

• As the driver of the Escort Vehicle behind of the over dimensional load, you will; 
 
 
1. Warn traffic approaching from the rear that an over dimensional load is ahead by traveling 100 to 

300 meters behind the load and by displaying an approved dimension sign and flashing lights. 
 
2. Use two-way radios to warn the driver of flat tires, objects coming loose from the load, defective 

lights and other potential hazards the driver may not be aware of. 
 

 
 
 



 

 

OVER DIMENSIONAL LOADS/ESCORT DRIVER PROCEDURES 
 

Continued 
 

3. Notify the load driver of motorists attempting to pass the load. 
 
4. Warn motorists using proper flagging procedures, to stop at the entrance to narrow structures and 

other roadway restrictions to allow safe passage of the load. 
 
 
BEFORE THE TRIP BEGINS 
 

• It is important for all members of the team responsible for moving an over dimensional load to 
get together to check their equipment and to make sure that everyone understands the permit, 
the route and his or her own responsibilities.  

 
DURING THE TRIP 
 

• The safety of the traveling public is of great importance. Of course, Escort Drivers must obey all 
traffic laws and regulations. Do not be tempted to assume that other drivers will yield the right 
of way to the load and Escort Vehicles because of the size of the load. 

 
TRAFFIC SIGNALS 
 

• When traveling a route controlled by traffic lights, care should be taken that stopping for signals 
does not cause The Escorts and Load to be widely separated. If The Escort passes through the 
intersection but the load is required to stop, The Escort Driver should pull over as soon as 
possible on the right hand side of the road and resume travel as the load approaches at the 
required distance. When The Rear Escort is stopped by a red light which has been cleared by 
the load, The Load Driver should proceed, and The Rear Escort Driver should catch up to the 
load as soon as possible. The Escort Drivers must be alert and avoid sudden stops at traffic 
signals.  

 
LETTING TRAFFIC PASS 
 

• When there are more than three vehicles following the unit, or when traffic is held up for more 
than a few minutes, The Escort Drivers should help The Load Driver find a suitable place for the 
vehicles to pull off the traveled portion of the roadway, allowing the traffic to pass safely.  

 
BREAK DOWNS AND INCLEMENT WEATHER 
 

• When inclement weather causes poor visibility and driving conditions, or there are such 
problems as mechanical breakdowns, a safe place should be found to remove the load from the 
roadway. 

 
 
 

 



 

 

OVER DIMENSIONAL LOADS/ESCORT DRIVER PROCEDURES 
 

continued 
 

WHEN SIGHT DISTANCE ARE LIMITED 
 
 

• On winding or narrow roads or where obstacles are located near the road, approaching 
motorists may not be able to see the load until they are very close to it. In these cases, The 
Escort Driver should travel to a point where The Escort Vehicle can be seen clearly from some 
distance away, halt and use the stop/slow paddle or flag to warn other drivers they are about 
to encounter an over dimensional load. 

 
 
STOPPING TRAFFIC 
 
 

• When an over dimensional load must use a roadway that is too narrow for two way traffic, the 
driver of The Escort Vehicle must advance to a point where two way traffic is possible, and stop 
traffic there using proper flagging procedures. When The Load Driver reaches that point, he 
should stop and allow traffic to clear from both directions. 

 
IF A COLLISION OCCURS 
 
 

• Avoid a second collision by pulling completely off the road. Turn on your hazard warning lights 
and use your emergency roadside kit to warn approaching traffic of the problem. If moving off 
the roadway is impossible, use flagging to stop or divert traffic. Get help; contact the police 
and an ambulance if someone has been injured. 

 
 
WHEN THE TRIP IS COMPLETED 
 
 

• When The Escort Operation is over, you must remove or cover The Over Dimensional Load Sign 
as per The Public Vehicle Dimension Regulations. 

 
 

 
 

 

 

 

 

 

 
 
 



 

 

 
YARD WATER PUMP PROCEDURES 

 

 

 

 

 

 

 



 

 

YARD WATER PUMP PROCEDURES continued  

 

 

 

 



 

 

YARD WATER PUMP PROCEDURES continued  

 

 

 

 

 

 

 

 

YARD WATER PUMP PROCEDURES continued 



 

 

 

 

 

 



 

 

YARD WATER PUMP PROCEDURES continued 

 

 

 
 

* Always ensure all power cords leading to the pump are kept away from water*



 

 

CRITICAL LIFT FORM PROCEDURES 

 

 

 



 

 

CRITICAL LIFT FORM PROCEDURES continued 
 

 



 

 

CRITICAL LIFT FORM PROCEDURES continued 

 

 

 

 
 

 

 

 

 

This Form is available in the Drivers Manifest Box Location 
 

 

 

 

  



 

 

CRANE SUSPENDED MAN BASKET PROCEDURES 
 

 
Due to the high degree of hazard associated with Man Basket operations, all workers participating in 
Man Basket operations must first provide and demonstrate proof of the following to the Safety 
Compliance Officer or General Operations Manager; 
 
1) A clear understanding of this procedure.  
 
2) The equipment being used including the Crane, Man Basket, and Rigging are Tested and 
Certified as well as being clearly marked as such.    
 
3) Any Articulating Boom Crane being used MUST be configured to provide (2) manufacturer 
designed, and or approved load holding points (hook attachments) in close proximity to each other. 
To facilitate Secondary Rigging from the boom to the Man Basket, otherwise referred to as 
emergency rigging. 
 
4)  Any Telescoping Boom (stiff boom) Crane being used MUST attach Secondary Rigging from the 
load line, above the ball hook, or in the case that a sheave block is being used, from the block itself 
and not the hook to the Man Basket, otherwise referred to as emergency rigging.  
 
5) The Operator MUST be a Certified Journeyman Boom Truck Operator. 
 
6) Crane and Operator: 
           Any Crane using this Man Basket (Ser. # 5156-MB-1.) must have at minimum the capacity to 
lift 10000 lbs.  The Operator MUST NOT exceed a lifting radius where the capacity of the crane is less 
than 4000 lbs.   
 
Inspection of Equipment: 
 
Before leaving shop to go to job site, take an inventory of all necessary equipment needed for Man 
Basket operations: 
      
1) Man Basket 
2) ½ inch x 6-foot, Two leg wire rope bridle sling, Primary Rigging, Capacity = 8880 lbs. 
3) 3-inch-wide x 6 foot 8 inches long, Nylon sling. Secondary (Emergency) Rigging, Capacity = 
8880 lbs. 
4) (3) 6 ½ ton shackles 
5) Personnel Fall Protection Equipment; (2) Full Body Harnesses, (2) 6-foot lanyards, (2) Large 
locking hooks 
  
 
Before leaving shop to go to job site, all necessary equipment needed for Man Basket operations 
must be inspected for damage, deficiencies and defects and must be reported to the safety officer 
immediately.  

 



 

 

CRANE SUSPENDED MAN BASKET PROCEDURES continued 
 
Transportation or Equipment to Site: 
 
There must be great care taken when securing Man Basket for transport that structural members are 
not bent, deformed or compromised in any way. 
 
While transporting, no materials shall be carried in, or on the Man Basket, except for rigging and tools 
necessary to the lifting of the Man Basket. 
 
While transporting, no load, or parts of loads shall be placed on top of Man Basket at any time. 
All Personnel Fall Protection Equipment must be transported in a Clean, Dry and Organized   fashion. 
 
Job Site: 
 
When at the job site, make contact with the site supervisor or the prime contractor.  This is important 
because they will be most aware of any possible hazards that you may encounter. 
 
Find out what the job is and who your crew members are.  Once the crew is all together have a pre-
job meeting. During this meeting, you need to establish that the crew as well as yourself understands 
the task at hand and the safe work procedures clearly.  All hazards must be identified and protected 
against.  
 
  The following points should be discussed at the meeting; 
- Set up location(s) for the crane 
- Hazards 
- Reacting to an emergency  
- A designated signal person 
- The persons in the basket MUST wear full body harnesses and be tied off at all times or the 
operator will stop operations until they do so. 
- The persons in the basket shall remain in the basket while being lifted. 
- A test lift with no persons in the basket MUST be made to assure clearances and crane 
stability. 
- If at ANY time the Operator does not feel comfortable with the procedure, he must stop 
operations. 
- Deviations from the original job plan must be considered carefully and communicated to the 
entire crew before continuing operations.      
 
 Rigging Down: 
 
All equipment must be rechecked for damage or deformities and reported then reloaded for 
transport back to the yard. 
 



 

 

YARD SNOW BLOWER PROCEDURES 
 
 

ATTENTION: PLEASE SEE DARCY NEWITT FOR THE KEY 
 

 
 

 
 

YARD SNOW BLOWER PROCEDURES continued 



 

 

 

 
 

YARD SNOW BLOWER PROCEDURES continued 
 



 

 

 
YARD SNOW BLOWER PROCEDURES continued 

 



 

 

 
 
 
 



 

 

SHOP AIR COMPRESSOR PROCEDURES 
 

 
 

Turn main power on at electrical box located above and to the right of the compressor. 
 
SAFETY SUMMARY 
 
Whenever work is to be accomplished on air compressor plants there is always the possibility of a 
hazardous situation occurring, which could result in serious injury to or death of personnel. Performance 
without injury is a 
sign of conscientious workmanship and planned supervision. Therefore, safety is a primary consideration 
when operating, inspecting, or maintaining any of the air compressor plants. 
 
The first essential action is to read and understand all publications associated with the systems and 
equipment being used. The manuals explain safe and accepted ways of installation, start up, operation, 
inspection, maintenance, removal, and shutdown. If you do not understand what you have read, DO NOT 
attempt to perform the intended task; get guidance from your supervisor. 
 
GENERAL 
 
• All personnel must be trained and qualified in cardiopulmonary 
resuscitation (CPR). 
• Inspect all hoses, fittings and air tools prior to use 
• All personnel must wear CSA Steel Toed Work Boots 
• All personnel must wear clothing appropriate to the job being 
performed. Eliminate loose clothing, which can get caught in 
machinery. 
• Wear hardhats when required. 
• All personnel must wear eye and ear protection prescribed for the 
task being performed. 
• Report all injuries, even if they seem to be minor. 
• DO NOT WORK ALONE. At least one other person should be on hand to 
help, if needed. 
• Always use the correct tool for the job. 
• Prevent skin ruptures and sensory injuries when working with 
compressed air. Close isolation valves before working on lines or 
fittings. 
• Follow lockout and tag out procedures prescribed for the plant. 
 
Turn main power OFF at electrical box located above and to the right of the compressor after each use. 

 

 



 

 

SAFE JOB PROCEDURE REVIEW 
 

THIS FORM IS TO BE USED IN ORDER TO ADD OR REVIEW ANY SAFE JOB PROCEDURE THAT IS DEEMED 
NECESSARY. 

 
 

DATE: ____________________________ 
 
SAFE JOB 
PROCEDURE:______________________________________________________________________ 
 
SUGGESTED BY: 
_____________________________________________________________________________ 
 
APPROVED BY: 
______________________________________________________________________________ 
 
 
NOTES: 
 

______________________________________________________________________________________

_______ 

 

 

______________________________________________________________________________________

_______ 

 

 

______________________________________________________________________________________

________ 

 

 

______________________________________________________________________________________

________ 

 

 

______________________________________________________________________________________

________ 

 

 

______________________________________________________________________________________

________ 

 

 

______________________________________________________________________________________

________ 

 

 

______________________________________________________________________________________

________ 



 

 

 

 

______________________________________________________________________________________

________ 

 

 

______________________________________________________________________________________

________  

 

 

 

 

 

TRANSPORTATION SAFETY & LEGISLATION 
 

 

The Employer does have a section of training dedicated to understanding the 
principles and Legislation pertaining to the National Safety Code. Further elaboration 

of that training can be found in the NSC Section of this manual. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

CHARIOT EXPRESS SAFETY PROGRAM 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                            
 

 

 

 

 

 

 
 

 

 

 

 

HAZARDS & CONTROLS (inc. Harassment/Violence & PPE) 



 

 

HAZARD ASSESSMENT & CONTROL POLICY 
 

Chariot Express Ltd. is committed to a safe and healthy workplace. It is the policy of the Employer that 
formal hazard assessments be completed for the home base (office/shop/yard) and for the trucks that 
drive for us. Under OHS Legislation, each truck is designated a mobile work site, and as such, subject to a 
formal hazard assessment. It is also the policy of the Employer that we rank and prioritize these hazards 
based on risk (Severity x Likelihood) and ranked accordingly. It is also the policy of the Employer that once 
hazards are identified, ranked and prioritized, if we cannot eliminate them, we control them using the 
Hierarchy of Controls. It is the policy of the Employer that on an ongoing basis, site-specific hazard 
assessments are completed to identify hazards that come up that were not foreseen in the formal hazard 
assessment. Compliance with this policy and Alberta OHS Code Part 2 – Hazard Assessment, Elimination 
and Control is mandatory and subject to the company’s progressive discipline policy if not followed. 
 

The purpose of hazard assessments is to identify those things that can harm us. Four components make 
up hazards in our workplace: PEOPLE (workers, visitors, public, contracted employers), ENVIRONMENT 
(where they work), MATERIALS (what they work with) and EQUIPMENT (what tools they use) By 
identifying hazards beforehand, we have the means to eliminate them or control them before work 
begins. When we rank and prioritize them, we recognize what are hazards that, if not properly controlled, 
can do more harm than others. Ranking and prioritizing hazards is a collective effort as not everybody’s 
risk tolerance is the same. By collaborating on completing formal hazard assessments and implementing 
controls, and then by continuously reviewing them in an ongoing manner, we will be able to create a safe 
and productive workplace. By completing site-specific hazard assessments in an ongoing manner, we can 
capture real time data about hazards that were previously missed in formal hazard assessments and be 
proactive in keeping our worksites place, not waiting for an incident to react.  
 

Management must ensure: 
 

- Worksites are assessed and that they identify existing or potential hazards before work beings or 
prior to work on a new site 

- That a report is drafted of the hazard assessment and that it includes elimination or control 
methods (including the date or date of the revision) 

- That the hazard assessment process is repeated at reasonably practicable intervals (quarterly), 
when new tasks are introduced, when tasks change or before any significant changes to the work 
site 

- They involve affected workers in the assessment and elimination or control methods 
- That personnel conducting hazard assessments are trained to do so properly 

 
Supervisors must ensure that workers are adhering to the hazard assessment process and policy. 
 
Workers (including contracted employers) must adhere to the hazard assessment process and policy. 
 
Formal Hazard Assessments: 

- Will be used to assess all positions in the company 
- Will be conducted by trained personnel  
- Will be conducted at a minimum, every quarter (January, April, July, October) 
- Will be conducted in the event of a process or operational change (including change in work site or 

scope of work) 
- Will be conducted if identified in an inspection or incident investigation 



 

 

- Will be conducted if identified in a site-specific hazard assessment 
 
Formal Hazard Assessments will be published in four locations: 

- At the front reception desk 
- In the Safety Office 
- In the Driver’s Lounge 
- In this Manual 

 
The Safety Compliance officer will make the formal hazard assessment available in a digital format to 
management, supervisors and workers. The formal hazard assessment will also be made available to OHS 
Officers, clients or anybody else that may have need of it.  
 
The Formal Hazard Assessment will also be filed in the Safety Office and documented into the Fleet 
Maintenance software. Any updates will be published quarterly or as required, but as a minimum, a new 
copy will be produced in the four mentioned locations each January, April, July and October. 

 
Site-Specific Hazard Assessments* 

- Will be used to assess all tasks performed on job sites 
- Will be conducted by affected, trained workers with involvement from their supervisor 
- Will be conducted at the beginning of the shift and re-assessed if conditions change 
- Will be conducted before non-routine tasks are performed. 
- Will be conducted at the request of our clients. Some named examples include PCL Construction, 

Graham Construction and the City of Calgary 
 

*Due to the nature of our work here, our pre-trip inspections act as a type of site-specific hazard 
assessment as we are identifying the potential hazards in our vehicles.  
 
Mobile workers will perform a Site-Specific Hazard Assessment for their vehicle at a MINIMUM, the first 
work shift of each month in conjunction with their pre-trip inspections. They will submit those inspections 
as part of their monthly paperwork submitted to the Safety Office. However, they will be required to do 
more if any of the noted conditions above present themselves. Drivers are required to retain these 
assessments in their driver binder and must submit them upon request to an OHS Officer, a prime 
contractor on the site where they are delivering, management and the Safety Compliance Officer. 
 
The Safety Compliance Officer is responsible for filing these site-specific hazard assessments in the Safety 
Office and documenting them into the Fleet Maintenance software. These records will be maintained for 
the current year plus the four previous years.  
 
Hierarchy of Controls 

 
The Hierarchy of Controls is defined as this: When you cannot eliminate a hazard, you must control it. 
There are three levels to the Hierarchy of Controls. 
 

1) Engineering (or substitution) 
2) Administrative 
3) Personal Protective Equipment (PPE) 

 
 



 

 

Risk Ranking 
 

Our risk ranking is based off the following matrix used by the Alberta Construction Safety Association and 
all hazards at our work sites are ranked accordingly. 
  

Risk Matrix = Severity 
(x axis) x Likelihood (y 
axis) 

Makes You 
Uncomfortable (1) 

Can Send You To The 
Hospital (2) 

Can Kill You Or Causes 
Disability (3) 

Unlikely (1) 1 2 3 

Might Happen (2) 2 4 6 

Highly Likely (3) 3 6 9 

 
 

 

 

Signed: _____________________________ Dated: ___________________________ 
 
Mr. Darcy Newitt, General Operations Manager 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
WASTE MANAGEMENT & ENVIRONMENT 

 

 
Chariot Express Ltd. is committed to a clean and healthy environment. We acknowledge that we have a 
responsibility to be diligent and mindful that our actions involving our loads and our equipment can pose a 
risk to our environment and the health and well-being of the general public. It is the policy of the 
Employer that all workers at all levels of the organization will do everything that is reasonably possible to 
protect the environment and mitigate our actions that can cause harm to it. 
 
Employers, Supervisors and Workers are all responsible for the following: 
 

• While doing our work, consider the appropriate protection of humans, animals, plant life, air, 
water and soil. 

 

• Use, store, and dispose of products in such a manner that will provide appropriate protection to 
the environment. 

 

• Being kept informed on and teaching others how to do their jobs in such a manner as to cause 
minimum environmental harm and waste of materials. 

 

• Where possible, we shall recycle and promote the use of recycled products. 

 
Management is responsible for the following: 

• Management will develop and enforce good environmental standards in accordance with relevant 
legislation. 

 

Failure to adhere to this policy is subject to the company’s progressive discipline policy. Failure to 
following applicable environmental legislation and standards established elsewhere may be subject to 
fines, penalties (including incarceration) or a combination of both. The safety information in this policy 
does not take precedence over OHS Legislation. All workers should be familiar with OHS Legislation and all 
other applicable legislation as it pertains to waste management and its impact on the environment. 
 

Signed:__________________________________ Dated: _____________________________ 
 

Mr. Darcy Newitt, General Operations Manager 
 



 

 

DANGEROUS GOODS TRANSPORTATION / SECURITY POLICY 
 

 Chariot Express has a responsibility to the safety of not only its workers and contracted employers, 
but a responsibility to the safety of the public and the environment. As a carrier, we are committed to 
safely moving all kinds of freight from one location to another, including freight that is classified as 
Dangerous Goods. It is the policy of the Employer that all workers and contracted employers who have a 
responsibility in dealing with Dangerous Goods understand what is classified as Dangerous Goods, how to 
transport Dangerous Goods, how to react in case of a Dangerous Goods leak or spill and know who to 
contact in case of an emergency. By understanding our roles and responsibilities properly, we will ensure 
safety on our roads and ensure compliance with all applicable legislation. At the Federal Level, that is the 
Transportation of Dangerous Goods Act and Transportation of Dangerous Goods Regulations. At a 
Provincial Level, that is the Dangerous Goods Transportation and Handling Act (Revised Statues of Alberta, 
2000 Chapter D-4) and Dangerous Goods Transportation and Handling Act (Alberta Regulation 157/1997 
or AR 157/1997) 
 
Transportation of Dangerous Goods 
 

• Each truck endeavoring to haul Dangerous Goods MUST be equipped with placard holders. And 
the driver of that truck MUST hold a current TDG Certificate. Before allowing a carrier to take 
possession of dangerous goods for transport, the consignor must determine the classification of 
the dangerous goods as well the consignor must prepare and give to that carrier a shipping 
document or, if the carrier agrees, an electronic copy of the shipping document. A person must 
not offer for transport, transport, or import a means of containment that contains dangerous 
goods unless each dangerous goods safety mark is displayed on it. A person must not handle, offer 
for transport, or transport dangerous goods in a means of containment unless the means of 
containment is designed, constructed, filled, closed, secured, and maintained so that under 
normal conditions of transport, including handling, there will be no accidental release of 
dangerous goods that could endanger public safety. A person must load and secure dangerous 
goods in a means of containment and must load and secure the means of containment on a means 
of transport in such a way as to prevent, under normal conditions of transport, damage to the 
means of containment or to the means of transport that could lead to an accidental release of the 
dangerous goods. 

• All personnel handling and transporting dangerous goods MUST use appropriate PPE suited to the 
goods being shipped. In some instances, specific PPE may be required. However, personnel will be 
informed of this stipulation PRIOR to receiving the delivery.  

 
In Case of a Release of Dangerous Goods 
 

• In the event of an accidental release of dangerous goods from a means of containment, a person 
who has possession of the dangerous goods at the time of the accidental release must make an 
immediate report of the accidental release if the accidental release consists of a reportable 
quantity of dangerous goods or a reportable emission of radiation as described in the Table in 
Section 8.1 of the TDG Regulations . The report must be made to: (a) the appropriate provincial 
authority; (b) the person’s employer; (c) the consignor of the dangerous goods; (d) for a road 
vehicle, the owner, lessee or charterer of the road vehicle; (e) for a railway vehicle, CANUTEC at 
(613) 996-6666; (f) for a ship, CANUTEC at (613) 996-6666, a Vessel Traffic Services Centre or a 
Canadian Coast Guard radio station; (g) for an aircraft, an aerodrome or an air cargo facility, 



 

 

CANUTEC at (613) 996-6666 and the nearest Regional Civil Aviation Office of the Department of 
Transport and, if the aerodrome is an airport, the operator of the airport; (h) for Class 1, 
Explosives, and Class 6.2, Infectious Substances, CANUTEC at 613-996-6666; and SOR/2008-34 (i) 
for an accidental release from a cylinder that has suffered a catastrophic failure, CANUTEC at (613) 
996-6666. 

 
Training Related to Dangerous Goods 
 

• All drivers, dispatchers (light-truck and heavy haul), the General Operations Manager and the 
Safety Compliance Officer will receive training in the Transportation of Dangerous Goods.  

• All drivers, dispatchers (light truck and heavy haul), the General Operations Manager and the 
Safety Compliance Officer will be required to have their training updated at regular intervals as 
mandated by their certificate expiry dates. 

• All training certificate dates will be entered into the company’s Fleet Maintenance Software 
system for monitoring. All physical copies of the certificates will be entered into the worker’s 
driver file / employee file for purposes of auditing and compliance. 

• NO person will be allowed to handle or transport dangerous goods without being certified to do 
so. 

• Any person hired who may have had TDG training at another place of employment will be required 
to complete the training again before driving for the Employer. As mandated in the Federal 
Regulations, this training is NOT transferable between companies. 

 
Record Keeping 
 

• All Dangerous Goods shipping documents will be handed into the Safety Compliance Officer and 
they will be archived and filed for a period of the current year plus the previous four years or 
unless mandated otherwise by legislation. 

• Shipping documents must be carried within the driver’s reach and, when the driver leaves the cab, 
the shipping documents must be left on the driver’s seat, in a pocket on the driver’s door or in an 
obvious place in the cab.  If the vehicle is left in a supervised area, a copy of the shipping 
document must be left with the person in charge. 

 
Emergency Response Action Plan 
 

• Section 7 of this manual (Emergency Preparedness) does contain a step by step response to what 
happens in the event of a Dangerous Goods release or spill on a company level. However, the 
driver is also required to follow the Emergency Response Action Plan of the shipper (ERAP). 

• Each driver, when transporting dangerous goods, is required to verify all shipping documents prior 
to leaving the site and either through verbal or documented identification, be made aware of the 
shipper’s ERAP number and who to call in case of a spill or release. If there is no ERAP from the 
shipper, the driver must be informed of that as well.  

• The driver will complete, if they haven’t already done so, a site-specific hazard assessment for 
this delivery as shipping TDG changes the conditions in which they are working in. The identified 
hazard, “SHIPPING DANGEROUS GOODS”, will be risked ranked as a high-level risk and 
appropriate controls listed, including, “Follow shipper’s ERAP” or “Follow Chariot’s Emergency 
Preparedness Plan” if no ERAP from the shipper exists.  

• In case of a spill/release, the driver must, if they are not injured or incapacitated, call the 
emergency contact number of CANUTEC at (613) 996-6666 (or *666 from a mobile device) and 



 

 

inform them of the ERAP reference number, the TYPE of goods they are transporting and what 
exactly spilled. CANUTEC will then advise first responders and trigger the shipper’s ERAP.  

 
There is zero-tolerance for deviation from this policy. Any deviation from this policy will trigger the 
company’s progressive discipline policy and in severe instances, may lead to immediate dismissal. This 
policy does not exclude any possible regulatory, administrative or enforcement fines that may be 
triggered if it’s determined we’re found negligent in any spill or release. This policy also doesn’t exclude 
the possibility of incarceration if charges are laid under the Criminal Code of Canada.  

 
Handling and transporting dangerous goods safely and properly are essential for the well-being of all 
persons and the environment. The consequences of a spill are not just for the short-term. Severe releases 
can change lives permanently. It is our responsibility and duty to be pro-active in this regard.  

 
 

COMMON DANGEROUS GOODS PLACARDS USED 
 
 

 
 
 
 
 

Signed: _____________________________________  Dated: ___________________________________ 
 

Mr. Darcy Newitt, General Operations Manager 
 
 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

WORKPLACE HARASSMENT & VIOLENCE PREVENTION POLICY 
 

As stated in other parts of this manual, Chariot Express Ltd. is committed to the physical, psychological 
and social-well-being of all its workers, contracted employers, the public and visitors who come into our 
workplace. It is the policy of the Employer that there is a ZERO TOLERANCE for workplace harassment and 
violence towards any person or that any person engages in harassment towards another. This includes 
employers, managers, supervisors, workers, customers, clients and members of the public. 
 
Chariot Express is committed to eliminating or, if that is not reasonably practicable, controlling the hazard 
of workplace harassment and workplace violence. Compliance to this policy is mandatory and subject to 
immediate dismissal. It is everyone’s responsibility to eliminate or do their part to control this hazard. 
 
Workplace harassment means any single incident or repeated incidents of objectional or unwelcome 
conduct, comment, bullying or action by a person that a person knows, or ought reasonably to know, will 
or would cause offence or humiliation to a worker, or adversely affects the worker’s health and safety. It 
includes conduct, comment, bullying or action because of race, religious beliefs, social or political beliefs, 
colour, physical disability, mental disability, age, ancestry, place of origin, marital status, source of income, 
family status, gender, gender identity, gender expression and sexual orientation, and a sexual solicitation 
or advance. 
 
Workplace violence, whether at worksite or work-related, is the threatened, attempted or actual conduct 
of a person that causes or is likely to cause physical or psychological injury or harm and this includes 
domestic or sexual violence. 
 
In our worksites, both our office and in our trucks, the threat of workplace violence is minimal. However, 
depending on the nature of our deliveries to some of our customers, that risk becomes elevated, 
especially if delivering to a client who is involved in a project with a vested public interest and where 
opinions are divided.  
 
Reasonable action taken by the employer or supervisor relating to the management and direction of 
workers or a work site is NOT workplace harassment (i.e. enforcing the company’s progressive discipline 
policy).  
 
To support this, the Employer has put in place workplace harassment and workplace violence prevention 
procedures. These include: 
 

- Recognizing that workplace is a hazard and reported as one under our formal hazard assessment 
- Recognizing that workplace violence is also a hazard and can stem from workplace harassment 
- Controls in place to control the hazard of workplace harassment and violence include: 

(1) Open doors to office whenever possible, except when having meetings of a confidential 
nature. And if there is a confidential meeting involving a member of an opposite or 
different gender, having another party present to the conversation when applicable and 
when the individuals jointly consent to the third party being present. 

(2) Discouraging any partisan posting of messages, ideologies or anything else of a conflicting 
nature that would not reasonably belong in a workplace 

(3) Refrain from any contentious debates about social, political or religious issues without an 
acknowledgment between the two parties that the conversation is wanted and acceptable.  

(4) Refraining from making any crude jokes or jokes of a sexual nature 



 

 

(5) Recognizing the needs of disabled workers and creating positive working conditions that 
acknowledge their disability but not limit them to working 

(6) Confidential reporting of workplace harassment incidents to management 
(7) All workplace harassment incidents will be investigated immediately with turnaround time 

on said events to be no later than 60 days from first reported. If the incident is serious and 
can be labelled as a criminal act under the Criminal Code and/or authorities such as CPS or 
the RCMP need to be involved, that turnaround time will be much shorter. 

(8)  Investigations are to be performed by management, or by an outside investigator trained 
to perform such tasks as required. Investigations will include interviewing the parties 
involved, giving the alleged harasser(s) a chance to respond to the allegations, collecting 
and preparing documentation and by creating a post-incident action plan to prevent such 
occurrences from happening again.  

(9) Management will make every attempt to identify each party involved and document it 
clearly, but not disclosing the circumstances related to the incident or names of the parties 
involved except where necessary to investigate the incident or to take corrective action, to 
inform the parties involved in the incident of the results of the investigation and corrective 
action taken, or as required by law. When implementing action plans, management will 
not disclose names or things uncovered during the incident that may identify the persons 
involved. Their follow-up will reference the incident, but in a general sense. The scope will 
be not to assign blame or punishment, but rather to educate and inform the rest of the 
workplace how to prevent a future occurrence from happening.  

(10) Workers who require additional assistance will be guided and encouraged by 
management to seek the appropriate medical care of the worker’s own choice. They will 
have support from the Employee Assistance Program and not penalized with loss of wages 
for seeking appropriate care for an incident that took place while on the worksite.  

(11) All workers will receive training of this policy and the violence prevention policy during 
orientations, whether that be in new employee orientations or if they are a veteran 
worker, go through re-training specific to the workplace harassment prevention policy and 
violence prevention policy. As situations change and hazards are re-assessed, applicable 
training will be performed as needed.  

(12) The company’s harassment prevention plan and violence prevention plan will be 
reviewed on a quarterly basis (January, April, July, October). Documentation will be kept 
with management on all workplace incidents. The company’s JWHSC/HSR if numbers 
mandate it will be involved in the review and revision of the company’s harassment 
prevention plan and violence prevention plan. Their scope of work will be limited to only 
how the controls are working, not the particulars of the incidents themselves. Workers 
having received this training will be documented as having done so. That training will be 
reviewed at a MINIMUM, every December. However, it can also be reviewed after any 
formal hazard assessment review or as part of a post-incident investigation and corrective 
action plan.  

(13) SPECIFIC TO WORKPLACE VIOLENCE: In the event of workplace violence where you are 
subject to, threatened by, or witness such an event, if it is appropriate, attempt to break 
up the violent act, stop the act and keep the parties separate. Immediately call the Safety 
Compliance Officer if they are not on site and advise them of the situation. Take notes 
addressing who, what, when, where, why (if known) and how (how were they violent). If 
necessary, call the Calgary Police Service or in the case of a life-threatening situation, dial 
911. Also inform management of the act. If there are witnesses, be sure to get statements 
from them, including names and phone numbers.  



 

 

 
Management will ensure this policy and the supporting procedures are implemented and maintained. All 
workers, contracted workers and supervisors will receive relevant information and instruction on the 
content of the policy and procedures.  
 
Supervisors will adhere to this policy and the supporting procedures. Supervisors are responsible for 
ensuring that measures and procedures are followed by workers and that workers have the information 
they need to protect themselves.  
 
Every worker (including contracted workers) must work in compliance with this policy and supporting 
procedures. All workers are required to raise any concerns about harassment and to report any incidents 
to the appropriate person, which is Mr. Darcy Newitt. Reporting can be done in person, or via email to 
darcyn@chariotexpress.com. Workers are also responsible for not engaging in any workplace harassment 
or violence towards other workers, contracted workers or members of the public.  
 
Our workplace is one of a professional nature. Management, Supervisors and Workers (including 
contracted workers) are to strive to maintain a high level of professionalism and etiquette whenever 
possible.  
 
Absolutely NO worker can be penalized, reprimanded or in any way criticized when acting in good faith 
while following this policy and the supporting procedures for addressing situations involving workplace 
harassment and violence. This workplace harassment and violence policy does not discourage a worker 
from exercising the worker’s right under any other law, including the Alberta Human Rights Act. 
Disciplinary actions taken under this policy are not a substitute and do not override actions that may be 
subject to other laws or statues, including the Criminal Code of Canada. 
 
 
 
Signed:_______________________________________ Dated:____________________________ 
 
Mr. Darcy Newitt, General Operations Manager 
 

mailto:darcyn@chariotexpress.com


 

 

PERSONAL PROTECTIVE EQUIPMENT (PPE) 
 

As the third element in the “Hierarchy of Controls”, Personal Protective Equipment (PPE) is meant to 
protect the worker from an identified hazard. If you cannot engineer away or substitute the hazard or put 
administrative controls between the worker and the hazard, then PPE MUST be used. (PPE can also be 
used as a combination along with engineering or administrative controls) 
 
Part 18 of the Occupational Health & Safety Code (AR87/2009) defines the use of PPE and its 
requirements for it to be valid on any worksite. For specific reference, please see the following:  
 
http://www.qp.alberta.ca/documents/OHS/OHSCode.pdf 
 
This document is also readily available in the following locations: 
 

- Driver’s Lunchroom (Tabbed Binder) 
- Safety Office (Tabbed Binder) 
- Front Booking Agent’s Desk (Coiled Handbook) 

 
The Safety Compliance Officer has two personal copies.  
 
It is the policy of the Employer that where necessary and when indicated by hazard assessment, 
inspection, or mandated by our clients, that all workers have, wear and properly utilize PPE. By informing 
workers of what PPE is, why it is used and explain the function of PPE, we can create a safe and healthy 
working environment. 
 
Management is responsible for: 
 

- Supplying workers with information on the types and uses of PPE used on our work sites 
- Supplying workers with specific PPE that will be used on our work site (this excludes basic PPE such 

as reflective vests, hard hats and steel toed boots) 
- Keeping a readily available inventory of PPE on site 
- Replacing defective PPE when reported or inspected 
- Advising workers if our clients need us to have specific PPE available 

 
The Workers are responsible for: 
 

- Always having basic PPE with them 
- Adhering to PPE Standards as mandated by Alberta’s OHS Legislation 
- Reporting any defective PPE to supervisors and the Safety Compliance Officer 
- Supplying their own basic PPE when hired 

 
 
 
 
 
 
 
 

http://www.qp.alberta.ca/documents/OHS/OHSCode.pdf


 

 

The Safety Compliance Officer is responsible for: 
 

- Maintaining an inventory count of all PPE supplied by the Employer  
- Documenting when workers are given PPE supplied by the Employer 
- Recording all defects on PPE and lock-out/tag-out PPE as required 
- Ensuring PPE used on site meets standards as defined by OHS Legislation 
- Monitor use of PPE and ensure workers are using it properly 
- Enforce any infractions regarding PPE. 

 
As PPE is the last line of defense when other controls are not available, there’s nothing left to separate a 
worker from the hazard. Improper use of PPE or failure to use it can result in injury or even death. Failure 
to use PPE or failure to use PPE as it was meant to be used will result in the Employer enacting its 
progressive discipline policy and, in some instances, immediate dismissal is possible if the incident 
warrants it. 
 
Following the signature of this policy, there is a dedicated section in this manual as to what PPE is and 
how to properly use it.  
 
 
 
Signed:______________________________________ Dated: ___________________________ 
 
Mr. Darcy Newitt, General Operations Manager  
 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

INTRODUCTION 
 

Personal Protective Equipment (PPE) is the last means of protecting workers from injury. PPE is only 
employed when administrative and engineering controls are ineffective or insufficient. Ensuring that all 
jobs are well planned, that workers are properly trained and that all safe work practices are followed 
should minimize hazards. PPE then provides an additional degree of protection from injury. 

 

DUTY TO USE PPE 

Refer to Alberta OHS Code Part 18, 228 (1-3) 

PPE in our safety program falls into two categories. The first category (Basic) is the PPE that should be 
worn by all personnel in the workplace when indicated by Hazard Assessment. This may include hard 
hats, safety footwear and appropriate protective clothing. The second category (Specialized) covers 
PPE, which is used only for specific jobs or for protection from specific hazards. This includes gloves, 
respiratory protective equipment, fall arresting equipment and special clothing. 

 

DUTY TO USE PERSONAL PROTECTIVE EQUIPMENT 
 

If the hazard assessment indicates the need for personal protective equipment, an employer must 
ensure that; 

a) workers wear personal protective equipment that is correct for the hazard and protects 
workers, 

b) workers properly use and wear the personal protective equipment, 

c) the personal protective equipment is in a condition to perform the function for which it was 
designed, and 

d) workers are trained in the correct use, care, limitations and assigned maintenance of the 
personal protective equipment. 

A worker must; 

a) use and wear properly the appropriate personal protective equipment 

b) specified in this Code in accordance with the training and instruction received, 

c) inspect the personal protective equipment before using it, and 

d) not use personal protective equipment that is unable to perform the function for which it is 
designed. 

 

An employer must ensure that the use of personal protective equipment does not itself endanger the 
worker. 

• A worker must use and wear properly the appropriate PPE in accordance with the training and 
instruction received, inspect the PPE equipment before using it, and not use PPE that is unable 
to perform the function for which it is designed. 

 

 

 

 

 



 

 

QUICK REFERENCE INDEX FOR BASIC PERSONAL PROTECTIVE EQUIPMENT 

 

 
1. Foot Protection 

 
2. Limb and Body Protection 

 
3. Eye and Face Protection 

 
4. Hearing Protection 

 
5. Head Protection 

 
6. Electrical and Flame-Resistant Clothing 

 
7. Safety Belts, Lanyards & Lifelines 

 
8. Respiratory Protective Equipment 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

INFORMATION SHEET FOR FOOT PPE 
 
 

General Information 
 

An employer must ensure that a worker uses footwear that is appropriate to the hazards associated 
with the work being performed and place of work. 

 
Safety footwear is divided into three grades, which are indicated by colored tags and symbols: 

 
• The tag color tells the amount of resistance the toe will supply to different weights dropped 

from different heights. 
 

• The symbol indicates the strength of the sole. For example, a triangle means a puncture 
resistance sole able to withstand 135 kg (300 lbs) of pressure without being punctured by a 
5cm (2 in) nail. 

 
It is recommended that only the green triangle grade of footwear, which also gives ankle support, be 
used. Your choice of protective footwear should always overprotect, not under protect. 

 
 

 
 
 
DO 
 

▪ Choose footwear according to the job hazard and approved standards. 
 

▪ Lace up boot and tie laces securely (boots do not protect if they fall off or present 
a tripping hazard). 

 
▪ Use a protective boot dressing to help the boot last longer and provide greater water 

resistance (wet boots conduct current). 
 

▪ Choose a high-cut boot to provide ankle support. 
 
 
       DO NOT 

 
▪ Wear defective safety footwear (i.e., worn or exposed steel toe caps). 

 
▪ Under protect your feet. 

 
▪ Modify safety footwear. 



 

 

INFORMATION SHEET FOR LIMB & BODY PPE 
 
 

General Information 

Personal protective equipment in this category would be items such 
as: 

• leg, arm, chin and belly guards 

• specialty hand pads and grips 

• leather aprons and leggings 

• full body suits 

• flame and chemical resistant clothing, and 

• various types of plastic boot covers, and overshoes 

With all PPE, following the manufacturer’s instructions on its use, care and cleaning, which is critical 
and will help you get the full-service life from your PPE. 

 

Hand PPE (Gloves and Mitts) 

PPE for the hands include: finger guards, thimbles and cots, hand-pads, mitts, gloves, and barrier 
creams. Choose hand PPE that will protect against the job hazards. Gloves should fit well and be 
comfortable. This type of PPE has to protect against chemicals, scrapes, abrasions, heat and cold, 
punctures and electrical shocks. 

If a worker may be exposed to a flash fire or electrical equipment flashover, the worker must wear 
flame resistant outerwear, and ensure that the clothing beneath the flame-resistant outerwear is also 
flame-resistant fabric or natural fibers that will not melt when exposed to heat. 

 

DO 

• Inspect hand PPE for defects before using. 

• Wash all chemicals and fluids off gloves before removing them. 

• Ensure that gloves fit properly, and they are the type required for the job. 

• Ensure exposed skin is covered (no gap between the sleeve and the hand PPE). 

• Wear proper apparel for the task. Loose clothing, hair or jewelry can become caught in moving 
parts. 
 
 

DO NOT 

• Wear gloves when working with moving machinery (gloves and get tangled or caught). 

• Wear hand PPE with metal parts near electrical equipment. 

• Use gloves or hand protection that is worn out or defective. 
 

Rubber insulating gloves are one of the most important pieces of personal protective clothing 
for electrical workers. For maximum protection, the gloves must be durable, flexible and have high 
dielectric and physical strength. For the best performance they should meet and/or exceed the current 
requirements of the American Society for Testing and Materials (ASTM) D120 specifications. Gloves 
should also be electrically tested following ASTM D120/IEC903 specifications. 

http://www.professionalequipment.com/electrician-safety-gloves/


 

 

A glove system usually consists of: 
 

• Rubber Insulating Gloves—are classified by the level of voltage and protection they 
provide. 

 
• Liner Gloves—are worn to reduce the discomfort of wearing rubber insulating gloves 

all year round. Liners provide warmth in cold weather, while they absorb 
perspiration in the warm months. These can have a straight cuff or knit wrist. 

 
• Leather Protector Gloves—should always be worn over rubber insulating gloves to 

provide the mechanical protection needed against cuts, abrasions and punctures. 
Look for those that are steam pressed on curved hand forms to ensure proper fit over 
rubber gloves. 

 
Electrical-Protective Glove Classification 
 
Employees who work closely with live electrical current may need a variety of insulating protective 
equipment. The Occupational Safety and Health Administration (OSHA) addresses this in its Electrical 
Protective Equipment Standard (29 CFR 1910.137) which outlines design requirements, as well as in- 
service care and use requirements for electrical-insulating gloves and sleeves, matting, insulating 
blankets, covers and line hoses. Electrical protective gloves are classified by the level of voltage 
protection they offer. Voltage protection is broken down into the following classes: 
 
• Class 0—Maximum use voltage of 1,000 volts AC/proof tested to 5,000 volts AC. 

 
• Class 1—Maximum use voltage of 7,500 volts AC/proof tested to 10,000 volts AC. 

 
• Class 2—Maximum use voltage of 17,000 volts AC/proof tested to 20,000 volts AC. 

 
• Class 3—Maximum use voltage of 26,500 volts AC/proof tested to 30,000 volts AC. 

 
• Class 4—Maximum use voltage of 36,000 volts AC/proof tested to 40,000 volts AC. 
 
Ozone resistance is another category of classification for gloves. This is designated by “Type”. A Type 
I glove is not ozone-resistant, while a Type II is ozone-resistant. 

 
CSA Z462 requires that all gloves be tested and recertified every six months. Local legislation may 
require testing more frequently. Check with your local electrical authority or Occupational Health 
and Safety experts to ensure that your testing regimen meets all provincial requirements. OSHA states 
that, “protective equipment shall be maintained in a safe, reliable condition”. This calls for gloves 
to be examined for any damage before every use. Gloves must also be inspected directly after any 
incident that may have damaged them. OSHA requires that an air test be given to insulating gloves 
along with the daily inspection. 

 
Although OSHA requires air testing, it does not explain how to perform the test. The test method, 
however, is detailed in the ASTM F 496, Specification for In-Service Care of Insulating Gloves and 
Sleeves. Essentially, the glove is filled with air (manually or by an inflator) and checked for any leakage 
or holes. It is detected by either listening for escaping air or feeling the escaping air by holding the 
glove against the tester’s cheek. 

 

http://www.professionalequipment.com/electrician-safety-gloves/
http://www.professionalequipment.com/electrician-safety-gloves/
http://www.professionalequipment.com/electrician-safety-gloves/
http://www.professionalequipment.com/salisbury-glove-inflator-kit-g99/electrician-safety-gloves/


 

 

According to the ASTM specifications for In-Service Care and Use of Rubber Gloves and Sleeves, during 
the air test, gloves and sleeves should not be expanded more than 1.5 times their regular size for type 
I, and 1.25 times their regular size for type II. These steps should then be repeated with the glove 
turned inside out. 



 

 

In addition to this daily testing, OSHA states, “Electrical protective equipment shall be subjected 
to periodic electrical tests.” OSHA does not give a time frame for these tests, but ASTM F 496 
does offer some direction. It requires that gloves being used in the field be electrically retested 
every six months. 

 
Gloves must be put into use within 12 months of being electrically tested. See reference below 
for Testing Agency information. 

 
OSHA acknowledges that gloves complying with the ASTM D 120-87, Specification for Rubber 
Insulating Gloves, and ASTM F 496, Specification for In-Service Care of Insulating Gloves and 
Sleeves, meet their standards. 

 

   INSPECTION 
 

To ensure the maximum level of insulating protection and guarantee a long life, it is absolutely necessary 
that gloves and sleeves are properly maintained. 

 
Gloves and sleeves should be inspected for rips, tears, holes, ozone cutting, UV checking and signs of 
chemical deterioration before every use. Refer to ASTM F 1236, Standard Guide for Visual Inspection of 
Electrical Protective Rubber Products for Additional Information. 

 
Gloves and Sleeves should also be inspected for signs of damage due to chemical contamination, 
particularly from petroleum products. The first sign of contamination is swelling in the area of exposure. 
If any rubber equipment is exposed to chemical contaminants or has any other visible physical damage, 
it should be turned in for inspection, cleaning and electrical testing. 

 
Sleeves are inspected as they are rolled since they cannot be filled with air. Rolling stretches the sleeve 
along an edge, making cuts, tears, ozone cutting and various other damages more visible. After 
inspecting the outside of the sleeve, the procedure should be repeated with the sleeve turned   
ins ide out .



 

 

INFORMATION SHEET FOR EYE & FACE PPE 
 

GENERAL INFORMATION 
 

This PPE is designed to protect the worker from such hazards 
as: 

• flying objects and particles 

• molten metals 

• splashing liquids, and 

• ultraviolet, infrared and visible radiation (welding) 

 
There are two types of PPE; 
 
“Basic Eye Protection” includes: 

• Eye cup goggles 

• Mono-frame goggles and spectacles with or without side shields 
 
“Face Protection” includes: 

• Metal mesh fact shields for radiant heat or hot and humid conditions 

• Chemical and impact resistant (plastic) fact shields 

• Welders’ shields or helmets with specified cover 

• Filter plates and lenses 
 
 
Hardened glass prescription lens and sport glasses are not an acceptable substitute for proper, 
required industrial safety eye protection. Prescription eyewear may be worn if it is safety eyewear 
and complies with CSA Standard Z94.3 Industrial Eye and Face Protectors. 
 

Contact lenses should NOT be worn at the work site.  Contact lenses may trap or absorb particles or 
gases causing eye irritation or blindness.  Hard contact lenses may injure the eye when hit. 

Basic eye protection should be worn with face shields. Face shields alone often are not enough to fully 
protect the eyes from work hazards. When eye and face protection is required, advice from specialists, 
information on Material Safety Data Sheets (MSDS) for various chemicals, or your supplier will help you 
select such protection. 

 

DO 

• Ensure your eye protection fits properly (close to the face) and is approved to CSA 
standards as outlined in OHS Code. 

• Ensure your eye protection is appropriate to the work being done and the hazard 
involved. 

• Clean safety glasses daily, or more often if needed. 

• Store safety glasses in a safe, clean, dry place when not in use; and 

• Replace pitted, scratched, bent and poorly fitted PPE.  (Damaged face/eye 
protection interferes with vision and will not provide the protection it is designed to 
deliver). 

 



 

 

DO NOT 

• Modify eye/face protection; or 

• Use eye/face protection which does not have a proper certification. (Various 
markings or the safety stamp for safety glasses are usually on the frame inside the 
temple near the hinges of the glasses). 



 

 

INFORMATION SHEET FOR HEARING PPE 
 
 

GENERAL INFORMATION 
 

Hearing protection is designed to reduce the level of sound energy reaching the inner ear. Due 
to the nature of the service that we provide, Chariot Express Ltd. have no control over the noise 
sources at a worksite. We will, whenever possible, ensure that all reasonably practicable 
measures are used to reduce the noise to which workers are exposed in areas of the work site 
where workers may be present. Our employees are required to abide by any relevant signage and 
instruction at the worksite. 

 

The “rule of thumb” for hearing protection is: Use hearing protection when you can’t carry on 
a conversation at a normal volume of voice when you are 3 feet apart. 

Remember, this is only a rule of thumb. Any sound over 80 dba requires hearing protection. 
Hearing loss can be very gradual, usually happening over a number of years. 

 
The most common types of hearing protection in the construction industry are earplugs and 
earmuffs. If you choose to use other types of hearing protection, ask your safety supplier or 
OH&S office for further information. 

It is important to have different styles of hearing protection available. Different styles allow a 
better chance of a good fit. Each person’s head, ear shape and size are different. One style may 
not fit every person on your crew. If hearing PPE does not fit properly or is painful to use, the 
person will likely not use it. If the hearing protection is not properly fitted, it will not supply the 
level of protection it was designed to deliver. 

Most earplugs, if properly fitted, generally reduce noise to the point where it is comfortable (takes 
the sharp edge off the noise). 

 

If your hearing protection does not take the sharp edge off the noise, or if workers have ringing, 
pain, headaches or discomfort in the ears, your operation requires the advice of an expert. 

 
Audiometric 
Testing 

According to OH&S Code Part 16 (Sections 216-224) - Workers operating noisy machinery or tools, 
will be required to have their hearing tested within the first six months of employment and then 
annually. Noise hazard assessments for machinery or tools will be conducted and results of 
testing and hazard assessments will be documented. 

 

DO 

• Abide by any relevant signage and instruction at the worksite. 

• Use CSA Standard Z94.2-02 approved hearing protection when applicable. 

• Be informed of the appropriate class and grade of hearing protection required as 
described in Schedule 3 Table 2 of the AB OHS Code requirements. 

• Wear and use the equipment in accordance with the training provided by the employer. 
 



 

 

DO NOT 

• Use hearing protection which does not have a proper certification. 



 

 

INFORMATION SHEET FOR HEAD PPE 
 
GENERAL INFORMATION 

 
Safety headgear is designed to protect the head from impact from falling objects, bumps, splashes 
from chemicals or harmful substances, and contact with energized objects and equipment. 

 
In construction the recommended type of protective headwear is the Class B hard hat, which has 
the required “dielectric strength”. There are many designs but they all must meet the CAN/CSA 
Standard Z94.1-92 for Industrial Protective Headwear. See the Alberta OHS Code, Part 18, section 234 
for further information. 
 
Most head protection is made up of two 
parts: 

 
• The shell (light and rigid to deflect blows). 

 
• The suspension (to absorb and distribute the energy of the blow). 

 
Both parts of the headgear must be compatible and maintained according to manufacturer’s 
instructions. If attachments are used with headgear, they must be designed specifically for use with 
the specified headgear being used. Bump caps are not considered a helmet. In Alberta they can 
only be used when the only hazard is where a worker might strike his/her head against a stationary 
object, Alberta OHS Code (Part 18, section 238.) 

 
Proper care is required for headgear to perform efficiently. The service life is affected by many factors 
including temperature, chemicals, sunlight and ultraviolet radiation (welding). The usual maintenance 
for headgear is simply washing with a mild detergent and rinsing thoroughly. 

 

DO 
 

• Replace headgear that is pitted, holed, cracked or brittle. 

• Replace headgear that has been subjected to a blow even though damage cannot 
be seen. 

• Remove from service any headgear if its serviceability is in doubt. 

• Replace headgear and components according to manufacturer’s instructions. 
 
 

DO NOT 
 

• Drill, remove peaks or alter the shell or suspension in any way. 

• Use solvents of paint on the shell (makes the shell break down). 

• Put chin straps over the brims of Class B headgear. 

• Use any liner that contains metal or conductive material. 

• Carry anything under the hard hat while wearing it. 



 

 

INFORMATION SHEET FOR SAFETY BELTS, LANDYARDS & LIFELINES PPE 
 

An employer shall ensure that;  
 

Body harnesses, safety belts and lanyards used at a work site are approved under any of the following 
standards that apply; 

• CSA Standard Z259.1-1976, “Fall Arresting Safety Belts and Lanyards for the 
Construction and Mining Industries”;  

• CSA Standard Z259.3-M1978, “Lineman’s Body Belt and Lineman’s Safety Strap”; 

• CSA Standard CAN/CSA Z259. 10M90 “Full Body Harnesses”; 
 

Lifelines used pursuant to this regulation are; 
 

▪ made of material that can withstand the shock load which may be applied to it, and; 
▪ Of a diameter enough to ensure that a rope grab being used will operate properly. 

 
A worker shall ensure that;  

 
A lifeline or lanyard; 
 

Is protected; 
 

• By padding where it passes over sharp edges, and; 

• From heat, flame, abrasion and corrosive material during use and; 

• Does not pass through any obstruction which would create a danger to a 
worker 

 
 A lifeline; 
 

• Is attached to a fixed anchor capable of supporting the shock load which may 
be applied, and; 

• Has its lower end enclosed or secured to prevent fouling; 
 

 A safety belt or harness is; 
 

• Properly adjusted to fit the worker securely, and; 

• Attached by means of a lanyard to a fixed anchor or a lifeline; 
 

A personal fall arresting system is assembled and used in a manner that will protect the 
worker from receiving an injury;  
 

• From striking a surface below, and; 

• Due to the shock forces during the arrest of the fall. 
 

An employer shall ensure that; 
 

• Personal fall arresting system equipment is protected from heat, flame, abrasion 
and corrosive materials during storage; 



 

 

• a personal fall arresting system is provided for each worker on a manually 
operated work platform, a suspended powered work platform, or a single 
suspension page, basket or boatswain’s chair; 

• The personal fall arresting system referred to in clause (b) is not attached to the 
same anchor points as the suspension lines of a work platform. 

• All metal parts of, or hardware attached to personal fall arresting system 
components have a load arresting capacity of not less than 17.8 kilonewtons, and;  

 

• a protective thimble is used to connect ropes or straps to eyes or rings used in a 
personal fall arresting system. 

 
 
 
 

CLIMBING COMMUNICATIONS AND POWER TRANSMISSION TOWERS 
 
 
An employer shall ensure that workers on a communications or power transmission tower use safety 
belts and lanyards. 

 

• When working on a communications or power transmission tower, a worker shall; 
 

• Use a safety belt and lanyard, and; 
 

• Secure yourself to the tower when resting or working. 
 

INFORMATION SHEET FOR RPE (REPIRATORY PROTECTIVE EQUIPMENT 
 

 
Where, at a work site; 

 
There is or maybe exposure of a worker to an airborne contaminant or a combination of 
airborne contaminants in a concentration exceeding the occupational exposure limits 
prescribed by the Chemical Hazards Regulation (Alberta Regulation 393/88); 
 
The atmosphere contains or may contain oxygen at less than 18 kilopascals partial pressure, 
or; 
 
The wearing of respiratory protective equipment is or maybe required by section 82(2), the 
employer shall determine the degree of danger presented to the worker by the conditions 
that are or may be present at the work site and the need for respiratory protective 
equipment. 

 
In making his determination under subsection (1), the employer shall consider; 
 
▪ the nature of any contaminants, 

 
▪ the concentration or likely concentration of any airborne contaminants, 

 
▪ the duration or likely duration of the worker’s exposure, 



 

 

 
▪ the toxicity of the contaminants, 

 
▪ the partial pressure of oxygen, 
 
▪ the warning properties of the contaminants, and 
 
▪ The need for emergency escape. 

 
 

Based on his determination under section 94(1), the employer shall provide and ensure the 
availability of the appropriate respiratory protective equipment referred to in this section. 

 
Where the employer determines, under section 94(1), that the conditions present at the 
work site are or may become immediately dangerous to life or health by virtue of the 
reduced oxygen content of the air or by acute toxic effects caused by contaminants, the 
employer shall ensure that workers wear self-contained breathing apparatus, self-contained 
oxygen generating apparatus or remote supplied air apparatus that; 
 

• Is of a type that will maintain positive pressure in the face piece, 
 

• Has a capacity of at least 30 minutes, 
 

• Provides full face protection, where the contaminants are irritating to the eyes, 
 

• In the case of remote supplied air apparatus, is fitted with an auxiliary supply 
of respiratory air of sufficient quantity to enable the worker to escape from 
the area in an emergency, and; 

 

• In the case of self-contained breathing apparatus, is fitted with an alarm 
warning. 

 
Where the employer determines, under section 94(1), that the conditions at the work site 
are not or cannot become immediately dangerous to life or health but that; 
 

• The oxygen content of the atmosphere is or may be less than 18 kilopascals 
partial pressure, or; 

 

• The concentration of airborne contaminants exceeds or may exceed that 
specified by the Manufacturer for air purifying respiratory equipment, and the 
full equipment required by subsection. 

 
Is not provided, the employer shall ensure that the workers wear self-contained breathing 
apparatus, self-contained oxygen generating apparatus or remote supplied air apparatus 
having a capacity of at least 30 minutes. 
 
Workers may be permitted to wear air purifying respiratory protective equipment instead 
of the equipment referred to in those subsections where; 
 



 

 

• The oxygen content of the air is and will continue to be 18 kilopascals partial 
pressure or greater, 

 

• The air purifying equipment used is designed to provide protection against the 
specific airborne contaminant or combination of airborne contaminants 
present, and 

 

• The concentrations of airborne contaminants do not exceed the maximum 
concentrations specified by the manufacturer for the specific type of air 
purifying equipment having regard to the duration of its use. 

 
 

Where normal operating conditions do not require the wearing of respiratory protective 
equipment but emergency conditions may occur requiring a worker to escape from the 
work area, the employer may, instead of complying with subsections (2 to 4), permit the 
worker, during the escape, to wear a mouth bit and nose-clamp respirator if; 
 

• The respirator is designed to provide protection against the specific airborne 
contaminants present, and, 

 

• The oxygen content of the atmosphere will be 18 kilopascals partial pressure 
or greater, or 

 

• Alternative respiratory protective equipment providing equal or greater 
protection, having regard to the length of time it will take the worker to 
escape from the work area. 

 
Where a worker is carrying out abrasive blasting operations, the employer shall ensure 
that the worker wears a hood supplied with air that is at a positive pressure not exceeding 
140 kilopascals. 
 
 
 
In addition to the requirements of this section, at each oil or gas well service or drilling rig, 
an employer shall ensure that there are readily available to effect a rescue at least 2 units 
of self-contained breathing or oxygen generating apparatus that; 
 

• Of a type that will maintain positive pressure in the face piece, 
 

• Has a capacity of at least 30 minutes, and 
 

• In the case of self-contained breathing apparatus, is fitted with an alarm 
warning. 

 
APPROVAL OF EQUIPMENT 
 

An employer shall ensure that respiratory protective equipment required by this Part is specifically 
approved  

 



 

 

• Jointly by the Mining and Enforcement and Safety Administration and the National 
Institute for Occupational Safety and Health (U.S.A.), 

 

• Jointly by the Mine Safety and Health Administration and the National Institute for 
Occupational Safety and Health (U.S.A.), or 

 

• By other standards setting and equipment testing organization or combination of 
organizations acceptable to a director. 

 
 

An employer shall ensure that air used for self-contained breathing apparatus or remote supplied 
air apparatus is of a quality that  

 

• Complies with the CSA Standard CAN3-Z180.1-M85, “Compressed Breathing Air and 
Systems”, Table 2, and  

 

• Notwithstanding clause (a), does not exceed, in the concentration of any substance in 
it, 10% of the applicable occupational exposure limits prescribed by the Chemical 
Hazards Regulation (AR 393/88). 

 
 

An employer shall ensure that  
 
Respiratory Protective Equipment whose efficacy depends on an effective facial seal is 
correctly fitted to provide for an effective facial seal,  
 
Workers who are or maybe required to wear respiratory protective equipment that is 
dependent on an effective facial seal are clean shaven where the face peace of the equipment 
seals with the skin of the face, 
 
Respiratory Protective Equipment is  
 

• Stored in a readily accessible location and in a manner that will prevent its 
contamination, 

• Maintained in a clean and sanitary condition, 

• Inspected before and after each use, and  

• Serviced and used in accordance with the manufacturer’s specifications or 
specifications provide for equal or greater protection than those of the 
manufacturer, and  

 
 

Respiratory Protective Equipment that is not used routinely but is kept ready for emergency 
use is inspected at least once a month by a competent worker to ensure that is in satisfactory 
working condition. 

 
CODES OF PRACTICE 

 
An employer shall establish a code of practice governing the selection, maintenance and use of 
respiratory protective equipment. 
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SITE INSPECTIONS & VEHICLE INSPECTION PROGRAM 



 

 

SITE INSPECTION & VEHICLE INSPECTION POLICY 
 

Chariot Express Ltd. is committed to ensuring that all our worksites, including our office and our vehicles 
are inspected on a regular basis to ensure that they are safe for our workers, contracted workers and the 
general public. It is the policy of the Employer that our vehicles, both our NSC (National Safety Code) 
Exempt vehicles (our light trucks) and our NSC Vehicles (those operating with a weight over 4500kg) are 
inspected according to the standards set out in the National Safety Code. It is the policy of the Employer 
that our office site is inspected at a MINIMUM on a quarterly basis (January, April, July, October). By being 
diligent and maintaining a fixed inspection schedule for all sites, we will accomplish our goal of a safe and 
productive work environment. 
 
*The breakdown as to how the vehicle inspection program functions directly follows this policy page as 
it is governed by different legislation, including the Alberta Commercial Vehicle Safety Regulation (AR 
121/2009) and Standard 13 of the National Safety Code. The Vehicle Inspection Program does function 
differently than office inspections and for the intent of the COR program, the language used may not 
directly align although the principles remain the same and in the case of NSC Audits, compliance to a 
safety program is part of their scope as well. The remainder of this policy page will primarily cover the 
scope of office inspections. However, adherence to the policy applies to both office workers and drivers. 
*  
 
Inspections for the office are to be conducted by the JWHSC / HSR if numbers warrant it with support of 
management, supervisors and other workers. Workers support the inspections because they’re the ones 
directly working in the environment and would have the most hands-on experience. Supervisors support 
the inspections because they are taking the pulse of worksites in real-time and can answer the following 
questions: 

- How do I know what to look for? 
- How do I interpret what I see? 
- How do I document the observed condition? 
- How do I develop appropriate recommended actions? 
- How will I put these recommend actions into place? 

 
Management supports the inspection process because they are the ones that will be required to invest 
time, materials, funding or a combination of all three into place to correct any deficiencies. Because these 
inspections can greatly impact the company’s bottom line, it is important that the recommended actions 
make financial sense, adhere to legislation and are done with hopes of boosting morale.  
 
The purpose of these inspections is to assess work being performed in real time and identifying whether 
controls put in place to mitigate hazards are working, ensure compliance to the company’s HSMS (Health 
& Safety Management System) and applicable legislation, identifying new and existing hazards, developing 
and recommending corrective actions and to gain a further understanding of jobs and tasks.  
 
The scope of inspections covers the same four elements of a hazard assessment, albeit in a different 
order. They are: PEOPLE, ENVIRONMENT, MATERIALS and EQUIPMENT.  
 
 
 
 
 



 

 

As mentioned earlier, the frequency for inspections performed are as follows: 
 
Office (includes Office/Shop/Yard) – Every Quarter (filed and reported in the Fleet Maintenance Software 
in January, April, July and October). Other inspections can occur after hazard assessment reviews, post-
incident follow up action plans or as deemed necessary by the JWHSC/HSR, the Employer or by an OHS 
Officer. 
Vehicles – As per AR 121/2009 and NSC Standard 13 (filed and reported in the Fleet Maintenance 
Software) 
 
Physical copies will also be completed using proper inspection reports prepared for the office inspections 
and the various inspection reports for vehicles. (see Introduction to Chariot Express’ Vehicle Inspection 
Program). It is encouraged that those performing the inspection keep a personal logbook for their own 
records and to corroborate the formal report prepared. NOTE: this logbook differs from the one that 
drivers are required to maintain for their Hours of Service Requirements. 
 
The Safety Compliance officer will compile these reports and present them to management as required 
and as requested. The Safety Compliance officer is also required on a MONTHLY basis to preform spot-
check inspections on at least 25% of vehicles and drivers operating under the company’s Safety Fitness 
Certificate. (both NSC and NSC Exempt Vehicles) Those inspections are also documented and entered in 
the Fleet Maintenance Software.  
 
Adherence to this policy is mandatory. Failure to comply with this policy will be subject to the company’s 
progressive discipline policy. In the case of failing to comply the elements of the Vehicle Inspection 
Program, a failure to comply can lead to a driver being placed Out of Service, subject to fines from Vehicle 
Enforcement Officers, Police or CVSA officers. It can place the company under monitoring by the Carrier 
Services division of Alberta Transportation, which can threaten our ability to operate as a carrier in 
Alberta. Gross violations of the Vehicle Inspection Program can also lead to incarceration. 
 
 
 
Signed:___________________________________ Dated: _________________________ 
 
Mr. Darcy Newitt, General Operations Manager 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

 



 

 

 
INTRODUCTION TO CHARIOT EXPRESS’ VEHICLE INSPECTION PROGRAM 

 
Superior Vehicle Preventative Maintenance and Inspection procedures are a vital part of our Safety Program 
in ensuring that all employees are safe while on the job.   
All construction activity involves people working with tools and equipment. In addition to ensuring that 
workers use the tools and equipment properly, it is vital that tools and equipment be properly inspected, 
maintained, and kept in good repair. An effective maintenance program will reduce the risk of injuries, 
damage and lost production.  
All NSC vehicles and trailers registered to CHARIOT EXPRESS LTD.. must have annual CVIP 
inspections. Copies of the inspections will be kept on file and also accompany all applicable vehicles 
and trailers.  
The results of these inspections and reports will be monitored by the management of Chariot Express Ltd. as 
the CVIP inspections are one way of gauging the success of our PM program. 
 

COMMERCIAL VEHICLE INSPECTION PROGRAM (CVIP) 
 
This is a mandatory annual or semi-annual inspection program required for all NSC Vehicles. It must 
be completed at an “approved” facility that checks commercial vehicles for mechanical fitness. A 
Provincial carrier with a registered vehicle with a GVW of 11,794 Kilograms or more cannot be 
operated on a highway without a valid CVIP Inspection. This would also apply to Federal carriers 
operating in Alberta. A Federal carrier with a registered vehicle with a GVW of 4501 Kilograms or 
more cannot be operated on a highway without a valid CVIP Inspection. If a vehicle does not have a 
current inspection it cannot be operated on a highway.  
 

COMMERCIAL VEHICLE SAFETY ALLIANCE (CVSA) 
 
A non-profit organization of Federal, Provincial, Territorial, and State Government Agencies and 
representatives from private industry in the United States, Canada, and Mexico dedicated to improving 
commercial vehicle safety. 
CVSA Inspections are conducted on vehicles and drivers on the roadside or at carrier premises by CVSA 
Certified Inspectors.  
The inspections are conducted in accordance with the criteria outlined by the Commercial Vehicle Safety 
Alliance. The inspections are conducted on the road side or by arrangement with the carrier at the carrier’s 
premises. Some inspections are initiated by CVSA Inspectors in response to complaint about the condition of 
the carrier’s vehicle or vehicles.   
Carriers are encouraged to take a pro-active approach towards vehicle maintenance. Remember that CVSA 
inspection reports can be used to measure the effectiveness of the carrier preventive maintenance 
program. 

 
 
DAILY TRIP INSPECTIONS 

All drivers of Chariot Express Ltd. must have access to and be able to produce Schedule 1 of NSC 
Standard 13 Part 2: 

 

• Management shall ensure that a copy of the Schedule 1 of NSC Standard 13 Part 2 including any 
modifications made to the Schedule is located within the vehicle and a driver shall produce the 
schedule when requested to a peace officer.  



 

 

 

• A daily trip inspection shall be conducted on all commercial vehicles or combination of commercial 
vehicles registered for more than 4,500 kilograms.  

 

• A daily trip inspection is valid for a maximum of 24 hours from the time recorded on the trip 
inspection report.  

 

• Vehicle components will be inspected in a Daily Trip Inspection as required by Section 10(4)(a) of 
Alberta’s Commercial Vehicle Safety Regulation (AR 121/2009). The daily inspection must include 
all applicable components specified in the list of items in Schedule 1 of NSC Standard 13 Part 2 
(copy attached and/or direct internet access available).  

 
Completion and Production of the Daily Trip Inspection Report: 

 

• Drivers operating an NSC vehicle shall prepare a trip inspection report; 
 

• the trip inspection report shall contain the following information; 
 

o the license plate, identification number or unit number, 
o the odometer or hub meter at the time of inspection, 
o the name of the carrier operating the commercial vehicle, 
o the name of the municipality or location on the highway where the inspection was 

conducted and the time and date that the report was made,  
o any defect related to the operation of any item required to be inspected or that no defect 

was detected, 
o the name of the person who inspected the vehicle and a statement signed by that person 

stating that the vehicle has been inspected in accordance with section 10 of the 
Commercial Vehicle Safety Regulation (AR 121/2009), 

o The name and signature of the person making the report. 
 

• The driver shall, when requested, produce a copy of the report to a peace officer. 
  
 
DEFECTS OBSERVED DURING OPERATION OF THE VEHICLE 
 

• If you as a driver observes any safety defects specified in Schedule 1, 2, 3 or 4 of NSC Standard 13 

while driving the vehicle, you will record the defects in a trip inspection report or in a written 

document and report the defect to the carrier as required.  

• You must produce this trip inspection report or other document when requested to a peace 

officer. 

 
 
 
 
 
 
 



 

 

 
DISTRIBUTION & RETENTION OF DAILY VEHCILE INSPECTION REPORTS 
 
 

• the driver must forward the trip inspection reports to the home terminal of Chariot Express Ltd. 
within 20 days of completion of the trip inspection report 

 

• Chariot Express Ltd. will ensure the driver submits the trip inspection report, as required, and 
deposit the original trip inspection report at Chariot Express Ltd.’s principal place of business with 
30 days of receiving the report from the driver, 

 

• The original report will be retained in chronological order by Chariot Express Ltd. for the month it 
was created and an additional 6 months. 

 
REQUIREMENT TO REPAIR, CORRECT & REPORT DEFECTS 
 
 

• no person shall allow a driver to drive and no driver shall drive a commercial vehicle with any 
uncorrected or unrepaired major defect (see Schedule 1 of NSC Standard 13 part 2 for a 
description of a major defect),  

• an employee authorized by Chariot Express Ltd. to conduct a daily trip inspection shall document 
any defect on the written trip inspection report, 

• Chariot Express Ltd. or a person authorized by the carrier to conduct trip inspections shall certify 
on the report that the defect has been repaired/corrected or certify on the report the 
repair/correction is unnecessary, 

• if a driver or person authorized by the carrier to conduct a daily trip inspection believes or 
suspects there is a safety defect in the commercial vehicle, they shall report the safety defect to 
Chariot Express Ltd.;  
 

o without delay if the defect is a major defect, or 
o In a timely manner but not later that the next required daily trip inspection in all other 

cases. 
 
SCHEDULE 1 OF NSC STANDARD 13 PART 2 

 
A copy of the trip inspection requirement for a truck, tractor and trailer is shown below. 

 

 

 

 

 

 

 

 

 
 
 
 



 

 

Appendix 1 
Part 2 – Schedules 

Schedule 1 – Truck, Tractor & Trailers 
Application: 
This schedule applies to trucks, tractors and trailers or combinations thereof exceeding a registered 
gross vehicle weight of 4500 kg. 

1. Air Brake System  

Defect(s) 

• Audible air leak. 

• Slow air pressure build-up rate. 
 

Major Defect(s) 

• Pushrod stroke of any brake exceeds the     
adjustment limit. 

• Air loss rate exceeds prescribed limit. 

• Inoperative towing vehicle (tractor) protection 
system. 

• Low air warning system fails or system is 
activated. 

• Inoperative service, parking or emergency brake. 

2. Cab  

Defect(s) 

• Occupant compartment door fails to 
open. 

Major Defect(s) 

• Any cab or sleeper door fails to close securely. 

3. Cargo Securement  

Defect(s) 

• Insecure or improper load covering 
(e.g. wrong type or flapping in the 
wind). 

 

Major Defect(s) 

• Insecure cargo. 

• Absence, failure, malfunction or deterioration of 
required cargo securement device or load 
covering. 

4. Coupling Devices  

Defect(s) 

• Coupler or mounting has loose or 
missing fastener. 

 

Major Defect(s) 

• Coupler is insecure or movement exceeds 
prescribed limit. 

• Coupling or locking mechanism is damaged or 
fails to lock. 

• Defective, incorrect or missing safety 
chain/cable. 

 

5. Dangerous Goods  

 Major Defect(s) 

• Dangerous goods requirements not met. 
 

6. Driver Controls  

Defect(s) 

• Accelerator pedal, clutch, gauges, 
audible and visual indicators or 
instruments fail to function properly. 

 

7. Driver Seat  

Defect(s) 

• Seat is damaged or fails to remain in 
set position. 

Major Defect(s) 

• Seatbelt or tether belt is insecure, missing or 
malfunctions. 

8. Electric Brake System  

Defect(s) 

• Loose or insecure wiring or electrical 
connection. 

Major Defect(s) 

• Inoperative breakaway device. 

• Inoperative brake. 
9. Emergency Equipment & Safety Devices  



 

 

Defect(s) 

• Emergency equipment is missing, 
damaged or defective. 

 

10. Exhaust System  

Defect(s) 

• Exhaust leak. 
 

Major Defect(s) 

• Leak that causes exhaust gas to enter the 
occupant compartment. 

11. Frame and Cargo Body  

Defect(s) 

• Damaged frame or cargo body. 
 

Major Defect(s) 

• Visibly shifted, cracked, collapsing or sagging 
frame member(s). 

12. Fuel System  

Defect(s) 

• Missing fuel tank cap. 
 

Major Defect(s) 

• Insecure fuel tank. 

• Dripping fuel leak. 
13. General 

 Major Defect(s) 

• Serious damage or deterioration that is noticeable 
and may affect the vehicle’s safe operation. 

14. Glass and Mirrors  

Defect(s) 

• Required mirror or window glass fails 
to provide the required view to the 
driver as a result of being cracked, 
broken, damaged, missing or 
maladjusted. 

• Required mirror or glass has broken 
or damaged attachments onto vehicle 
body. 

 

15. Heater/Defroster 

Defect(s) 

• Control or system failure. 
 

Major Defect(s) 

• Defroster fails to provide unobstructed view 
through the windshield. 

 

16. Horn  

Defect(s) 

• Vehicle has no operative horn. 

 

17. Hydraulic Brake System  

Defect(s) 

• Brake fluid level is below indicated 
minimum level. 

 

Major Defect(s) 

• Parking brake is inoperative 

• Brake boost or power assist is inoperative. 

• Brake fluid leak. 

• Brake pedal fade or insufficient brake pedal 
reserve. 

• Activated (other than ABS) warning device. 

• Brake fluid reservoir is less than ¼ full. 
18. Lamps and Reflectors  

Defect(s) 

• Required lamp does not function as 
intended. 

• Required reflector is missing or 
partially missing. 

 

Major Defect(s) 
When lamps are required: 

• Failure of both low-beam headlamps. 

• Failure of both rearmost tail lamps. 
At all times: 
 

• Failure of a rearmost turn-indicator lamp. 



 

 

• Failure of both rearmost brake lamps. 

19. Steering  

Defect(s) 

• Steering wheel lash (free-play) is 
greater than normal. 

 

Major Defect(s) 

• Steering wheel is insecure, or does not respond 
normally. 

• Steering wheel lash (free-play) exceeds required 
limit. 

20. Suspension System  

Defect(s) 

• Air leak in air suspension system. 

• Broken spring leaf. 

• Suspension fastener is loose, missing 
or broken. 

 

Major Defect(s) 

• DamagedP

1
P or deflated air bag. 

• Cracked or broken main spring leaf or more than 
one broken spring leaf. 

• Part of spring leaf or suspension is missing, 
shifted out of place or in contact with another 
vehicle component. 

• Loose U-bolt. 
 

P

1
P patched, cut, bruised, cracked to braid, mounted 

insecurely. 

21. Tires  

Defect(s) 

• Damaged tread or sidewall of tire. 

• Tire leaking (if leak can be felt or 
heard, tire is to be treated as flat). 

 

Major Defect(s) 

• Flat tire. 

• Tire tread depth is less than wear limit. 

• Tire is in contact with another tire or any vehicle 
component other than mud-flap. 

• Tire is marked “Not for highway use”. 

• Tire has exposed cords in the tread or outer side 
wall area. 

 
 

22. Wheels, Hubs and Fasteners  

Defect(s) 

• Hub oil below minimum level. (When 
fitted with sight glass.) 

• Leaking wheel seal. 
 

Major Defect(s) 

• Wheel has loose, missing or ineffective fastener. 

• Damaged, cracked or broken wheel, rim or 
attaching part. 

• Evidence of imminent wheel, hub or bearing 
failure. 

23. Windshield Wiper/Washer  

Defect(s) 

• Control or system malfunction. 

• Wiper blade damaged, missing or fails 
to adequately clear driver’s field of 
vision. 

 

Major Defect(s) 
When necessary for prevailing weather condition. 

• Wiper or washer fails to adequately clear driver’s 
field of vision in area swept by driver’s side 
wiper. 

 

 

 

 

 

 

 
 
 
 



 

 

TRUCK/TRAILER TRIP INSPECTION REPORT (Sample) 
Carrier’s name (as per registration): ______________________________________________________________________ 

Truck plate number:  ________________________                Trailer plate number: __________________________________ 

Trailer plate number(s): ____________________________________ 

Location of inspection (Municipality or location on highway):____________________________________________________ 

 Odometer reading:  _______________         or                    Hub reading: ________________ 

I performed an inspection of the vehicle noted above using the criteria set out in Schedule 1 of Part 2, NSC Standard 13 and as per sections 10(4) and 10(10) of Alberta’s Commercial 

Vehicle Safety Regulation, (AR 121/2009)  and report the following: 

  No defects were found 

Defects Detected (Mark “√” for a minor defect, and “X” for a major defect) 

1.    Air Brake System          12.  Fuel System 

2.    Cab 13   General 

3.    Cargo Securement          14.  Glass and Mirrors 

4.    Coupling Device          15.  Heater/Defroster 

5.    Dangerous Goods          16.  Horn 

6.    Driver Controls          17.  Hydraulic Brake System 

7.    Driver Seat           18.  Lamps and Reflectors 

8.    Electric brake system         19.  Steering 

9.    Emergency Equipment & Safety Devices                           20.  Suspension System 

10.  Exhaust System          21.  Tires 

11.  Frame and Cargo Body         22.  Wheels Hubs and Fasteners 

23.  Windshield Wipers/Washer 

Provide details of defect(s) detected and which vehicle detected on (truck; trailer 1; trailer 2): 

__________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________

__________________  

Name of person completing inspection  Signature of person completing inspection           Date and Time of Certification 

(Print name) 

Provide details of defect(s) detected at any other time(s): 

__________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________

__________________ 

Name of person identifying defect(s) Signature of person identifying defect(s)      Date and Time of Certification 

(Print name) 

Certification of Repairs Completed: 

 I certify all defects have been repaired  I certify repair(s) were unnecessary 

Remarks: 

__________________________________________________________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________

__________________ 

Print Certifier’s Name Certifier’s Signature  Date and Time of Certification 

 

VEHICLE FILE REQUIRMENTS 
The Commercial Vehicle Safety Regulation AR121/2009 explains the requirements for the retention of 
maintenance records to comply with Alberta legislation. 
The records that must be retained by Chariot Express Ltd. includes: 

• The identification of the specific vehicle by either License number or Unit number; 

• The size of the tires used on each vehicle; 

• A record of completed repairs (including the nature of work performed, the date that the work was 
performed, the odometer or hubometer (if equipped) at the time of the inspection or work 
performed; 

• Notice of defects received from manufacturer and subsequent corrective work done; 

• Trip inspection records; 

• Preventive Maintenance Inspections; 

• Lubrication records; 

• CVIP records. 
 
These records will be maintained for the current year and retained for 5 years. Trip inspections 
records will be retained for the current month and for 6 previous months. If the trip inspection 
records contain a defect and the corresponding corrective measures it will be maintained for 5 
years.   

 

 

 

 



 

 

PREVENTATIVE MAINTENANCE, INSPECTION & CERTIFICATION SCHEDULE “A” 
Inspection 

Maintenance 
Certification 

Type 

Vehicle Type Inspection 
Maintenance 
Certification 

Interval (state kilometers, 
time or hours) 

Comments 

Daily Trip 
Inspection 

(1st – 15th due on 20th day) 
(16th to the last day of the 
month due on 5th) 

Trucks, Tractors,  
Trailers (As per AR 

121/2009 Part 2 
Schedule 1 ) 

Includes ALL NSC 
Exempt Units (As per 

form 10.13.8) 

 
Every 24 hours 

(Note : All trailers are required to 
have a pre-trip inspection) 

Ensure inspection is carried out in accordance with the 
appropriate standards and complete the written daily 
inspection form. Report all defects and document all 
repairs. (Break Down & Repair Maintenance Form) 

    

A Service 
(Due by April 5th, 
July 5th, October 5th, 
January 5th) 

1 & 2 Ton Trucks 
(Including all NSC 

Exempt Units) 

 
Every 12000 Kilometers or 3 

Months whichever comes 
first 

As Per A-Service Report 
Ensure inspection is carried out in accordance with the 
appropriate standards.  Report all defects and document 
all repairs. (Break Down & Repair Maintenance Form-
attach all receipts for verification) 
Note : Not to exceed Manufacture’s Specifications 

    

B Service 
(Due by April 5th, 
July 5th, October 5th, 
January 5th) 

3 & 5 Ton Trucks, 
(NSC Units) 

 
Every 7500 Kilometers or 3 
Months whichever comes 

first 

As Per B-Service Report 
Ensure inspection is carried out in accordance with the 
appropriate standards.  Report all defects and document 
all repairs. (Break Down & Repair Maintenance Form-
attach all receipts for verification) 
Note : Not to exceed Manufacture’s Specifications 

    

C Service 
(Due by April 5th, 
July 5th, October 5th, 
January 5th) 

Tractors 
(NSC Units) 

 
Every 7500 Kilometers or 3 
Months whichever comes 

first  

As Per C-Service Report 
Ensure inspection is carried out in accordance with the 
appropriate standards.  Report all defects and document 
all repairs. (Break Down & Repair Maintenance Form-
attach all receipts for verification) 

Note : Not to exceed Manufacture’s Specifications 

    

P Service 
(Due Monthly by 
the 5th) 

 
Pickers 

 
Daily 

As Per P-Service Report 
 

(Defects/Log Book Form as per part 6 section 65 of OH&S 

code) 
Report all defects and document all repairs. (Break Down & 

Repair Maintenance Form – attach all receipts for verification) 

Note : Not to exceed Manufacture’s Specifications 

 

 

 

PREVENTATIVE MAINTENANCE & CERTIFICATION SCHEDULE “A” continued 
 

T Service 
(Due Monthly by 

the 5th) 
 

Trailers 
 

Monthly 
Minor Defects/Major 
Defects detected are 

repaired as per AR 121/2009 

As per T-Service Report.  
Ensure inspection is carried out in accordance with the 
appropriate standards.  Report all defects and document 
all repairs. (Break Down & Repair Maintenance Form-
attach all receipts for verification) 

Note : Not to exceed Manufacture’s Specifications 

 



 

 

“CVIP” 
Inspection 

(Due Annually) 

All NSC Unit’s 
(Trucks, Trailers) 

 
Annually 

Required every 12 months before next CVIP expires - 
to be completed by a Certified CVIP Station. 

    

Crane 
Certification/ 
Maintenance 

(Due Annually) 

All Cranes Annually Required every 12 months before next Crane Certification 
expires - to be completed by a Certified Crane 

Engineering Facility. 
All Cranes to be taken to certified Service Centre annually 
to ensure all components are in proper working condition 

as per manufacture’s specifications.  

    

“Semi-Annual” 
Minimum 
Equipment 
Inspection 

All Types NSC and 
NSC Exempt Units  

 
April & October of Each 

Year 

 
As per Semi-Annual Minimum Equipment Inspection 

Form. 

    

“Break-Down & 
“Repair” 
Routine 

Maintenance 
Record 

(Due by the 5th of 
every month & 

April, July, 
October, 
January) 

All Types NSC and 
NSC Exempt Units 
(SPECIFIC FORM 

USED FOR 
TRUCK/CRANE) 

All Repairs must be 
documented immediately 

following completion 
(Minor Defects/Major 
Defects detected are 
repaired as per AR 

121/2009) 
 

All defects identified on DVIR’s, A service, B Service, C 
Service, P Service and T Service Forms MUST be 
documented that the repairs were completed with 
attached receipts as per Section 10 of the Vehicle 
Maintenance & Inspection Program/Policy. 

 
ALL PERSONNEL MUST FOLLOW “INTERNAL AUDIT & COMPLIANCE POLICY” AND “VEHICLE & 

INSPECTIONS MAINTENANCE POLICY”. 

 

 

PREVENTIVE MAINTENANCE INSPECTION FORM (Sample) 

Date:__________                Time:______                    Inspector's Name:_______________________ 

Address of Inspection Shop:__________________________________________________________ 

Licence Plate Number(s):  _________________    Vehicle Unit Number:_______________________ 

Odometer:  _______      Hour Meter:  _______      Signature:________________________________ 

 Body and Seats (S.1)                                                                                                                                       Starting Switch (S. 26) 

 Lubrication (S. 30)                                                                                                                                           Lamps and Reflectors (S. 27) 
 Fifth Wheel Coupling Device (S. 31)                                                                                                            Tires (S. 28) 

 Trailer Hitch, Trailer Mount and Connecting Devices (S. 32)                                                                  Wheels (S. 29) 

 Rear Impact Guards (S. 33)                                                                                                                            Windshield Wipers and Washers (S. 
24)                                                                                                                    

 Chassis Frame (S. 2) 

 Body Frame (S. 3) 
 Sliding Sub frame (S. 4) 

 Underbody (S. 5) 

 Driver Shaft (S. 6) 
 Window and Mirrors (S. 7) 

 Fuel (S. 8) 

 Exhaust (S. 9) 
 Friction Components (S. 10) 

 Hydraulic and Vacuum-assist Brake Components (S. 11) 

 Mechanical Components (S. 12) 
 Brake Pedal (S. 13) 

 Air Brake System (S. 14) 

 Park Brake (S. 15) 
 Brake System (S. 16) 

 Engine Controls (S. 17) 



 

 

 Steering Column and Box (S. 18) 
 Wheel Alignment (S. 19) 

 C-Dolly Steering (S. 20) 

 Steering Linkage (S. 21) 
 Suspension (S. 22) 

 General Requirements (S. 23) 

 
 

FORMS (ALL FORMS CAN BE OBTAINED FROM THE APPENDIX LOCATED IN SECTION 13 OF 

THIS MANUAL) 

 

10.13.1 - Breakdown & Repair Maintenance Form 

10.13.2 - Breakdown & Repair Truck-Crane 

10.13.3 - A-Service (Light Duty Trucks) 

10.13.4 - B-Service (Medium Duty Trucks) 

10.13.5 - C-Service (Tractors) 

10.13.6 - T-Service Trailer Service Report 

10.13.7 - P-Service (Cranes) 

10.13.8 - Light Truck Daily Trip Inspection Form 

10.13.9 - Light Truck Equipment Inspection Form 

10.13.10 - Single and Tandem Axle Crane Deck Truck Equipment Inspection Form 

10.13.11 - Power Units & Crane Equipment Inspection Form 

10.13.12 - Minimum Equipment Cranes 

 

 

 

 

 

 

 

 

 

 



 

 

CHARIOT EXPRESS SAFETY PROGRAM 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                            
 

 

 

 

 

 

 
 

 

 

 

 

EMERGENCY PREPAREDNESS 



 

 

EMERGENCY PREPAREDNESS POLICY 
 

Chariot Express Ltd. is committed to ensuring that our workers, contracted employers and anybody who 
enters our facility are always coming into a safe facility. We are also committed that, in the event of 
circumstances beyond our control or beyond our ability to assess, we can respond quickly and promptly to 
the emergency. The policy of the Employer is that in the case of an emergency (a situation or event 
beyond our control that has the ability to harm another person or cause damage to property), we have a 
response plan in place, and procedures that address how to react in these instances. By practicing these 
drills, by designating personnel to perform specific tasks in the case of emergencies, and by training our 
workers, contracted works and our guests how to respond, we will be able to execute our response plans 
properly, calmly, and protect lives and property.  
 
An outline on how to respond to the most common of emergencies that can occur on our site are as 
follows. As a company, we will drill our emergency response procedures at a MINIMUM, every year. 
However, there are instances where more drills can be mandated, such as after a hazard assessment 
review, a site inspection that revealed something not before identified, or as mandated by legislation. 
Those drills will be documented and entered in the Fleet Maintenance software.  
 
Management is responsible for: 
 

- Ensuring that emergency response plans are in place and posted on the worksite 
- Ensuring that emergency contact numbers are in place and posted on the worksite 
- Ensuring that appropriate personnel are informed and trained to do their required duties during 

an emergency response procedure 
- That the appropriate numbers of trained first aiders are on site and willing to administer first aid 

as required and that the required first aid supplies are available (see Schedule 2, Table 6 of the 
Alberta Occupational Health & Safety Code for the required first aid requirements. Also, see 
Sections 178 and 181(1)) 

- Ensuring that drills are being performed and documented 
- Ensuring that contracted employers and the public who enter our facility are made aware of our 

emergency response plan and procedures (See Section 2 of this manual) 
 
The Supervisors are responsible for: 
 

- Knowing the emergency response plans and how to execute them 
- Knowing who the designated personnel are and collaborate with them during an emergency 

response procedure 
- Training their workers in knowing the emergency response plan and where to review it as needed 
- Participating in emergency response drills and reporting any inconsistencies to management 
- Know who the first aiders are on site 

 
 
 
 
 
 
 
 



 

 

The Workers are responsible for: 
 

- Knowing the emergency response plan 
- If assigned a role in the emergency response plan, fulfill the role given them 
- Knowing where to find the emergency response plan and review it 
- Know who the first aiders are on site 
- Participate in emergency response drills and adhere to the training given them.  

 
Failure to comply with this policy is subject to the company’s progressive discipline policy. In the case of 
contracted workers and the public, it is subject to a termination of a contracted employer’s agreement or 
a dismissal of that visitor from our worksite.  
 
 
 
Signed:_______________________________ Dated: ____________________________ 
 
Mr. Darcy Newitt, General Operations Manager 
 
 
 

 
  



 

 

 
EMERGENCY PREPAREDNESS 

 
 

INTRODUCTION 
 
No matter how complete our Safety Program is or how careful we are, there is always a risk of an 
emergency. Emergency Preparedness means having plans in place that we hope we will never have to 
use. Emergency Preparedness makes sure that Chariot Express has the resources to deal with emergency 
situations at the workplace. At a minimum, Chariot Express must be capable of: 
 
 

• Providing first aid to the injured; 
 

• Providing transportation to medical aid for the injured; 
 

• Conducting initial attack firefighting; and 
 

• Promptly contacting outside agencies for assistance.  
 
 
EMERGENCY EVACUATION AND PROTOCOL 
 
Chariot Express has an Evacuation Plan that is in place and because people are in and out of the office at 
all hours it is important that everybody coming to this site understands the protocol of The Emergency 
Evacuation Plan.  
 
 
1) LEAVE – When the horn sounds, ONE LONG HORN BLAST, leave the building immediately via the 

closest exit in a calm manner. 
 
2)      GATHER – Go to the Emergency Gathering Area (EGA) “one” directly to the West Side STAFF 

PARKING AREA.  If EGA “one” is compromised, then proceed to (EGA) “two” which is located at 
the East Side SMALL TRUCK DIVISION PARKING AREA. Do not under any circumstance go 
anywhere but the gathering area as a role call by name must be done and all members of Chariot’s 
Staff must be accounted for. 

 
3)      WAIT – DO NOT re-enter the building for any reason until the “ALL CLEAR”, TWO SHORT HORN 

BLASTS, has been given by Darcy Newitt, Jeremy Woolward, Fire Department or Police. 
 
4)      RETURN – Once the “ALL CLEAR” has been given TWO SHORT HORN BLASTS, you may return to the 

building. 
 
 
Emergency Response Gathering Area Maps can be found in the hall between the Dispatcher Offices, the 
Safety Office, and the Drivers Lunchroom. Your knowledge of the Map and the Emergency Evacuation Plan 
Protocol is very important. 

 



 

 

EMERGENCY PROCEDURES 
 

 
EMERGENCY EVACUATION OF OFFICE, WAREHOUSE AND YARD AT, 

9550 ENTERPRISE WAY. S.E. 
 
 

    The following procedures must be learned, understood and practiced by all managers, workers and 
supervisors. 

 
    In the event of an emergency such as a Fire, Explosion, or Hazardous Goods Spill or Leak, it may be 
necessary to evacuate the building. Supervisors must be ready to take control of the situation and give 
direction to others.  All managers, supervisors and workers must become familiar with the location of fire 
extinguishers and the exits in the building.    

 
IN THE EVENT OF A MEDICAL EMERGENCY 

 
In the event of a medical emergency where someone at the worksite requires immediate attention, the 
following steps must be taken: 
 

1) Call the appropriate emergency phone number 
2) Please state the nature of the medical emergency, provide the location of the medical emergency 

(be as specific as you can) and your name and phone number from where you are calling 
3) Do not move the victim unless it is necessary that you must (i.e: to open airwaves to prevent 

choking) 
4) If not already informed, inform the certified first aiders on site of the emergency and let them take 

control of the situation until medical help arrives 
5) If certified first aiders are NOT on site and you feel comfortable doing so, attempt to help at a 

minimum by: 1) Stop the bleeding by applying firm pressure on the wound but be sure to avoid 
contact with blood or other bodily fluids 2) Clear the air passages using the “J” thrust in case of 
choking 3) If the victim has been exposed to hazardous materials, refer to the MSDS for 
procedures on how to attend to those individuals and ensure proper PPE is worn. 

6) Await arrival of emergency response personnel and assist as directed. 
 
*Attempt First Aid ONLY if you are trained, qualified and feel comfortable doing so.  
 

IN THE EVENT OF A FIRE 
 
  If a fire occurs and, cannot be contained in the first few moments after it has been discovered, or it has 
been identified as uncontrollable beyond your means, the following steps must be taken; 
  
1) If someone has been injured, start first aid and send someone to call 911. Then report to the 
supervisor and report back to you?  If you are without help and you are able, then remove the injured 
person from immediate danger and go get help. 
2) Call 911 and tell them who you are, where you are, and that you have a fire also tell them if 
anyone has been injured or not. 
3) Inform the supervisor of the situation and the steps you have taken so far if he or she is not aware 
yet. 



 

 

4) At this time the supervisor should sound the alarm and begin evacuating the building by assigning 
a person or persons to help them clear the building.  It is critical that all personnel are aware of the 
location of all the exits and have an escape plan if the main exit is blocked. 
5) If possible, ensure that all utilities that can be shut off are shut off to prevent escalating the 
situation further. However, do not place yourself in a dangerous situation to do so.  
6) All personnel must be directed to leave immediately and proceed to Emergency Gathering Area 
One.   
7) Once at the gathering area a head count must be taken to make sure that all personnel are 
accounted for. 
8) If it becomes unsafe to remain at area one, the group must continue to Emergency Gathering Area 
Two. 
9) No personnel shall re-enter the building until the Fire department has deemed it fit to occupy.   
 
If you choose to fight the fire, adhere to the instructions on the fire extinguisher and be sure to use the 
appropriate extinguisher for the appropriate fire. When using the extinguisher, remember the PASS 
principle: PULL the pin, AIM the nozzle at the base of the fire, SQUEEZE the lever above the handle to 
discharge the extinguishing agent and SWEEP the nozzle from side to side at the base of the fire.  
 
IN THE EVENT OF AN EXPLOSION 
 
  If an explosion occurs consider the following steps; 
  
1) Fall to the floor and take immediate shelter under tables, desks or other such objects that will 
offer protection against flying glass or debris.  Protect your face and head with your arms. 
2) If someone has been injured, start first aid and send someone to call 911 then                                                                               
report to the supervisor and report back to you.  If you are without help and you are able, then remove 
the injured person from immediate danger and go get help. 
3) Call 911 and tell them who you are, where you are, and that there has been an explosion, also tell 
them if anyone has been injured or not. 
4) Inform the supervisor of the situation and the steps you have taken so far if he or she is not aware 
yet. 
5) At this time the supervisor should sound the alarm and begin evacuating the building by assigning 
a person or persons to help them clear the building.  It is critical that all personnel are aware of the 
location of all the exits and have an escape plan if the main exit is blocked. 
6) If possible, ensure that all utilities that can be shut off are shut off to prevent escalating the 
situation further. However, do not place yourself in a dangerous situation to do so. 
7) All personnel must be directed to leave immediately and proceed to Emergency Gathering Area 
One. 
8) Once at the gathering area a head count must be taken to make sure that all personnel are 
accounted for.  
9) If it becomes unsafe to remain at area one, the group must continue to Emergency Gathering 
Area Two. 
10) No personnel shall re-enter the building until the Fire department has deemed it fit to occupy.   
  
  

 
 
 



 

 

IN THE EVENT OF A HAZARDOUS GOODS SPILL OR LEAK 
 
  If a spill or leak of a hazardous substance occurs and cannot be controlled, or poses a risk to the 
occupants of the building and or yard in the way fumes, fire, or explosion the following steps must be 
taken; 
  
1) If someone has been injured, start first aid and send someone to call 911 then report to the 
supervisor and report back to you.  If you are without help and you are able, then remove the injured 
person from immediate danger and go get help. 
2) Call 911 and tell them Who you are, Where you are, and that you have a Hazardous Goods Spill or 
Leak, if possible give details as to the name and classification of the Hazardous Materials involved also tell 
them if anyone has been injured or not. 
3) Inform the supervisor of the situation and the steps you have taken so far if he or she is not aware 
yet. 
4) At this time the supervisor should sound the alarm and begin evacuating the building by assigning 
a person or persons to help them clear the building.  It is critical that all personnel are aware of the 
location all the exits and have an escape plan if the main exit is blocked. 
5) If possible, ensure that all utilities that can be shut off are shut off to prevent escalating the 
situation further. However, do not place yourself in a dangerous situation to do so. 
6) All personnel must be directed to leave immediately and proceed to Emergency Gathering Area 
One.    
7) Once at the gathering area a head count must be taken to make sure that all personnel are 
accounted for. 
8) If it becomes unsafe to remain at area one, the group must continue to Emergency Gathering Area 
Two. 
9) No personnel shall re-enter the building until the Fire department has deemed it fit to occupy.   
10) Refer to the Dangerous Goods Policy in Section 5 of this manual to know what to do in case of a 
spill/release while on the road.  
 
 

IN THE EVENT OF A POWER LOSS 
 

If power goes out in the facility and is not restored in a timely manner (within 5-10 minutes), the following 
steps must be taken. 
 

1) Notify the power company that we are experiencing an outage and request service. (this will be 
done from a mobile device) 

2) Head to the yard and open the C-Can at Emergency Gathering Area 2. Retrieve the portable 
generator. 

3) Ensure the generator has enough fuel to run and if necessary, get extra fuel for it to run from the 
appropriate supplier.  

4) Hook up generator to main power supply and turn it on. 
 
Our generator, when full, has enough power to run the facility for approximately four hours, so long as we 
keep it full. If the power company advises the outage will last longer, Management will then decide the 
next course of action, which in most circumstances would be to send workers home as the site would be 
unsafe.  
 



 

 

 
IN THE EVENT OF A MOTOR VEHICLE COLLISION 

 
If you are involved in a motor vehicle collision while driving a company vehicle anywhere, regardless of 
time, the following steps must be taken: 
 

1) Notify both the Safety Compliance Officer and Darcy Newitt immediately. The Safety Officer’s 
mobile number is 403.850.5538. 

2) If the collision is major (airbags deployed, extensive damage to the vehicle frame, bodily injuries) 
and can do so, call 911. Inform them of who you are, where you are, what happened and give 
them your status. If you are uninjured but the other party is, still call 911 and advise them of the 
injuries to the other person. Follow any directions they give you without deviation. 

3) Do not alter the scene in any way. If you can, take pictures as they will be needed for investigation 
purposes. 

4) Do not leave the scene until either the Safety Compliance Officer or Darcy Newitt arrive to assess 
the situation or unless told to do so. 

5) Regardless of major or minor collisions, collect the following from the other driver: name, 
insurance, registration, license number.  

6) Be sure to head to the nearest police station to fill out a police report. Advise them of any 
language barriers as to ensure they can get someone to translate the document if written in any 
language other than English or French. 

 
 

IN THE EVENT OF INCLEMENT WEATHER  
 

Weather is always an unpredictable variable. And given the changing climate, weather events that we 
have not seen before are becoming more common. As such, we need to be prepared for all weather 
events. It is highly recommended that ALL workers download the Alberta Emergency Alert application to 
their smartphone. This application is run with full support from the Government of Alberta. The alerts 
range from weather events, Amber Alerts, power outages and more. Links to download the Alberta 
Emergency Alert Application can be found here:  
 

https://www.emergencyalert.alberta.ca/content/about/mobileapp.html 
 
Recommended best practices for weather events are included here. However, if told otherwise by 
government, environment, law enforcement, fire or medical officials, their direction supersedes these 
directives. 
 
Tornado: 
 

- Seek inside shelter and when possible, seek it typically in the centre of a building where you’re 
enclosed on all four sides by walls and no windows 

- Crouch on the ground, protecting your head and neck from any moving or flying debris 
- Stay in place until the tornado has completely passed.  
- If you are driving and must contend with a tornado, get as low to the ground as you possibly can. If 

you can get to the ditch, do so and lie down in it.  
 
 

https://www.emergencyalert.alberta.ca/content/about/mobileapp.html


 

 

Thunderstorm 
 

- If you are inside, stay away from windows. 
- Refrain from making phone calls during a thunderstorm 
- Ensure the backup generator is ready to go in case of a power outage  
- If any equipment is plugged in and not protected by a surge protector, turn it off and unplug it 

from the wall as a lightning strike can cause it to surge and won’t protect the equipment. This is 
especially prudent for our computers and data server.  

- If you are outside and driving, REMAIN IN YOUR VEHICLE. 
- If your vehicle is hit by lightning, do not touch the frame, and under NO circumstance do you open 

the door. Call 911 and advise them of what’s happened. Seek further direction from them.  
- If you are outside and cannot seek shelter, seek the lowest possible point on the ground and head 

there, avoiding large bodies of water whenever possible.  
 
Flooding 
 

- If inside, stay away from all electrical equipment. Turn off whatever can be turned off safely.  
- Inform the utility companies and advise them to disable services to the building 
- Evacuate as instructed, proceed to Emergency Gathering Area 1. If Area 1 is compromised, 

proceed to Area 2. 
- If outside, get to higher ground and stay there. 
- Avoid walking and driving through large bodies of water. You do not know what’s under the 

surface 
- If your vehicle ceases to function or stalls, abandon the vehicle and seek higher ground 
- If possible, call 911 and inform them of the situation 

 
Blizzard 
 

- If inside, stay inside. Do not venture out into the blizzard unless you absolutely must. 
- Monitor weather reports and road conditions. Current road conditions can be found at 511 

Alberta or AMA Road Reports 
- Stay warm. If there is minimal heat, close off unnecessary doors and areas, stuff blankets, coats, 

cloths under doors and if you can, cover windows, especially at night.  
- Be sure to eat and drink to preserve body heat and strength. 
- Dress for the weather. Even when indoors, it can get cold. Ensure you have a jacket, warm clothing 

and wear layers if you can. 
- If you are outdoors, find a dry shelter. 
- Be sure to cover all exposed skin as best as you can 
- If you cannot find a shelter, attempt to make a lean-to, wind break or other structure that can 

protect you from the wind.  
- Build a fire for heat and to get someone’s at tension. Place rocks around it to absorb and reflect 

the heat 
- Don’t eat the snow as it will lower your body temperature. If you must consume it, do it as water 

by melting it.  
- If in a vehicle, stay in the vehicle.  
- Run the motor for about 10 minutes each hour. Open the windows slightly for fresh air to avoid 

carbon monoxide poisoning. Ensure your exhaust pipe is not blocked. 



 

 

- Make yourself visible to rescuers through whatever means are at your disposal. Running 
headlights, raising the hood of the truck after the snow falls are good examples of this. 

- Keep blood circulating. Move around if you can.  
- Be appropriately dressed. 
- Ensure you have water and snacks in your vehicle. Avoid refined sugars.  

 
 

IN THE EVENT OF THE THREAT OF VIOLENCE 
 

Although identified in formal hazard assessments as a hazard coming from harassment, there are 
instances where no matter what our controls, the threat of violence is always a possibility. It’s important 
to recognize the telltale signs of a potentially aggressive or violent person (this could be anybody) 
 

- Flushed or a pale face 
- They’re sweating 
- They’re pacing, restless and or engaging in small repetitive movements 
- Extreme fatigue (bags under their eyes) 
- Trembling or shaking 
- Clenched jaws or fists 
- Grimacing 
- Exaggerated or violent gestures 
- Sudden changes in voice 
- Loud talking or chanting  
- Shallow, rapid breathing 
- Scowls, sneers or excessive use of foul/abusive language 
- Glaring or avoiding eye contact 
- They’ve come to close and violated your own personal space 
- Destroying property 

 
You may run into violent persons at the office or on worksites. You must use your own best judgment as 
to whether you’ll engage and attempt to diffuse the situation or choose to call the authorities right away. 
If you attempt to diffuse the situation on your own, here are some things to consider: 
 

- Be firm, but respectful. Advise them that you find the tone of the conversation unacceptable and 
make it clear that you are choosing to end it. Be specific in your language 

- Request firmly that the individual that they leave or state clearly that you are leaving the area. 
- Seek help from other bystanders. Again, clear language will help make the situation easier to 

understand.  
- Advise others of the threat and recommend they leave the area for their own safety. Do not return 

and do not let others return until the threat’s been taken care of.  
- If you haven’t yet done so, call 911 at this point and advise them of what’s taking place.  
- Document everything. What they said, what you said, exactly as it was said. Don’t put your own 

interpretation on it.  
- When authorities arrive, follow their directions. Do not re-enter a site until its has been deemed 

safe. 
- If the office is needed to be evacuated, evacuate as directed. Gather at Emergency Gathering Area 

1. If Area 1 becomes compromised, proceed to Area 2.   
 



 

 

EMERGENCY RESPONSE TASK LIST 
 

1) Darcy Newitt (Primary Office Evacuator) - Clear Office Area of people and close all doors. 

 

2) Krista Lange (Secondary Office Evacuator) - Clear Office Area of people and close all doors if 

Darcy Newitt is absent.  

 

3) Dennis Bennett (Primary Shop Evacuator) - Clear Shop Area of people and close all doors. 

 

4) Jeremy Woolward (Secondary Shop Evacuator) - Clear Shop Area of people and close all doors if 

Dennis Bennett is absent. 

 

5) Jeremy Woolward (Roll Call Primary) – Locate every member of staff known to be in the building 

and account all staff members on and off site. Also account for any members of the public visiting the 

office/shop/yard. 

 

6) Jamie Younker (Roll Call Secondary) - Locate every member of staff known to be in the building 

and account all staff members on and off site if Jeremy Woolward is absent. Also account for any 

members of the public visiting the office/shop/yard. 

 

EMERGENCY RESPONSE GATHERING AREAS 

 

 

THIS EMERGENCY GATHERING AREA PROCEDURE IS LOCATED BETWEEN THE DISPATCH 

OFFICES, IN THE SAFETY OFFICE AND IN THE DRIVERS ROOM MAIN OFFICE AND 

WAREHOUSE EMERGENCY INFORMATION 

 



 

 

EMERGENCY CONTACT INFORMATION 
 

    

   

   

   

Emergency Phone Numbers 

Ambulance 911   

Police 911 NON EMERGENCY 266-1234 

Fire Department 911   

Municipal Water Department 268-4355   

Municipal Electrical Department 268-2822   

Occupational Health and Safety 1-866-415-8690   

Emergency Response Team 

Coordinator Darcy Newitt (403) 651-5166 Jeremy Woolward (403) 850-5538 

Communications James Younker (403)809-8522 Dennis Bennett (403) 813-5769 

Gate Darcy Newitt, Jeremy Woolward Dennis Bennett (403) 813-5769 

Standard First Aiders Jeremy Woolward (403) 850-5538  

Other 

Dangerous Goods Incidents 1-800-272-9600 (613) 992 - 4624 

Disaster Services (403) 287-4245 After Hours (403)264-1022 

Atco Gas 24 HR Emerg (403) 245-7222   

Poison Centre (403) 944-1414   

      

      

      

      

      

      

      

      

 

 

 
 
 



 

 

MAP TO THE NEAREST MEDICAL FACILITY 
 

9550 Enterprise Way SE 
Calgary, AB 

Take Enterprise Way SE to Venture Ave SE in Calgary 

Take Venture Ave SE to 84 St SE in Calgary 

Take 84 St SE, Stoney Trail SE S/AB-201 S and 52 St SE S to 45 St SE in Calgary 

Follow 45 St SE and Front St SE in Calgary to your destination 
 

South Health Campus 
4448 Front St SE, Calgary, AB T3M 1M4 

 

 

 

 



 

 

CHARIOT EXPRESS SAFETY PROGRAM 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                            
 

 

 

 

 

 

 
 

 

 

 

 

INVESTIGATIONS (COLLISIONS, INCIDENTS, NEAR MISSES) 

 



 

 

INVESTIGATIONS POLICY 
 

Chariot Express Ltd. is committed to preventing loss, be loss of property, loss of life or loss of limb. We recognize 
the importance of determining what happened in any incident, what caused it, and what measures can be 
implemented, and steps taken to prevent occurrences from happening again. It is the policy of the Employer that 
ALL incidents at the work site, be it Near-Misses, Collisions or Loss Incidents are reported, documented and 
investigated in a timely manner. By instilling safety as a value in our people and by adherence to timely reporting 
and documentation and by completing an investigation that identifies not only what happens, but what caused the 
incident and then assign responsibilities for corrective actions and by completing those corrective actions, we will 
be pro-active in preventing the next incident from occurring. The rationale behind completing investigations is to 
focus on prevention. It is not about assigning blame; it is about finding facts.  

 

We report and investigate the following: 
 

- Near Misses: An unexpected event that could have resulted in damage or injury if circumstances had been 
slightly different. 

- Incidents (Major and Minor): The unifying element behind major and minor incidents is that they all involve 
a type of loss, be it first aid, medical aid, property damage, material loss, environmental damage, stop in 
production.  

- Collisions: Although a major incident, collisions are treated as their own category due to the impact they 
have on our Carrier’s Safety Fitness Certificate and our ability to function as a Federally Regulated Carrier in 
Alberta.  

- Occupational illness (when a worker gets sick directly as a cause from conditions on the work site) 
- Work refusals (workers exercising their right to refuse unsafe work) 

 
We label our incidents and as follows: 
 

- NP (Non-Preventable) 
- P (Preventable) 
- WCB (Worker’s Compensation, meaning this has been filed with the Worker’s Compensation Bureau of 

Alberta or another jurisdiction where the incident occurred) 
 
When an investigation is opened, it is identified as follows: 
 
Mm/dd/yy/unit#/classification type.  
 
In this example: Unit 500 was involved in a preventable incident that occurred on September 11, 2018. The labelling 
of it would be 
 
091118500P 
 
Under Alberta OHS Legislation as of June 1, 2018, we also report the following to OHS as required: 
 

- An injury / incident resulting in the death of a worker 
- An injury / incident that results in a worker being admitted to a hospital (receiving admitting orders, not just 

waiting in emergency) 
- An unplanned or uncontrolled explosion, fire, or flood that causes a serious injury or has the potential of 

causing a serious injury 



 

 

- The collapse or upset of a crane, derrick or hoist 
- The collapse or failure of any component of a building or structure necessary for the structural integrity of 

the building or structure 
- Any injury or incident or a class of injuries or incidents specified in the regulations 
- Any injury or incident that has the potential of causing serious injury to a person occurs at a work site 

 
Management’s responsible for the following when dealing with reportable incidents to OHS: 
 

- Protect the scene except to attend to workers, prevent further injuries and/or protect property 
- Report the time, place and nature of the incident 
- Carry out an investigation 
- Prepare a report with the incident circumstances and any corrective actions 
- Provide a copy of the report to a Director of Inspection, the JWHSC or HSR 
- Make a copy of the report available to workers if there is no JWHSC or HSR 
- Ensure a copy of the report is readily available and provide to an officer on demand 
- Keep the report for at least two years. 

 
When we investigate, we follow this process: 
 

1) We secure the scene (we identify the loss and we classify the incident (the event leading to the loss) 
2) We collect the evidence (we prioritize evidence collection based on position, people, parts, paper, we ask 

open-ended questions and let witnesses speak freely and put them at ease) 
3) We analyze the causes and we use the Loss Causation Model in which there are three types of causes: Direct 

Causes (worker), Basic Causes (supervisor) and Root Causes (management) 
4) We write the report. Our reports cover the following points: 

a) Incident Type 
b) Basic Incident Identifiers 
c) Details on all Injured Workers 
d) Witness Names & Statements 
e) Description of the Incident 
f) Identification of the Direct, Basic and Root Causes 
g) Identify SMART Corrective Actions (Specific, Measurable, Attainable, Relevant and Time-Bound) 
h) We identify who completed the investigation 

 
When work refusals are given to supervisors (dispatchers), the following occurs: 
 

- The supervisor documents the refusal 
- The supervisor reviews the call with the agent who booked the call to ensure all the elements of the call 

were entered correctly 
- The supervisor then assigns another driver to perform the delivery 
- The supervisor notifies management of the work refusal 
- Management directs the Safety Officer to review why the work was refused and propose corrective actions 

 
 
 
 
 
 



 

 

When Occupational Illness is reported, the following occurs: 
 

- The worker notifies management of the illness 
- The report is documented 
- Management or the Safety Compliance Officer notifies WCB of the occupational illness 
- The Worker and the Employer work with WCB and adhere to their directions going forward 
- An investigation is open to what caused the illness and a review of hazards, controls and inspections begins 

 
Upon completion of an investigation, it is required that the results and corrective measures decided upon are 
shared at the next safety meeting. Also, the Safety Compliance Officer will post a summary of the investigation 
report on the Safety Board in the Driver’s Lounge.  
 
 
Investigations are carried out by the Safety Compliance Officer and the JWHSC/HSR with input given from 
management, supervisors and workers. At a minimum, anybody conducting investigations are required to be 
trained in the Principles of Health and Safety Management (PHSM) and Leadership for Safety Excellence (LSE) 
Courses offered through the ACSA. More detailed investigation courses in the future may be necessary depending 
on the needs of the business. When conducting collision investigations, more specialized training is required 
although the principles in following the process remain the same.  
 

COLLISION & INCIDENT REPORTING  
 
 
“NEAR MISS” - All members of Chariot Express Ltd. are required to report “Near Miss” or “Close Call” events by 
filling out a Near Miss Report and placing it in the Safety Office.  You may do so anonymously, or you may wish to 
give your report verbally to a member of the JWHSC/HSR. Information gathered from Near Miss Reports is used to 
improve Safe Work Practices and Safe Job Procedures, as well as giving us the opportunity to warn others about 
hazards. 

 
“COLLISIONS AND INCIDENTS” – An unexpected event that results in damage or injury. 
All members of Chariot Express Ltd. are required to report Collisions and Incidents that they are involved in, 
immediately to their Supervisor. It is also required to report in writing at the earliest possible time an account of the 
collision. 

 
If the Collision resulted in a worker, or member of the public being seriously injured, or killed it is imperative that 
the scene of the collision not be altered or disturbed in any way except to attend to the injured or eliminate 
imminent danger to others. 

 
A Collision Investigation shall be performed by a person and or persons that have been trained to do so. They are 
normally referred to as the Collision Investigation Team. Their job is to collect information about the event and the 
circumstances leading to the event. All facts regarding the event shall be compiled into a standardized reporting 
form and determinations as to the primary cause and contributing factors are concluded on. At the closing of an 
investigation the findings will motivate Management and Safety Program Coordinator to focus on raising awareness 
of the causes in order to prevent future occurrences. All Investigation and Reporting procedures followed by 
Chariot Express Ltd. must always conform to or exceed Alberta Workplace Health and Safety Regulations and 
Transportation Legislation.  
 



 

 

Incidents are documented in the worker’s file and are kept for the entire length of time they employed by the 
Employer. Investigation Records are kept for a minimum the period of 1 year plus the previous 4 years.  
 
Failure to comply with this policy is subject to the company’s progressive discipline policy. Furthermore, violators 
may be subject to administrative fines, penalties and criminal action if deemed appropriate through regulatory and 
criminal law.  
 
 

 

Signed:______________________________________ Dated:____________________________ 

 

Mr. Darcy Newitt, General Operations Manager 

 
The safety information in this policy does not take precedence over the Occupational Health and Safety Act, Regulation and Code, the Alberta 
Traffic Safety Act or other applicable federal, provincial or municipal legislation. All employees and contractors should be familiar with the Alberta 
OHS Act, Regulation and Code the Traffic Safety Act and all other applicable Regulations & Legislation. 

 

 



 

 

OCCUPATIONAL INJURY SERVICE/RETURN TO WORK PROGRAM 
 

 

 

Chariot Express has a strong interest in the Health, Safety and Welfare of all its team members.  In the 
event of an injury, we would like to be sure our team members receive the best possible medical care 

available. 
 

Chariot Express has signed on with Occupational Injury Service through WCB in order to provide the best 
medical care possible. Through Occupational Injury Service, we have priority access to specialist clinics to 

get expedited specialized medical care for an injury. 
 

These clinics specialize in injuries dealing with sprains & strains and any injuries involving bone, muscle 
and joint, stitches and concerns.  All life-threatening emergencies will be sent to the closest hospital via 

ambulance. 
 

Patients using the occupational injury service have priority. Team members can phone and book 
immediate appointments or walk-in to the clinic and wait for the next appointment. The maximum wait 

time for walk-in phone bookings is 30 minutes. The clinics have unlimited access to specialty centers in the 
event additional tests need to be performed to aid in the diagnosis and treatment of an injury. Wait times 

for these additional tests are a quarter of the wait time if you were to see a general practitioner. 
 

Chariot Express understands that all team members have a certain preference to medical treatment; the 
designate clinic can accommodate gender specific requests, different types of treatment, and language 

barriers. 
 

The Employer’s health and safety policy will make use of these clinics for any work-related injuries.  If you 
sustain an injury and choose to be seen by your family physician, we require that you notify your 

supervisor immediately with this information. 
 

 

 

 

Signed: _________________________________ Dated: _____________________ 
                                            Mr. Darcy Newitt, General Operations Manager 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

RETURN TO WORK PROGRAM continued 

 

Occupational Injury Services (OIS) Locations 
 

Clinic 

Location 

Provider Clinic Address Contact Name, phone, fax & 

email 

OIS Services Provided 

Calgary Canadian 
Back 

Institute 
(CBI) 

 
 

CBI 
Physiotherapy 
and 
Rehabilitation 
Centre - South 
(Midpark Way) 
#103-240  
Midpark Way 
SE 
Calgary, AB  
T2X 1N4 

Danette David - Medical 

Reception 

Phone:   403-256-8213 

Fax:       403-254-2707 

 

Mark Powell - OIS Coordinator 

Phone:   403-831-8004 

Fax:       403-265-7313 

Email:     

calgaryemployerinfo@cbi.ca 

 

Gillian Taylor - Clinic Manager 

Phone:   403-831-8004 

Fax:       403-254-2707 

Email:    gtaylor@cbi.ca 

Hours of Operation: 
Monday - Friday  9:00am to 4:00pm 
Time last OIS Patient can be seen: 
3:45pm 
➢ Suturing 
➢ Proximity to lab (approx. 3 
minute drive) 
➢ Proximity to x-ray (approx. 3 
minute drive) 
➢ Soft tissue injuries 
➢ 5-10 lbs hand weight for 
functional evaluation  
➢ Access to pharmacy (approx. 
1 minute drive) 
➢ Can provide referrals for 
same day physiotherapy treatment if 
required 

 

 

 

 

 

RETURN TO WORK PROGRAM continued 

Calgary Canadian 
Back 

Institute 
(CBI) 

 
(Dr. Ed 

Palichik, 
Chriopractor) 

CBI Physiotherapy 
and Rehabilitation 
Centre - Deer 
Valley 
#102-83 Deerpoint 
Rd SE 
Calgary, AB  T2J 
6W5 

Clinic Reception 

Phone:  403-278-1153 

Fax:      403-278-5314 

 

Mark Powell - OIS 

Coordinator 

Phone:   403-831-8004 

Fax:       403-265-7313 

Email:     

calgaryemployerinfo@cbi.ca 

 

Melanie MacPherson - 

Clinic Manager 

Phone:   403-278-1153 

Fax:       403-278-5314 

Email:     

mmacpherson@cbi.ca 

Hours of Operation: 
Monday - Friday  9:00am to 
5:00pm 
Time last OIS Patient can be 
seen: 5:00pm 
➢ Proximity to x-ray (5 minute 
drive from clinic) 
➢ Soft tissue injuries 
➢ 5-10 lbs hand weight for 
functional evaluation  
➢ Access to pharmacy 
(approx. I minute drive) 
➢ Accessible (by ramp) 
➢ Can provide referrals for 
same day physiotherapy treatment 
if required 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:calgaryemployerinfo@cbi.ca
mailto:calgaryemployerinfo@cbi.ca
mailto:mmcpherson@cbi.ca


 

 

 

 

Occupational Injury Services (OIS) Locations 
Calgary Canadian 

Back 
Institute  

(CBI) 
(Dr. 

Wadhwa, 
Chiropractor) 

Sunrdige Physical 
Therapy Clinic 
Suite 7, 2675-36 St NE 
Calgary, AB  T1Y 5S3 

Clinic Reception 

Phone:  403-291-2393 

Fax:      403-250-6550 

 

Mark Powell- OIS 

Coordinator 

Phone:  403-831-8004 

Fax:      403-265-7313 

Email:   

calgaryemloyerinfo@cbi.ca  

 

Jeff Gehl - Clinic 

Manager 

Phone:  403-291-2393 

Fax:      403-250-6550 

Email:   jgehl@cbi.ca  

Hours of Operation: 
Monday - Friday  9:00am to 5:00pm 
Time last OIS Patient can be seen: 
5:00pm 
➢ Proximity to lab (same 
building) 
➢ Proximity to x-ray (next office) 
➢ Soft tissue injuries 
➢ 5-10 lbs hand weight for 
functional evaluation  
➢ Access to pharmacy (same 
building) 
➢ Accessible (elevator) 
➢ Can provide referrals for same 
day physiotherapy treatment if 
required 

 

OIS OBJECTIVE – Facilitate disability management COMMUNICATION and best practice 

INTERVENTIONS among RTW STAKEHOLDERS 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

RETURN TO WORK PROGRAM continued 
 

OIS Physician 

and staff 

Employer 

WCB Family 

Physician 

Worker 

OIS EXPECTATIONS 

 

• Employer Orientation and Site Visit 

 

• Expedited Access (30 minutes unscheduled, 15 minutes scheduled) 

• Comprehensive Medical Assessment 

• Coordination of expedited diagnostics and follow-up on test results 

• Completion of OIS forms 

 

• RTW Coordination 

o Modified return to work plan development 

o RTW plan stakeholder consultation (Assessment debrief) 

o Employer access to clinic staff for clarification on recommendations after 

assessment 

o Liaison with Family Physician to foster RTW plan support 

 

 

 



 

 

 

 
 

 

 



 

 

CHARIOT EXPRESS SAFETY PROGRAM 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                            
 

 

 

 

 

 

 
 

 

 

 

 

PROGRAM ADMIN (RETENTION OF RECORDS/STATISTICS)  

 



 

 

INTRODUCTION 
 

At Chariot Express Ltd. our safety program management is a dynamic and constantly evolving process. We must 
maintain records to keep track of this process. These records provide ready reference of program activities and 
results. They provide the information necessary to assess the program, make necessary modifications, and plan for 
future activities. As well, there are regulatory requirements for some records. If WCB, OHS, Carrier Services or 
others come to our site to perform an audit or inspection, our records justify our performance and, in some cases, 
are the foundation of a solid due diligence defense. 
 
The records and statistics component of our safety program should contain reports on file, summaries, and 
statistics. In order to maintain this part of our safety program you play a large role in the promptness of these 
documents to be handed in so they can be recorded. 
 
The maintenance of records will keep track of this process. These records provide reference of 
program activities and results. They provide the information necessary to assess the program, make 
necessary modifications, and plan for future activities. Chariot Express Ltd. will review records, gather 
statistics and document violations identified. 

 
 
REPORTS OF FILE 
 
Safety related reports that are kept on file will be stored so that they are available. Reports that will 
be kept on file include but will not be limited to: 

 

• Safety orientation forms (in each employees and contractors file) 
• Minutes of toolbox/safety meetings (filed by date) 
• Reports of formal and informal inspections (filed by date) 
• Hazard assessments (both formal and site-specific) (filed by date) 
• Visitor log (filed by month) 
• Incident & investigation reports (filed by date) 
• First aid treatment reports (filed by date) 
• Internal and external safety & maintenance program reports 
• Internal and external safety audits 
• Hours of Service Records 
• Daily Vehicle Inspection Reports 
• Maintenance Records 

 
All forms or reports will be neat and legible, filled out in its entirety and signed/dated by the appropriate 
worker and manager and will be retained for a minimum of four years plus current year where 
applicable. 

 
SAFETY ACTIVITY SUMMARIES 
 
By keeping and examining our summaries it will help this company in determining trends and setting 
priorities for future programs and training. 

 



 

 

 
 
ANNUAL REVIEW OF OUR SAFETY & MAINTENANCE PROGRAM 
 
An ongoing review and evaluation of Chariot Express Ltd. Safety Program activities will ensure that 
the program will be upgraded and safety and health performance in the organization will be improved 
and made more effective. 

 
STANDARDS FOR REVIEW & EVALUATION 
 
Alberta Occupational Health & Safety Act, Regulation & Code – Current Edition, the Alberta 
Construction Safety Association (ACSA), Alberta Transportation, Canadian Electrical Code, or other 
approved standards will be used to review and evaluate our Safety Program activities. 

 
 
COLLISION RECORDS 
 
Where applicable, Chariot Express Ltd. shall implement steps, maintain data and review company and 
driver practices to reduce reportable collisions. 

 

All vehicle collisions are to be reported immediately to Supervisors and Emergency Services called if 
required. 

 

All collisions shall be documented by company personnel and an investigation conducted by Chariot Express 
Ltd. their insurance company and authorities as required by applicable legislation 
 
 
SAFETY AUDITS 
 
Company personnel will conduct internal safety audits yearly or as required to ensure NSC 
Compliance is met. External safety audits will be conducted as required. As part of our commitment to 
our COR Program and per the requirements of our Certifying Partner (CP), the Alberta Construction 
Safety Association (ACSA), the company will adhere to the 3-year COR Cycle which is as follows: 

- Year 1 (Certification or Re-Certification) 

- Year 2 (Maintenance Audit) 

- Year 3 (Maintenance Audit) 

The cycle then resets with a new re-certification audit. This cycle can be amended if required after a 
post-incident review, as mandated by the Certifying Partner or if the company loses eligibility for COR 
and must complete the process anew.  

 

 

 



 

 

CORRECTIVE SAFETY ACTION PLAN 

Documented corrective action plans demonstrate a level of DUE DILIGENCE, provided the plans are 
effectively implemented. 

 

The employer develops the action plan following each audit.   The action plan provides the employer 
with the opportunity to respond to the audit. A complete action plan will: 

 

• Prioritize identified deficiencies and recommendations from the audit 
• Determine the corrective actions required 
• Assign responsibility 
• Establish dates for implementation/completion 
• Set a date for the next audit 

 
 
GENERAL SAFETY REGULATIONS 
 
All personnel will have access to required current Legislation and Regulations. Please refer to Section 13 of this 
Manual for list of all relevant and applicable legislation. 
 
STATISTICS 
 
Based on the number of employees, Chariot Express will use the following information to calculate 
statistics: 

 

• WBC industry reports 
• OHS statistics 
• Carrier Profile Reports 
• Company safety program records will be used to compare safety performance from year to 

year. 
 
 
The Injury Frequency Rate and Injury Severity Rate, as set in the American National Standards 
Institute (ANZI) Z16.4 Code, are two commonly used indicators. 

 
The Injury Frequency Rate is calculated as 
follows: No. of lost time cases x 200,000 
No. employee-hours of exposure 

 
A recordable case is an injury incident which results in one or more lost workdays other than the day of 
the incident. 

 
The Injury Severity Rate is calculated as follows: 
No. of workdays lost x 200,000 
No. employee-hour of exposure 

 



 

 

 
 
 
Carrier Profiles & RISK FACTOR (R-Factor – carrier must strive for the lowest score) 
 
R-Factor Score is shown as a number.  The lower the number, the better the score and the less likely the 
carrier is to have a future collision.  This number is calculated by considering conviction, CVSA Failure Rate 
and collision event data over the past 12-month period. 
 
Fleet Range identifies the fleet range that a carrier will fall under.  Fleet range is important because 
carriers are compared to other carriers in their fleet range under Carrier Services’ monitoring program. 
 
Fleet Type will be either “truck” or “bus”. A carrier is a “bus” type if 50 percent or more of the NSC fleet 
meets the definition of a NSC bus.  A NSC bus is one that has a manufacturer’s seating capacity of 11 or 
more persons including the driver.   
 
Contribution to R-Factor is a breakdown by percent contribution of each of the three elements: 
convictions, CVSA inspections, and collisions that are combined to calculate the R-Factor score.  The 
higher the percentage, the more influence that particular element of monitoring had on determining the 
R-Factor score. 
 
The Carrier’s Monitoring Stage identifies if the carrier is on the Alberta government’s monitoring list and 
at what stage.  If a carrier’s R-Factor score is high enough to place them on a monitoring stage, then a 
number 1 - 4 will appear.  The number 4 identifies those carriers considered to represent the highest risk 
to the public. 
 
VEHICLE FILE REQUIREMENTS 
 
The Commercial Vehicle Maintenance Standards Regulation, AR121/2009 regulates the way vehicle records and to 
be maintained and the duration of the maintained records, therefore Chariot Express Ltd. will maintain the 
following records pertaining to each commercial registered to our company: 

1.An identification of the vehicle, including 

 a) A unit number, the manufacturer’s serial number or a similar identifying mark, 

 b) The make of the vehicle, and 

 c) The year of manufacture; 

2.A record of the inspection of the vehicle under the Vehicle Inspection Regulation (AR 211/2006), and 

repairs, lubrication and maintenance for the vehicle, including 

 a) The nature of the inspection or work performed on the vehicle, and 

 b) The date on which that inspection or work took place and the odometer or 

hubometer (if equipped) reading on the vehicle at that time; 



 

 

3.Notices of defect received from the vehicle manufacturer and the corrective work done on the vehicle in 

relation to those notices; 

4.Trip inspection reports prepared under section 12 of Alberta’s Commercial Vehicle Safety Regulation. 

5. Records will be maintained at or main office (Principal Place of Business) or if 
authorized by the Registrar, records may be distributed accordingly. We shall ensure 
that the records required to be maintained under this section are true, accurate and 
as legible as possible. 

 
Our Trip inspection reports will be retained for the month they are created and an additional 6 months. 
The other records identified above will be retained for the year they are created and an additional 4 years. 
All records will be kept for 6 months after the vehicle is retired or disposed of.  

 
Persons authorized by Chariot Express Ltd. to conduct a daily trip inspection shall certify on the trip 
inspection or report that any major defect has been repaired/corrected or certifies on the report that 
repair/correction is unnecessary; a driver shall not drive or be permitted to drive until all major defects 
have been repaired. Trip Inspection reports will forward the original copy within 30 days to the main office 
and kept in chronological order for 6 months. 

 
As a company of professionals, we know that the policies and procedures contained in this manual are designed to 
ensure that we all go home at the end of the day safely, therefore compliance with all aspects of this manual are 
mandatory. Professionalism must be used in all aspects of the business.  Give your driving the 100% attention it 
deserves. Your personal safety, the financial security of your family, and the safety of motoring public depend on it. 
 
 
DRIVER RECORD RETENTION 

 

Chariot Express Ltd. will retain these records at our principal place of business in Alberta; 

• Retained for at least five years from the date they are created, established or received (unless 
specified otherwise by specific legislation); and 
  

• Available for inspection by a peace officer during the carrier’s regular business hours. 
 
 

DOCUMENT COMPLETION 
 
Chariot Express Ltd. will ensure that all applicable staff members are knowledgeable in the completion of 
the following: hours of service, bill of lading/manifests, dangerous goods and weigh slips as applicable to 
our business.  A record will be maintained on each driver’s file showing that employee’s (as applicable) 
have knowledge or training on how to complete applicable records/documentation.  We will randomly 
evaluate each type of record for proper completion. 

 
 



 

 

 
 
 
BILLS OF LADING 

 
The following examples are Alberta requirements.   
 

Instruction will be given on bill of lading completion as per Alberta’s Bill of Lading and Conditions of 
Carriage Regulation (AR 313/2002) Sections 3(1) and 3(2).  

A bill of lading shall be identified by a numerical code or other means of identification and shall set out at 
least the following: 

(a) name and mailing address of the consignor; 

(b) date of the consignment; 

(c) point of origin of the shipment; 

(d) name of the originating carrier; 

(e) names of connecting carriers, if any; 

(f) name and mailing address of the consignee; 

(g) destination of the shipment; 

(h) particulars of the goods comprising the shipment, including weight and description; 

(i) a space for the signature of the consignor or his agent; 

(j) a provision stipulating whether the goods are received in apparent good order and 
condition; 

(k) a space in which to show the declared value of the shipment; 

(l) where charges are to be prepaid or collected; 

(m) a space in which to indicate whether the charges are prepaid or collect; 

(n) a space in which to show whether the C.O.D. fee is prepaid or collect;  

(o) a space in which to show the amount to be collected by the carrier on a C.O.D. shipment; 

(p) a space in which to note any special agreement between the consignor and the carrier; 

(q) a statement in conspicuous form indicating that the carrier’s liability is limited by a term 
or condition of the applicable schedule of rates or by other agreement, if such a 
limitation exists. 

 
The person who is the originating carrier of the goods being shipped shall, on the bill of lading issued for 
those goods: 

(a) acknowledge receipt of the goods by signing the bill of lading, and 

(b) Indicate the condition of the goods and give details of any defect. 

 
 

WEIGH BILLS (The following examples are Alberta requirements)  
 

Instruction will be given on weigh bill completion as per Alberta’s Bill of Lading and Conditions of Carriage 
Regulation (AR 313/2002) Sections 4(1) and 4(2) (copy attached and/or internet access available). 



 

 

 

Instead of carrying a bill of lading for the goods transported, a carrier may carry a weigh bill for the goods 
issued by the consignor or carrier.  A waybill shall be identified by the numerical code or other means of 
identification set out on the bill of lading and set forth at least the following: 

(a) particulars of the goods carried on the vehicle; 

(b) name and mailing address of the consignor; 

(c) point of origin of the shipment; 

(d) name and mailing address of the consignee; 

(e) destination of the shipment; 

(f) names of connecting carriers, if any; 

(g) whether the charges are prepaid or collect; 

(h) Date of the consignment. 

 

 

DANGEROUS GOODS SHIPPING DOCUMENT (The following examples are Alberta requirements) 
.   

Instruction will be given on Dangerous Goods Shipping Document as per Dangerous Goods Regulation 
(SOR2001–286) Part 3, Section 3.4   
 
A Dangerous Goods Shipping Document shall set out at least the following: 

 
(a) date; 

(b) name and address of consignor; 

(c) shipping name; 

(d) the technical name of the most dangerous substance related to the primary 
classification if applicable; 

(e) the words “Not Odorized” for liquefied petroleum gas that has not been odorized; 

(f) primary Classification; 

(g) compatibility group for Class 1 products; 

(h) subsidiary Classification if any; 

(i) UN number; 

(j) packing group if any; 

(k) the quantity; 

(l) the net explosive quantity for Class 1 products; 
(m) the number of containers for dangerous goods on small containers requiring safety 

labels; 
(n) 24-hour telephone number where the consignor can easily be reached; 
(o) Emergency Response Assistance Plan (ERAP) number and the telephone number to 

activate it if required. 



 

 

     
Shipping documents must be carried within the driver’s reach and, when the driver leaves the cab, the 
shipping documents must be left on the driver’s seat, in a pocket on the driver’s door or in an obvious 
place in the cab.  If the vehicle is left in a supervised area, a copy of the shipping document must be left 
with the person in charge. 

 
Note:  There may be exemptions to regulations.  Refer to (SOR2001–286) Part 3. 

 
For more information refer to the web site: www.transportation.alberta.ca and/or contact the Dangerous 
Goods Coordination and Information Centre at 800-272-9600 for further information on bulletins, 
permitting and general information. 
 
SEE SECTION 5 OF THIS MANUAL FOR THE COMPANY SPECIFIC DANGEROUS GOODS POLICY  
 
  

FORMS (ALL FORMS CAN BE OBTAINED FROM THE APPENDIX LOCATED IN SECTION 13 OF THIS MANUAL) 

 

9.16.1 – Safety Toolbox Meeting Report 
9.16.2 – WCB Worker Report Form 
9.16.3 – Employer Report Form 
9.16.4 – WCB Collision Report 
9.16.5 - Modified Work Agreement 
9.16.6 – Physical Demands 
9.16.7 – Fitness for work 
9.16.8 – Incident Report Form 
9.16.9 – Investigation Follow Up Report 
9.16.10 – Progressive Discipline Corrective Action Plan 
9.16.11 – How to Read a Carrier Profile 
9.16.12 – Benefits of Reviewing your Carrier Profile 
9.16.13 – Conviction/Violation Audit Summary 
9.16.14 – CVSA Violation Audit Summary 
9.16.15 – Collision Audit Summary 
9.16.16 - Out of Service Summary (Carrier Profile) 
9.16.17 – Collision Evaluation Application 
9.16.18 – AMVIR Policy 
9.16.19 – AMVIR 
9.16.20 – Driver Performance & Review (tracking) 
9.16.21 - High Risk Driver Chart 2014 (overall) 
9.16.22 - Release Request for Drivers Abstract 

 
 

 

http://www.transportation.alberta.ca/
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NATIONAL SAFETY CODE (NSC) STANDARDS/COMPLIANCE 



 

 

INTRODUCTION 
 
Rules and regulations are an integral part of Chariot Express Ltd. safety program. When used 
effectively, they will contribute to the overall success of our program. 
 
Our rules are written to protect employees and contractors and potential visitors from known 
hazards and to ensure we meet regulatory requirements. Our rules are reviewed and updated 
periodically to ensure they are workable and function as designed. 

 

DEFINITIONS 
 
The following definitions are used in this section. 
 
Rule:  a directive that governs and controls conduct or action, and that is instituted by an 
organization. 
 
Regulation: an ordinance, a law, or a directive set by an outside organization or agency, such 
as government, for control of people and their environment. 

 

ABOUT RULES 
 

Rules leave no room for discretion or argument. Rules should be enforced. Action should be taken 
every time a rule is violated, and not only when some loss occurs because of the violation of 
rules. Since our safety program already contains assignments of responsibility, safe work practices, 
job procedures and rules have been kept to a minimum. 
 
We have rules regarding alcohol and drug use and abuse, safe driving, use of personal protective 
equipment, long hair and beards, clothing, disposing of garbage and hazardous activities. 

 
 
ABOUT REGULATIONS 
 
We acknowledge that safety legislation is designed to protect workers, the public and the 
environment. Chariot Express Ltd. will comply with all regulatory requirements as a minimum standard 
of our safety program. Regulatory requirements will include all acts, regulations, policies, practices 
and procedures administered by governments and their agencies. 

 
RELEVANT REGULATIONS 
 
• Occupational Health & Safety Act, Regulation & Code 

 
• Canadian Electrical Safety Code 

 
• Traffic Safety Act 

 
• Worker’s Compensation Acts and Regulations 

 
• Alberta Environmental Enhancement Act (Oil and Gas Regulations, as applicable) 



 

 

 
• WHMIS (Workplace Hazardous Materials Information System) 

 
• TDG (Transportation of Dangerous Goods) 

 

 
 

GENERAL NSC REQUIREMENTS 
 
 
The management of Chariot Express Ltd. has prepared the following information to assist and ensure 
that our commercial Operators operate safely and are compliant with the regulations that govern 
highway use. The Province of Alberta, other Canadian jurisdictions, The Government of Canada, and The 
Transportation Industry developed the National Safety Code (NSC) to help reduce the number and 
severity of collisions. Each jurisdiction has used the NSC Standards as guides in drafting their own 
transportation safety legislation. This approach promotes uniformity across Canada and helps to ensure 
that the transportation industry remains as viable and sustainable as possible. 
 
Provincial and Federal National Safety Code Legislation applies to Alberta carriers who have 
commercial vehicles registered that are: 
 
 

• Trucks, tractors or trailers or a combination of these vehicles that have a registered gross weight if 
11,794 kilograms or more and operated solely in Alberta; 

 
 

• Buses with a manufactured seating capacity of 11 persons or more, including the driver; 
 
 

• Trucks, tractors or trailers, or a combination of these vehicles operated outside of Alberta that has a 
registered gross weight greater than 4500 kilograms. 

 
 
 

This manual contains a summary, each dealing with specific topics. To get a complete picture of 
compliance requirements, you should obtain The Commercial Vehicle Safety Compliance in Alberta 
Manual, available either for purchase from the Alberta Motor Transport Association (AMTA), or available 
to download as a free PDF from the following website: 
http://www.transportation.alberta.ca/Content/docType276/Production/Edmanual.pdf 

 
Be sure to be downloading the most current version of the manual. As of the day of this printing, the 
most current manual was date for June, 2018 
 
ALSO: Until updated accordingly, the original Chariot Express NSC Manual is still available as a 
reference material as it was a source document for this new safety manual. It is available from the 
Safety Officer and on the Chariot Express Website.  
 
 
 

http://www.transportation.alberta.ca/Content/docType276/Production/Edmanual.pdf


 

 

The safety information in these policies does not take precedence over the Occupational Health and 
Safety Code, the Alberta Traffic Safety Act or other applicable federal, provincial or municipal 
legislation. All employees and contractors should be familiar with the Alberta OHS Act, Code and 
Regulations and the Traffic Safety Act and Regulations. 
 
 

* This is a guide only and is not meant to be a substitute for the actual Legislation*



 

 

 
NATIONAL SAFETY CODE (NSC) STANDARDS 
 
The following NSC Standards are listed with the applicable Alberta Act/Regulation, including the 
related section number. This information is included to help you know and understand the 
Standard in Alberta. 

 
NSC STANDARD 1 – SINGLE DRIVER’S LICENSE 
 
Regulated in Alberta by: 
 

• Operator Licensing Vehicle Control Regulation, AR320/2002; 

• Traffic Safety Act (Part 3, Division 1, Section 51). 
 

This Legislation prohibits having more than one driver’s license and establishes administrative 
procedures to ensure compliance. 

 
NSC STANDARD 2 – KNOWLEDGE AND PERFORMANCE TESTS 
 
Regulated in Alberta by: 
 

• Operator Licensing and Vehicle Control Regulation, AR320/2002; 

• Driver Training Driver Examination Regulation, AR316/2002. 
 

These Regulations outline the principles for written and on-road driving tests. 
 

NSC STANDARD 3 – DRIVER EXAMINER TRAINING 
 
Regulated in Alberta by: 
 

• Operator Licensing and Vehicle Control Regulation, AR320/2002; 

• Driver Training and Driver Examination Regulation, AR316/2002. 
 

These Regulations provide Standard course material for driver examiners and minimum course 
materials for drivers. 

 
NSC STANDARD 4 – CLASSIFIED DRIVER LICENSING SYSTEM 

 
Regulated in Alberta by: 

 

• Operator licensing and Vehicle control Regulation, AR320/2002. 
 

This Regulation establishes the 7 classes of Driver Licenses in Alberta, from Class 7 (Learner) to 
Class 1 (Heavy Truck). 

 
 
 
 



 

 

 
 
 
NSC STANDARD 5 – SELF-CERTIFICATION 

 
Regulated in Alberta by: 
 

• Driver Training and Driver Examination Regulation, AR316/2002. 
 

This Regulation establishes the training and driver testing requirements for carriers and driving 
schools. 
 
NSC STANDARD 6 – MEDICAL REQUIREMENTS 
 
Regulated in Alberta by: 
 

• Operator licensing and vehicle control regulation, AR320/2002. 
 

This Regulation establishes the initial medical requirements for each class of driver’s license and 
also the requirements for periodic re-examinations. 

 
NSC STANDARD 7 – DRIVER AND CARRIER PROFILES 
 
Regulated in Alberta by: 
 

• Commercial Vehicle Certificate and Insurance Regulation, AR314/2002; 

• Commercial Vehicle Dimension and Weight Regulation, AR315/2002; 

• Drivers’ Hours of Service Regulation, AR317/2002; 

• Bill of Lading and Conditions of Carriage Regulation, AR313/2002; 

• Dangerous Goods Transportation and Handling Act, AR157/1997; 

• Transportation Of Dangerous Goods Act/Clear Language Regulation, (Federal),  
SOR/DOR/2001-286; 

• Commercial Vehicle Carrier Profile Regulation, AR305/2002. 
 

This Legislation establishes the minimum list of requirements to be included in each jurisdiction’s 
control system. This includes records of infractions, collisions, on-road inspections and facility 
audits. This information is exchanged among Canadian jurisdictions to obtain complete profiles. 
 
NSC STANDARD 8 – SHORT-TERM SUSPENSIONS 
 
Regulated in Alberta by: 
 

• Use of Highway and Rules of the Road Regulation, AR304/2002; 

• Operator Licensing and Vehicle Control Regulation, AR320.2002; 

• Vehicle Equipment Regulation, AR322/2002; 

• Commercial Vehicle Certificate and Insurance Regulation, AR314/2002; 

• Commercial Vehicle Dimension and Weight Regulation, AR315/2002; 



 

 

• Drivers’ Hours of Service Regulation, AR317/2002; 

• Bill Of Lading and Conditions of Carriage Regulation, AR313/2002; 

• Traffic Safety Act. 
 

This Legislation Provides for the suspension of a driver’s license for up to 24 hours when the 
driver’s ability to operate a vehicle is impaired by alcohol, fatigue or drugs. 
 
 
 
NSC STANDARD 9 – HOURS OF SERVICE 
 
Regulated in Alberta by: 
 

• Drivers’ Hours of Service Regulation, AR317/2002; 

• Commercial Vehicle Drivers Hours of Service Regulation, (Federal), SOR/2005-313 which 
applies when a carrier is under federal jurisdiction. 
 

This Legislation establishes the “Hours of Service” while driving within Alberta and the “Hours of 
Service” when drivers cross into other Canadian and U.S. jurisdictions. The “Hours of Service” in 
Alberta are substantially different from those in other Canadian jurisdictions. These are, as well, 
different requirements when crossing into the United States. 
 
NSC STANDARD 10 – SECURITY OF LOADS 
 
Regulated in Alberta by: 

• Commercial Vehicle General Equipment and Safety Regulation, AR435/1986; 

• Vehicle Equipment Regulation, AR322/2002; 

• Cargo Securement Regulation, AR1/2005. 
 

These regulations establish the minimum requirements for securing loads. 
 

NSC STANDARD 11 – COMMERCIAL VEHICLE MAINTENANCE 
 
Regulated in Alberta by: 
 

• Commercial Vehicle Maintenance Standards Regulation, AR121/2009; 

• Commercial Vehicle Inspection Regulation, AR211/2006; 

• Commercial Bus Inspection, Equipment and Safety Regulation, AR122/2009. 
 

These regulations establish the minimum standards for the periodic inspection, maintenance, and 
repair of commercial vehicles. Detailed procedures were developed by a task force of government 
and industry representatives. 
 
 
 
 
 
 



 

 

NSC STANDARD 12 – COMMERCIAL VEHICLE SAFETY ALLIANCE ON ROAD INPSECTIONS (CVSA) 
 
Regulated in Alberta by: 
 

• Traffic Safety Act; 

• Commercial Vehicle Maintenance Standards Regulation, AR121/2009; 

• Commercial Vehicle Inspection Regulation, AR414/1991; 

• Commercial Bus Inspection, Equipment and Safety Regulation, AR122/2009; 

• Commercial Vehicle General Equipment and Safety Regulation, AR122/2009; 

• Drivers’ Hours of Service Regulation, SOR/2005-313; 

• Operator Licensing and Vehicle Control Regulation, AR320/2002. 
 

This legislation sets the minimum standards for the roadside inspection of drivers and vehicles as 
established by the Commercial Vehicle Safety Alliance. Canada, U.S. and Mexico have adopted the 
CVSA Inspection Program as part of their on-road enforcement programs. 
 

 
NSC STANDARD 13 – DAILY TRIP INSPECTION REPORT 
 
Regulated in Alberta by: 
 

• Commercial Vehicle Maintenance Standards Regulation, AR121/2009; 

• Commercial Bus Inspection, Equipment and Safety Regulation, AR121/2009(Motor Coach 
only). 
 

This legislation requires drivers to prepare daily vehicle inspection reports and notify the carrier of 
any defects. The carrier is then required to repair the reported defects before the vehicle is used 
again. 

 
NSC STANDARD 14 – SAFETY RATING 
 
Regulated in Alberta by: 
 

• Commercial Vehicle Certificate and Insurance Regulation, AR314/2002. 
 

This regulation establishes carrier safety fitness ratings and how sanctions are imposed when 
necessary. This is applied uniformly across the provinces. Information about the driver and the 
carrier profile system is exchanged through an inter-provincial system. This produces a nationally 
consistent assessment of a carrier’s safety fitness performance and a way to determine whether 
performance is adequate to allow continued operation. 
 
NSC STANDARD 15 – COMPLIANCE AUDITS 
 
Regulated in Alberta by: 
 

• Commercial Vehicle Certification and Insurance Regulation, AR314/2002; 

• Commercial Vehicle Maintenance Standards Regulation, AR118/1989; 

• Commercial Bus Inspection, Equipment and Safety Regulation, AR428/1991. 



 

 

 
This legislation establishes the requirements for the maintenance of records at a carrier’s home 
terminal for on-site review and assessment by government auditors of the carrier’s safety 
performance and overall compliance with the NSC. 
 
 
NSC STANDARD 16 – FIRST AID TRAINING 
 
Regulated in Alberta by: 
 

• Traffic Safety Act. 
 

This legislation provides a voluntary standard for the minimum first aid training of drivers. It is 
recommended that drivers of commercial vehicles complete approved first aid training and/or an 
occupational health & safety program. 

 
DUE DILIGENCE 
 
Due Diligence, a defense often used in courts, means that everything reasonable was 
established and implemented to prevent a violation or incident. Ignorance of the law is not a 
defense. 
 
 
VICARIOUS LIABILITY 
 
Section 144 of Alberta’s Traffic Safety Act states, in part, that where a person other than the 
carrier performs “related function” in respect of that commercial vehicle, and as a result of 
carrying out that related function this Act is not complied with, that person and the carrier are 
jointly and severely liable for that non-compliance unless it can be proved to the satisfaction of 
the court that the non-compliance occurred without the consent, expressed or implied, of that 
person/carrier. 
 
A “related function” would include: 
 

• Loading goods on or into a commercial vehicle; 

• Adjusting or rearranging goods being carried by a commercial vehicle; 

• Unloading or removal goods from a commercial vehicle; 

• Providing documentation or records, other than motor vehicle documents, with respect to the 
operation of a commercial vehicle; and 

• Giving directions, directives, instruction or orders respecting the operation of the commercial 
vehicle. 

 
 
 
 
 
 
 



 

 

 
 
 
 
SAFETY OFFICER 
 
Section 40(2) of the Commercial Vehicle Certificate and Insurance Regulation, AR314/2002, states 
that the registered owner must designate a person as responsible for; 
 

• Maintaining and implementing the safety program, and 
 

• Ensuring compliance with safety laws. 
 

 
 
As of July 20th, 2019, the Safety Officer for Chariot Express Ltd. Is Jeremy Woolward (Safety 
Compliance Officer). 

 
 
 
 
 
 
 
 
 
 
 

 

 

  



 

 

Subcontractor NSC Commercial Vehicle Agreement 
 

 
1 - Province of Alberta, other Canadian jurisdictions, the Government of Canada, and the Transportation 
Industry developed the National Safety Code (NSC) to help reduce the number and severity of collisions. Each 
jurisdiction has used the NSC standards as guides in drafting their own transportation safety legislation. This 
approach promotes uniformity across Canada and helps to ensure that the transportation industry remains as 
viable and sustainable as possible. 
 
2 - Provincial and Federal National Safety Code legislation applies to Alberta carriers who have commercial 
vehicles registered that are: 
 

• Trucks, tractors or trailers, or a combination of these vehicles operated outside of Alberta that have a 
registered gross weight greater than 4,500 kilograms. 

 

• Carriers and owner/operators with trucks and cargo vans registered for 

• more than 4,500 kilograms (10,000 pounds) who have traveled or will 

• travel outside Alberta (this includes farmers); 
 
4 - Anyone wanting to operate a commercial vehicle in Alberta to transport goods or passengers must obtain 
an Alberta Safety Fitness Certificate and/or an Alberta 
Operating Authority Certificate from the Registrar. This is required under the 
Commercial Vehicle Certificate and Insurance Regulation, AR314/2002 (Sections 2 and 19) or the Motor Vehicle 
Transport Act of Canada, 1987 (Section 7). A Safety Fitness Certificate allows the operation of all commercial 
vehicles that are registered in the same personal or corporate name as that on the Safety Fitness Certificate. 
Persons may obtain a National Safety Code application form from a Registries Agent or by downloading it from 
Alberta Infrastructure and Transportation web site at: 
http://www.infratrans.gov.ab.ca/INFTRA_Content/docType276/Production/appsafetycert.htm 
 
5 - Holders of a Safety Fitness Certificate and/or of an Operating Authority Certificate are required to have 
insurance coverage at or exceeding the minimum amounts listed under Commercial Vehicle Certificate and 
Insurance Regulation, AR314/2002, and must file proof of such coverage with the Registrar. 
 
6 - The workers' compensation system is an accident insurance program for employers and workers. Employers 
who participate in the program may not normally be sued for the workplace injuries or diseases sustained by 
their workers. In turn, workers injured in the course of employment may be eligible for compensation 
regardless of fault. Information concerning the employer's responsibilities under The Workers' Compensation 
Act is available from the Alberta Worker’s Compensation Board, phone; 
(866) 922-9221 or check their web site at: www.wcb.ab.ca. 
 
 
 
 
 

 
 
 
 

 
 

http://www.infratrans.gov.ab.ca/INFTRA_Content/docType276/Production/appsafetycert.htm
http://www.wcb.ab.ca/


 

 

Subcontractor NSC Commercial Vehicle Agreement continued 
 
 
7 - Province of Alberta, other Canadian jurisdictions, the Government of Canada, and the Transportation 
Industry developed the National Safety Code (NSC) to help reduce the number and severity of collisions. Each 
jurisdiction has used the NSC standards as guides in drafting their own transportation safety legislation. This 
approach promotes uniformity across Canada and helps to ensure that the transportation industry remains as 
viable and sustainable as possible. 
 
 
 

• NSC Standard #1    – Single Driver’s License 

• NSC Standard #2    –  Knowledge and Performance Tests 

• NSC Standard #3    –  Driver Examiner Training 

• NSC Standard #4    –  Classified Driver Licensing System 

• NSC Standard #5    –  Self-Certification 

• NSC Standard #6    –  Medical Requirements 

• NSC Standard #7    –  Driver and Carrier Profiles 

• NSC Standard #8    –  Short-Term Suspensions 

• NSC Standard #9    –  Hours of Service 

• NSC Standard #10  –  Security of Loads 

• NSC Standard #11  –  Commercial Vehicle Maintenance 

• NSC Standard #12  –  Commercial Vehicle Safety Alliance on Road Inspections (CVSA)  

• NSC Standard #13  –  Daily Trip Inspection Report 

• NSC Standard #14  –  Safety Rating 

• NSC Standard #15  –  Compliance Audits 

• NSC Standard #16  –  First Aid Training 
 
 
 
 
8 - Legal Requirements 
 
Section 40(1) of the Commercial Vehicle Certificate and Insurance Regulation, 
AR314/2002, states that registered owners of every commercial vehicle operating under the authority of a 
Safety Fitness Certificate must establish, maintain and follow a written safety program. This safety program 
must clearly document and address matters relating to the safe use and operation of commercial vehicles. 
 
.  
 
 
 
 
 
 
 
 

 
 
 



 

 

Subcontractor NSC Commercial Vehicle Agreement continued 
 
 
1.    NSC Sub Contractor Orientation – Each Driver hired by that Carrier requires a complete Chariot 
Orientation; all training required must be completed prior to any work assigned. Carriers must pass a Pre Hire 
NSC Audit with a score of 15% non compliance (85% in compliance) prior to hire. All equipment and personnel 
must be evaluated in the NSC Audit.  Government Approved NSC Auditors must be used for the Pre Hire NSC 
Audit.  
 
 
2.    All NSC Self Registered Owner/Operators must have a copy of their Safety Manual and a copy of the 
carrier’s safety fitness certificate handed into the Chariot Express Safety Office prior to hire as well annual date 
of hire updated copies commencing from that date. Annual date of hire ARC Audits must be completed and 
passed with a score of 15% non compliance (85% in compliance), all equipment and personnel must be 
evaluated in the ARC Audit and a copy of the ARC handed into the Chariot Express Safety Office. Semi Annual 
Carrier Profiles are to be handed into the Chariot Express Safety Office starting from the date of pre-hire. This 
Practice is to ensure that all Carriers are in compliance with Alberta Transportation Legislation AR314/2002.  
 
 
3.    Chariot Express Minimum Equipment Inspections must be completed as per the Chariot Express 
Policy (April and October) for all units of that Carrier/Subcontractor. 
 
 
4.     All documents listed above are to be kept current. It is the Carrier/Subcontractors’ responsibility to 
ensure they are kept up to date and handed into the Chariot Express Safety Office. Failure to follow this 
agreement will result in that Carrier/Sub Contractor being placed OOS (Out of Service). 
 
 
All Subcontractors/Carriers are to act accordingly when providing service for Chariot Express and shall not 
under any circumstance solicit, slander or intervene with any of Chariot Express Customers. Failure to comply 
with this agreement will result in immediate dismissal and possible court action by way of Chariot Express 
taking legal action toward that Carrier/Subcontractor. 
 
 
Name of Carrier/Subcontractor __________________________       Date: ______________________ 
                                                               Printed Name of Company Official 
 
Name of Chariot Express Official   _______________________       Date: ______________________ 
                                                                 Printed Name of Company Official 
 
 
 
    Signature of Carrier/Subcontractor ________________________________________________ 
                                                                                 Signature of Company Official 
 
    Signature of Chariot Express Official _________________________ ______________________ 
                                                                                 Signature of Company Official 

 

  



 

 



 

 

CHARIOT EXPRESS SAFETY PROGRAM 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                            
 

 

 

 

 

 

 
 

 

 

 

 

HOURS OF SERVICE REQUIREMENTS 



 

 

 

HOURS OF SERVICE & TIME RECORDS FOR RADIUS OPERATION 

 
 

The following examples are federal requirements.  
  

Instruction will be given on time record completion as per the federal Commercial Vehicle Drivers 
Hours of Service Regulations (SOR/2005-313) (copy of regulation should be attached and/or readily 
available, such as by internet). 

 
As a Radius driver you are not legally required to complete a Driver’s daily logs as long as ALL the 
following conditions are met: 

(a) driver/vehicle does not operate beyond 160-kilometer radius of the home terminal; 
(b) driver returns to home terminal each day to begin a minimum of 8 consecutive hours of off-

duty time; 
(c) the company maintains and retains for a period of 6 months accurate and legible records 

showing, for each day the drivers duty status and elected cycle, the hour at which each duty 
status begins and ends, and the total number of hours spent in each status;  

(d) The driver is not driving under a permit issued under the Commercial Vehicle Drivers Hours 
of Service Regulation. 

 
Note: when a driver was not required to keep a daily log before the beginning of the day (radius 
operation) the driver shall in the “remarks” section of the daily log record the number of hours of 
off-duty time and on-duty time that was accumulated by the driver for each day during the 14 
days immediately before the beginning of the day.  

 

         

DAILY LOG REQUIREMENTS 
 

As a driver of a federally regulated carrier your log will be completed in the following manner: 
 
Instruction will be given on daily log and or daily records completion as per the Federal Commercial 
Vehicle Drivers Hours of Service Regulations (SOR/2005-313) available at laws.justice.gc.ca/en/SOR-
2005-313/  
Unless exempted by the regulation, a daily log must be completed for each day (yes that means days 
off too!), the following information must be entered in a daily log:  
 
At the beginning of each day;  
 

1. the date, the start time of day if different than midnight, the name of the driver and, if the 
driver is a member of a team of drivers, the names of the co-drivers; 

2. in the case of a driver who is not driving under the provisions of an oil well service permit, the 
cycle that the driver is following; 

3. the commercial vehicle license plates or unit numbers; 
4. the odometer reading of each of the commercial vehicles operated by the driver; 
5. the names and the addresses of the home terminal and the principal place of business of every 

motor carrier by whom the driver was employed or otherwise engaged during that day; 
6. in the “Remarks” section of the daily log, if the motor carrier or driver was not required to 

keep a daily log immediately before the beginning of the day, the number of hours of off-duty 

http://laws.justice.gc.ca/en/SOR-2005-313/
http://laws.justice.gc.ca/en/SOR-2005-313/


 

 

time and on-duty time that were accumulated by the driver each day during the 14 days 
immediately before the beginning of the day; and 

7. if applicable, a declaration in the “Remarks” section of the daily log that states that the driver 
is deferring off-duty time under section 16 and that clearly indicates whether the driver is 
driving under day one or day two of that time. 

 

            During the course of the day; 
 

1. The hours in each duty status during the day covered by the daily log, in accordance with 
Schedule 2, and the location of the driver each time their duty status changes, as that 
information becomes known. 

 
      At the end of each day; 

 
1. the total hours for each duty status and the total distance driven by the driver that day, 

excluding the distance driven in respect of the driver’s personal use of the vehicle, as well 
as the odometer reading at the end of the day and sign the daily log attesting to the 
accuracy of the information recorded in it. 

 
 

RETENTION AND DITRIBUTION OF LOGBOOKS 

 

All drivers will forward the original copy of the daily log and supporting documents to the home terminal 
of the driver within 20 days of the completion of the daily log.  

 

Chariot Express Ltd. will within 30 days of receiving the daily logs and supporting documents deposit the 
daily logs and supporting documents at our main office and retain all daily logs and supporting 
documents in chronological order for each driver for at least 6 months. 

 

 

DRIVERS DAILY LOG (Sample) 

 

 
 



 

 

160 KILOMETER RADIUS RECORD SHEET (Sample) 
 
 

 
 

HOURS OF SERVICE OVERVIEW 
 

DAILY LIMITS 
 
A “day” is defined as a 24-hour. That begins at the hour designated and noted on the log by the motor carrier for 
the duration of the driver’s cycle.  
 
THE 13-HOUR DRIVING TIME IN A “DAY” RULE 
  
No carrier shall ask, allow or require a driver to drive, and no driver shall drive a commercial vehicle after that 
driver has accumulated 13 hour of driving time in a day. 
 
THE 14-HOUR ON-DUTY IN A “DAY” RULE 
 
No carrier shall ask, allow or require a driver to drive, and no driver shall drive a commercial vehicle after that 
driver has accumulated 14 hours of on-duty time in a day. 
 
The 14 hours of on-duty time may consist of driving time and on-duty time not driving. 
 
It is important to note that a driver can continue to work after reaching the 14th hour of on-duty time. They are 
only in violation if they drive after reaching the 14th hour.  
 
THE 10-HOUR OFF-DUTY IN A “DAY” RULE 
 
A motor carrier shall ensure that a driver takes; the driver shall take at least 10 hours of off-duty in a day. This 
off-duty time must include at least 2 hours of off-duty time(taken in blocks of not less than 30 minutes each) that 



 

 

does not form part of a period of 8 consecutive hours of off-duty time (although they can be consecutive). The 8 
consecutive hours will be described in detail in work shift limits.   
 
WORK SHIFT LIMITS 

 
A “work shift” is the period that begins when a driver begins work or is required by the motor carrier to be 
available for work at the end of a period of at least 8 hours off-duty and ends when the driver begins the next 
period of at 8 consecutive hour’s off-duty. 
 
THE 13-HOUR DRIVING TIME IN A “WORK SHIFT” RULE 
 
No carrier shall ask, allow or require a driver to drive, and no driver shall drive a commercial vehicle after that 
driver has accumulated 13 hours of driving time in a work shift (this is not the same as the 13-hour driving time 
in a day rule). 

 
THE 14-HOUR ON-DUTY IN A “WORK SHIFT” RULE 
 
No carrier shall ask, allow or require a driver to drive, and no driver shall drive a commercial vehicle that after 
that driver has accumulated 14 hours of on-duty time in a work shift (this is not the same as the 14-hour on-
duty in day rule). 

 
THE 16-HOUR ELAPSED TIME RULE 

 
No carrier shall ask, allow or require a driver to drive, and no driver shall drive a commercial vehicle after 16 
hours of time have elapsed since the driver started a work shift (i.e. the clock starts ticking at the conclusion of 
the most recent period of 8 or more consecutive hours of off-duty time). 

 
DEFERRED TIME OPTION 

 
If a driver is unable to take 10 hours off-duty time in a day, the driver can defer up to 2 hours to the following 
day. This deferral option can be exercised every second day if the driver chooses. 
 
In order to defer daily off-duty time, a driver must meet the following conditions; 
 
The deferred off-duty time must be added to the 8 consecutive hours of off-duty time taken in the following day, 
and be consecutive with the 8 hour off-duty. Daily off-duty time on the second day must also include at least 2 
additional hours of rest, taken in blocks of not less than 30 minutes each. The total driving time in the two days 
must not exceed 26 hours; the total off-duty time in the two days must be at least 20 hours. The driver must 
declare in the “Remarks” section of the daily log that the driver is deferring off-duty time and specify whether 
the driver is driving under Day 1 or Day 2 of the deferral. 
 
8 CONSECUTIVE HOURS OF REQUIRED REST 
The eight or more consecutive hours off-duty required to restart a work shift maybe a combination of off-duty 
and sleeper birth time. A driver may also take the required 8 consecutive hours rest in the sleeper birth or split 
the sleeper birth time into two periods. 

 

 

 

 

 



 

 

FEDERAL HOURS OF SERVICE QUICK GUIDE 
 

 

 
 

Note: It is important to remember a driver is only in violation of the above “Work Shift Rules” if the driver is 
driving after reaching the limits. The driver may work after 13 hours driving, 14 hours on-duty or 16 hours of 
elapsed time, but they cannot drive until they have had 8 consecutive hours of off-duty time and a new work 
shift begins. 
    

 

 

 

 

 
FORMS (ALL FORMS CAN BE OBTAINED FROM THE APPENDIX LOCATED IN SECTION 13 OF THIS MANUAL) 

 
 

11.8.1 – Carrier HOS Report (1st to 15th) 
11.8.2 - Carrier HOS Report (16th to Last Day of Month) 
11.8.3 – Dispatch Hours of Service Reports 
11.8.4 – 160 Kilometer Radius Record Sheet 
11.8.5 – Federal Hours Worksheet 
11.8.6 – Federal Audit Sheet 
11.8.7 – Federal Audit Sheet Permit Holder 
11.8.8 – Log Audit Summary 
11.8.9 – Trip Inspection/Maintenance Summary 
11.8.10 – Out of Service Summary (Internal Audit) 
11.8.11 – Falsification Examples 
11.8.12 – External Audit Info Sheet 
11.8.13 - Federal Hours Pocket Guide 
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ASSESSMENT OF REGULATORY COMPLIANCE (ARC) 



 

 

 
 

The following publication, created by the Government of Alberta, provides an overview as to what the 
Assessment of Regulatory Compliance (or ARC) Audit is. Just as the COR Program evaluates standards as 
established by Partners in Injury Reduction, ARC evaluates standards set forth by Alberta Transportation 
that ensure that carriers operating in the Province of Alberta are adhering to regulations and standards 

set forth to operate as a NSC Carrier in Alberta 
 

These external audits are always performed under the supervision of a certified auditor, certified by 
Carrier Services. Carriers can use the ARC Tool to perform internal maintenance audits and evaluate their 
programs accordingly. However, unlike COR Maintenance Audits, they hold no weight beyond the scope 

of the office. 
 

For more information on the Assessment of Regulatory Compliance Audit and other evaluation tools, 
please contact Carrier Services at the following: 

 
https://www.alberta.ca/about-bus-and-truck-carrier-services.aspx 

 
Alberta Transportation 

Carrier Services 
Room 401, 4920 51 Street 

Red Deer, Alberta   T4N 6K8 

For information about audits, investigations, complaints, and intervention actions, contact: 

 

Carrier Compliance 

Phone: 403-755-6111 (toll-free in Alberta dial 310-0000) 

For information about Safety Fitness Certificates, Operating Authority Certificates, Carrier Profiles, and 

other National Safety Code requirements, contact: 

 

National Safety Code / Operating Authority 

Phone: 403-340-5444 (toll-free in Alberta dial 310-0000 
 

 

  

https://www.alberta.ca/about-bus-and-truck-carrier-services.aspx
tel:+14037556111
tel:+14033405444


 

 

CHARIOT EXPRESS SAFETY PROGRAM 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                            
 

 

 

 

 

 

 
 

 

 

 

 

APPLICABLE FORMS / APPENDIX / VACATION 



 

 

13.1 GLOSSARY OF TERMS 
 

 
Audit (Safety) – An evaluation of a Health & Safety program, which measures its effectiveness and efficiency 
against given standards. It enables the company to improve its health and safety program. 
 
Direct / Immediate Causes – These are the hazards that existed immediately prior to the accident/incident.  
They are broken down into substandard conditions and substandard practices. 
 
Emergency Planning – The act of putting together an overall action plan and developing it for response to 
emergency situations involving workers, equipment and facilities (i.e. logical sequence of operation). 
 
Experience – Statistical data recording a company’s accidents / incidents over a specified time period usually 
expressed in terms of frequency and severity. [# of recordable cases x 200,000 ÷ total person hours (annual 
accumulation] and severity [# of loss days x 200,000 ÷ total person hours (annual accumulation)]. 
 
Experience Rating – A process administered by the Workers’ Compensation Board (WCB) usually based on a 
three-year time period, premiums paid, and compensation rates. 
 
Follow-Up – The term used to indicate an action (usually corrective action) that is supposed to take place 
based on the recommendation(s) in an accident / incident report(s) and hazard assessment(s). 
 
Hazard Assessment – An evaluation used to document hazards, prioritize them, and determine hazard 
controls. 
 
Hazard Recognition – The act of recognizing or becoming aware of a dangerous/hazardous situation or 
condition. 
 
Health and Safety Program – A structured program containing specific elements which, when put into practice, 
is aimed at reducing collisions / incidents and costs, resulting in a safe place of employment. Suggested 
minimum elements for a safety program are: 

 

• General Safety Policies - Preventative Maintenance 

• Hazard Assessment - Training 

• Safe Work Practices/Procedures - Inspection 

• Rules and Regulations - Investigation 

• Personal Protective Equipment (PPE) - Records and Statistic 

 
Health and Safety Rules – An internally developed set of standards regarding policies and requirements for 
safety and general conduct. 
 
I.C.E. (In Case of Emergency) - stored emergency contact numbers in your contact list located in your cellular 
phones. In the event of an injury incident, one of the first procedures authorities are trained to look for is your 
cellular phone for your I.C.E numbers 
 
Incident – The event that precedes the loss – the contact that could or did cause the harm or damage to 
anything in the work or external environment (Practical Loss Control Leadership – First Printing – August 1996). 
An unplanned, undesired event that results in property or equipment damage, injury, death, or illness. 
 



 

 

Incident Costs – The monetary losses associated with a collision / incident. These costs include direct and 
indirect costs. 
 
Incident Investigation – The determination of the facts of an accident or incident by inquiry, observation, 
and/or examination. 
 
Incident Records – Recorded information in the form of reports and record books detailing what collisions / 
incidents have occurred and what injuries or damages had incurred. 

 
Inspection – The act of examining both worksites and equipment, and comparing them against previously 
established standards. To identify hazards and to determine if safety legislation and Health & Safety policies 
are being followed (looking for substandard practices and conditions). The inspection should also be used to 
reinforce and promote safe work practices. 
 
Investigation Report – A document containing the information and facts about a specific collision / incident. 
The events are put into chronological order to give a complete picture of what occurred. Causes and 
preventative measures are identified. 
 
Job Lockout – A positive method for disconnecting power or making machinery, equipment, or a process 
inoperative. Normally, this is done with padlocks and lockouts attached to electrical plugs, breakers or 
switches, control units, valves, or levers. A numbered tag is affixed to the lockout point showing the reason for 
the lockout, the date, the worker’s name, and signature. To be used in conjunction with the tagout process. 
 
Job Lockout Procedure – A written procedure describing step by step how the positive locking out of 
equipment, machinery or a process is to be done. 

 
Joint Worksite Health and Safety Committee (JWHSC) (Section 16 of Alberta OHS Act) – A group comprised of 
management and worker representatives which has been formed to identify and recommend solutions to 
health and safety issues in the workplace. The JWHSC can play a key role in the development, implementation, 
and maintenance of a health and safety program. 
 
Man Hours – An industrial time unit relating to the number of hours worked by employees generally, or at a 
specific worksite. 
 
Near Miss – An incident or event that if anything changed could result in a serious injury. 
 
Occupational Health & Safety Act – Legislation put in place by the Alberta Government, which sets out 
minimum obligations and responsibilities for worker health and safety. 
 
Open Cut – A term used in trenching and excavation, which indicates that the walls of a trench have been “cut 
back” from the vertical at either a 30 degree or 45-degree angle, depending on soil conditions, to protect 
workers from cave-ins or sliding material. 
 
Personal Protective Equipment (PPE) – Protective wearing apparel designed specifically to reduce or eliminate 
injuries to a worker. 
 
Regulation – An ordinance, a law, or a directive set by an outside agency such as government, for control of 
people and their environment. Infractions are punishable by job shutdown, fines and/or imprisonment. 



 

 

 
Risk – The chance of loss. 
 
Safe Job Procedures – A written, specific step-by-step description of how to complete a job safely and efficiently from 
start to finish. 

 
Safe Work Practices – A set of positive guidelines for “Do’s and Don’ts” – on how to perform a specific task that may 
not always be done in a certain way. 
 
Senior Management – Personnel in a company or a department who directly control the overall operation of the 
company or department and are in a position to make decisions for the entire company or department. 
 
Substandard Condition – A condition in which something exists that varies from a normal, accepted safe condition 
and, if not corrected, could cause injury, death, or property damage. 
 
Substandard Practice – The actions of a person in a manner which vary from the accepted or legislated safe practice 
and create a hazard to either themselves, another person, or equipment. 
 
Supervisor – Those individuals who direct the day-to-day work. This includes foremen, supervisors, and, in some firms, 
superintendents. 
 
TDG – Transportation of Dangerous Goods. 
 
Tag-Out – Placing tags at a power source, lockout point, or on equipment, warning persons that specific circuits, 
process lines, or equipment have been de-energized or put out of service and that they must not be energized, 
started, or operated until the tag is removed. Done in conjunction with the job lockout procedure. 
 
Underlying Causes – Personal and job factors which contribute to the immediate cause of an accident / incident. The 
reasons why the immediate causes exist. 
 
WHMIS – Workplace Hazardous Materials Information Sheet. 
 
 

FORMS (Quick Reference Index) 

 
Employee Assistance Program (Return to Work Guidelines) 
Safe Work Practice Annual Review 
Safe Driving / Safe Job Procedure  
Safe Driving / Safe Job Procedure Annual Review 
Employment Application 
Abstract Consent 
Abstract Statement of Intent 
Previous Employer Request Form 
Annual Driver’s Certificate of Violations 
Driver’s Quick Reference Information Sheet 
Driver’s Pre-Hire Road Test 
Safety Toolbox Meeting Report 
WCB Worker Report Form 
Employer Report Form 
WCB Collision Report 
Modified Work Agreement 
Physical Demands 
Fitness for work 



 

 

Incident Report Form 
Investigation Follow Up Report 
Progressive Discipline Corrective Action Plan 
How to Read a Carrier Profile 
Benefits of Reviewing your Carrier Profile 
Conviction/Violation Audit Summary 
CVSA Violation Audit Summary 
Collision Audit Summary 
Out of Service Summary (Carrier Profile) 
Collision Evaluation Application 
AMVIR Policy 
AMVIR 
Driver Performance & Review (tracking) 
High Risk Driver Chart 2014 (overall) 
Release Request for Drivers Abstract 
Breakdown & Repair Maintenance Form 
Breakdown & Repair Truck-Crane 
A-Service (Light Duty Trucks) 
B-Service (Medium Duty Trucks) 
C-Service (Tractors) 
T-Service Trailer Service Report 
P-Service (Cranes) 
Light Truck Daily Trip Inspection Form 
Light Truck Equipment Inspection Form 
Single and Tandem Axle Crane Deck Truck Equipment Inspection Form 
Power Units & Crane Equipment Inspection Form 
Minimum Equipment Cranes 
Carrier HOS Report (1st to 15th) 
Carrier HOS Report (16th to Last Day of Month) 
Dispatch Hours of Service Reports 
160 Kilometer Radius Record Sheet 
Federal Hours Worksheet 
Federal Audit Sheet 
Federal Audit Sheet Permit Holder 
Log Audit Summary 
Trip Inspection/Maintenance Summary 
Out of Service Summary (Internal Audit) 
Falsification Examples 
External Audit Info Sheet 
Federal Hours Pocket Guide 
New Employee Orientation Checklist & Letter of Understanding 
Annual Performance Road Test Evaluation 
Annual Safe Driving Award 
Low Risk Annual Driver Review 
Performance Certificate 
High Risk Annual Driver Review 
High Risk Driver Chart 
Training Expiration List 

 

 

 

 

 

 
 



 

 

STATUTORY HOLIDAYS AND DESIGNATED HOLIDAYS POLICY 
 

1.0  Standards 
 
1.1 Number and Type of Holidays 
 
Chariot Express Ltd. observes 11 holidays per year. They are administered as a 
combination of statutory holidays and designated holidays. The break down is established annually at the discretion of 
management. The types of holidays are documented below. 
 

• Statutory Holiday – may be legislated by both federal and provincial governments. 

• Designated Holiday – may be proclaimed by provincial governments. 
 
1.2 Holidays and Types of Employment 
 
Regular full time and temporary full-time employees have time off on the holidays observed by the company, subject to 
the need for continuous operation or in the event of an emergency. If you work on a holiday, you may be compensated 
with equivalent time off or payment in accordance with established business practice. 
Regular full time and temporary full-time employees are compensated for 
 holidays on a prorated basis. 
 
2.0 Statutory Holidays and Designated Holidays 
 
2.1 Statutory Holiday 
 
Unless stated otherwise Chariot Express observes eight statutory holidays.  
Statutory holidays for Chariot Express are documented below. 
 
i) New Year’s Day        - January 1 
ii) Good Friday              - the Friday before Easter 
iii) Victoria Day              - the Monday before May 24 
iv) Canada Day               - July 1 
v) Labor Day                  - the first Monday in September 
vi) Thanksgiving Day     - the second Monday in October 
vii) Christmas Day           - December 25 
viii) Boxing Day               - December 26 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
2.2 Designated Holidays 
 
Other commonly observed holidays may be designated as holidays by management. Examples of designated holidays are 
documented below. 
 
i) Family Day            - Third Monday in February 
ii) Civic Holiday         - First Monday in August 
iii) Remembrance Day - November 11 
 
3.0 When a Holiday Falls on a Weekend 
 
How the holiday is handled when it falls on a weekend is documented below. 
 
i) Saturday – When a holiday falls on this day the company normally observes the holiday by closing on the 
Friday before the holiday unless this differs from bank practice where the bank holiday will normally be observed.  
ii) Sunday - When a holiday falls on this day the company normally observes the holiday by closing on the 
Monday following the holiday unless this differs from bank practice where the bank holiday will normally be observed.  
 
VACATION POLICY 
 
1.0 Scope 
 
 This policy applies to all regular full time and part time employees. 
 
2.0 Policy 
 
2.1 Introduction  
 
 Chariot Express Ltd. has a standard vacation benefit and recognizes the importance of vacations to provide a 
period of rejuvenation for employees. 
 
FEDERAL AND PROVINCIAL LAWS OR COLLECTIVE AGREEMENTS REGARDING VACATION PAY AND ENTITLEMENT MAY 
TAKE PRECEDENCE OVER CHARIOT EXPRESS POLICY. 
 
2.2 Vacation Entitlement 
  
Your entitlement to vacation is earned by working with Chariot Express and is calculated from your vacation entitlement 
date. 

• Your vacation entitlement date will be your date of hire. 

• Your vacation entitlement date may be adjusted for breaks in service (i.e. leave of absence). 
The relationship between complete years of service and the number of weeks of paid entitlement to vacation for regular 
employees are as follows: 

 
                  One year of service = Two weeks of entitlement to vacation 
                Two years of service = Two weeks of entitlement to vacation 

                Three years of service = Three weeks of entitlement to vacation 
More than three years of service = Three weeks of entitlement to vacation 



 

 

 
One week of vacation is equivalent to five working days when you work a schedule of five days on and two days off. 
When you work different schedules, the number of vacation days relates to the schedule established by local practice or 
in accordance with the collective agreement where applicable. 
  
Your entitlement to vacation will be decreased for: 

• A leave of absence without pay longer than 30 days 
Or 

• Termination and re-hire 

• Your entitlement to vacation will not be adjusted during long term disability. 
 
VACATION POLICY 

 
 
2.3 First Vacation for Employees Hired Before January 1, 2004 
 
2.3.1 Eligibility  
 
 Employees hired before January 1, 2004 earn two weeks’ vacation after completing one full year of service. Your 
manager may approve a one-week vacation after six months of service. However, the remaining week should not be 
taken until after your first year of service. It is recommended that new employees take a vacation before joining Chariot 
Express. However, other arrangements may be made, for example a leave of absence without pay. 
  
2.3.2 October, November or December date of hire 
 
If you start employment in the last three months of a calendar year, you may take your vacation before your first 
complete year of accredited service. That is, before it is fully earned. This means the first week may be taken after six 
months of service (in April, May or June) and the remainder may be taken between your ninth and twelfth month of 
service (in July, August or September). 
 
2.3.3 Date of hire and first vacation 
 
Your date of hire and how it affects when you can take your first vacation is documented in the table below. 
 

If you were 
hired: 

You may take 
your first week 

of vacation: 

You may take your 
remaining week of 

vacation: 

You may take 
your next two 

weeks of 
vacation: 

January 15, 2003 
after July 15, 

2003 
after January 15, 

2004 
after January 1, 

2005 

September 1, 
2003 

after March 1, 
2004 

after September 1, 
2004 

after January 1, 
2005 

November 1, 
2003 

after May 1, 
2004 

between August 1, 
2004 and November 

1, 2004 

After January 1, 
2005 

 
2.4 First Vacation for Employees Hired After January 1, 2004 
 



 

 

 If you are hired on or after January 1, 2004, you can take vacation, with manager’s or supervisor’s approval, 
effective immediately. You will need to discuss scheduling arrangements with your manager or supervisor. 
 
 Vacation is earned on a monthly basis over a calendar year. If you are starting employment part way through the 
year you will earn a prorated amount of vacation for the duration of that year. 
 

• Vacation is earned at a rate of 1.167 days per month for employees with two weeks’ vacation. 
 
VACATION POLICY 
 

• Employees who start on or before the 15th of the month will earn the full months’ vacation entitlement for that 
month. 

 

• Employees who start after the 15th of the month will earn half the months’ vacation entitlement. 
 

• Example: 
 

• An employee joins Chariot Express on May 3, 2004 and is entitled to two weeks’ vacation. 

• He earns nine days in 2004 (8x1.167) 

• On January 1, 2005, his vacation entitlement reverts back to zero for the year, and he starts re-earning vacation 
for the year.  

• He can take vacation at any time and borrow against vacation not yet earned, with supervisor’s approval. 
 
2.5 Scheduling 
 
 2.5.1 Standards 
   
 You and your supervisor will schedule your vacation any time within the calendar year. 
 If your supervisor cancels your vacation arrangements due to business need, Chariot Express will reimburse non-
refundable vacation costs. 
 
 2.5.2 Guidelines 
 
 Operational reasons may require you to distribute vacation time throughout the year. Local practices govern 
vacation scheduling conflicts, although the employee with the most seniority usually has preference. 
You may schedule vacations in units of one week or less where your vacation can be scheduled without: 
 

• Additional cost to Chariot Express 

• Replacement staff costs 

• Interruption of normal operations 
If necessary, your supervisor may ask you to break your vacation into units of not less than one week or into shift blocks. 
If possible, your supervisor will give adequate notice of this request. 
 
 
 
 
 
 



 

 

2.6 Deferment 
 
 2.6.1 Standards 
  

• Vacation may be deferred in the following circumstances only: 
 

• A maximum of one-week vacation may be deferred only with approval of the supervisor. Deferral in excess of 
one week requires written supervisor approval. 

 
VACATION POLICY 
 
 

• If you have 25 years or more complete years of service and are therefore entitled to three weeks’ vacation, you 
may also defer one week until retirement if written approval is given by your supervisor. This deferment must be 
made annually and once this vacation is deferred; it may not be taken before retirement. When you initiate your 
retirement, you may take your deferred vacation in the calendar year of your retirement or request a payment in 
lieu. 

 
 

• If Chariot Express is unable to grant a full year’s vacation due to extenuating circumstances, more than one-week 
vacation may be deferred. Employees must agree to this and the deferment must have written approval as stated 
above. The deferment should not extend beyond the next calendar year and should be authorized only in 
exceptional circumstances. 

• Unused vacation time for a given calendar year will be lost if not officially deferred to the following year. 
 
2.7 Impact of Illness or Injury 
  
2.7.1 Standard 
 
If you are absent from work due to illness or injury, you will continue to earn vacation time for the first year you are 
absent. 
 
 2.7.2 Guideline  
  

• If you are ill or injured for seven consecutive calendar days while you are on vacation, your supervisor may 
approve rescheduling the corresponding number of vacation days. 

• You should advise your supervisor immediately if you become ill or injured while on vacation. You will be asked 
to provide appropriate medical documentation to your supervisor.  

 
If you are ill or injured just before your scheduled vacation, you may make a request to your supervisor to have your 
vacation rescheduled. 
 
 
 
 
 
 
 
 



 

 

2.8 Payment in Lieu of Vacation 
 
2.8.1 Standards 
 
Payment will not be made in lieu of vacation during employment except at the time of termination/resignation or in 
certain cases of Long-Term Disability. 
Required vacation payments to hourly paid employees will be calculated according to the method established by the 
collective agreement. 
 

VACATION POLICY 
 
2.9 Vacation in the Year of Termination or Resignation  
 
 2.9.1 Standards 
  
Payment in lieu of vacation owing will be made at the time of your termination or resignation. Your termination or 
resignation date will not be altered or extended because of your vacation owing. 
 In the case of resignation, if you want to take vacation during your notice period, you should be aware of the 
following: 

• Your supervisor cannot change the resignation date due to requested vacation time 

• Your supervisor can deny your vacation request due to business need 

• You may change your resignation date to meet your needs 

• At the time of your termination or resignation there will be a reconciliation of: 

• Vacation you have not taken but have earned in the calendar year 

• Vacation you took and have NOT earned in the calendar year 

• Vacation you have deferred from the previous calendar year 

• Vacation you have earned towards the following year for employees hired before January 1, 2004 

• Reconciliation is based on your vacation eligibility date. 
Following the reconciliation your final pay will reflect either vacation owing or a deduction for vacation taken and not 
earned. 
 
2.10 Vacation in the Year of Retirement 
 
 2.10.1 
When you initiate your retirement, you may choose payment in lieu of vacation time in the year of your retirement. The 
effective date of retirement will not be deferred, nor will pensionable service be extended because of your receiving 
payment in lieu of vacation. Employees retiring (Company initiated, or employee initiated) after January 30 in any year 
will receive that whole year’s vacation entitlement regardless of their vacation eligibility date. 
 In the calendar year of your retirement you may receive payment or take vacation time for: 

• Vacation for the calendar year of retirement that you have not yet taken,  

• Vacation you have deferred from previous calendar year 

• Vacation you have deferred to retirement 
In the calendar year of your retirement you will receive payment for vacation you have earned towards the following 
calendar year’s vacation. 
Your scheduled vacation should not be altered by Chariot Express because of retirement. 

 
  



 

 

 

 

 

 

 

 

 

 

 

Letter of Understanding 

 

 

This is to acknowledge that I (print name) _________________________have received, read and understand the 
information presented within this Chariot Express Safety Manual. I have passed the online Chariot Orientation with 
a score of 100%. I have printed the Orientation Check Sheet, my letter of understanding, my Chariot Orientation 
Certificate and the course content page. I have received my onsite orientation and onsite tour conducted by Chariot 
Management and have made copies for my truck binder as well as for the Chariot Safety Office. (truck binder not 
applicable for hired office workers) 
 
Two Copies are to be printed of each of the following forms. One copy always handed into the Chariot Safety Office 
and one copy to be kept in your driver’s truck binder. (truck binder not applicable for hired office workers) 
 
  
       - Certificate of Completion (Chariot Orientation Certificate) 
       - Orientation Course Content Page (Chariot Orientation Certificate) 
       - Orientation Check Sheet (Next Page) 
       - Letter of Understanding (Current Page) 
         
 
 
 
Signature: ______________________________Unit #: __________Date: ____________ 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 


