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IMPORTANT
POINTS

As much as it's im-
portant for time cards
to be handed in on
time, it's as important
that they are properly
filled-in and signed by
your supervisor at
work. You have in
your employment kit a
copy of a time card as
it should be filled-in.
Please refer to this
example. If you need

further information,
please do not hesitate
to ask either Jean

Beauchamp or Natalie
Ferguson.

Some of you are hand-
ing in timecards late
and some extreme
cases almost a month
old. This is causing
problems for our pay-
roll / accounting de-
partment. Our clients
also expect to have
their invoices in a time-
ly fashion and in order
for this to occur, you
must hand in your
timecards regularly.
Furthermore, handing
in your timecards on
weekly basis means
you will receive your
pay every week.

All incidents or acci-
dents that happen
while at work and be-
cause of the work that
you are doing have to
be reported to La-
borTek Immediately
WITHOUT EXCEP-
TIONS

Have a warm, safe,
and healthy month of
April

Mary Collier
Health & Safety

mcolli-
er@labortek.com

Tel: 613-741 1128
Fax: 613-741 1130

SAFETY TALK

Working safely is a
team effort. You look
out for other workers
and they look out for
you. Taking responsi-
bility for others is espe-
cially important when it
comes to new and
young workers. They
need you to keep an
eye on them and re-
mind them how to work
safely.

Think about your work-
place from the new
worker's point of view
for a moment. Remem-
ber your own first day
on the job. You'll see a
busy place full of
strange equipment, un-
familiar chemicals and
complicated tasks.
Everyone else seems
to know what they are
doing. More than any-
thing, you just want to
fit in with the rest of the
crew and look like you
know what you are do-
ing.

Help the new worker
settle in safely by fol-
lowing these points:

. Show them where
to obtain safety
materials and in-
structions at your
machine or work
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area
Help the new worker
get equipped, fitted
and trained with the
appropriate protec-
tive clothing and
equipment for the
task at hand

Show your new co-
worker the labels for
any chemicals you
are dealing with.
Help them under-
stand how to read
them and what PPE
is necessary to work
with them.

Point out the loca-
tion of fire extin-
guishers, alarm box-
es and other emer-
gency equipment.
Make sure the new
worker knows what
to do in case of an
emergency such as
a fire. Does he or
she know two exits
from the workplace,
and where to as-
semble outside
Communicate the
importance of leav-
ing machine guards
in place to prevent
accidental contact
with moving equip-
ment and stock.

If you see anyone
wearing loose cloth-
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ing which could
become caught in
machinery, speak
up.

. Make sure the
new employee
knows who to talk
to about any safe-
ty concerns or
questions.

. If you see the new
person or any
worker doing
something unsafe,
speak up. It's not
interfering; it's
looking out for the
other worker.

Your advice to the new
co-worker is not a re-
placement for proper
safety orientation, train-
ing and supervision.
However, you can help
make sure he or she
picks up the information
necessary to work safe-

ly.

Source: Safety Toolbox Topics



