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IMPORTANT
POINTS

As much as it's im-
portant for timecards
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 timecard as
it should be filled-in.
Please refer to this
example. If you need
further information,
please do not hesitate
to ask either Dispatch
or Jackie Bennett.

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
EXCEPTIONS
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Health & Safety

caubin@labortek.com
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Workplace violence is
the exercise of physical
force by a person against
a worker in a workplace
that causes or could cause
physical injury. It in-
cludes any attempt or
threat to exercise physi-
cal force. A threat can be
a statement or behaviour
that a worker reasonably
interprets as intimidating.
Workplace harassment
is defined in the Occupa-
tional Health and Safety
Act as “engaging in a
course of vexatious com-
ment or conduct against a
worker, in a workplace,
that is known or ought
reasonably to be known
to be unwelcome.” Vexa-
tious means causing an-
noyance or worry.

Explain dangers

Workplace violence and
harassment can be:

. Verbal

. Physical

. Visual (e.g., ges-
tures)

. Environmental
(e.g., posting de-

rogatory or sexual-

ly oriented posters).
It can include bullying
and gossip as well as do-
mestic violence that spills
over into the workplace.
Workplace violence or
harassment negatively
affects workers and the
work environment.

. It can damage peo-
ple’s physical and
mental health.

. It can decrease

productivity and un-
dermine the company
culture.

. It can hurt a business
financially because of
work disruptions, de-
creased productivity,
and the costs of vio-
lence-related injuries,
government fines, and
potential legal action.

. It can negatively af-
fect the relationship
between coworkers
and between workers
and employers.

. It can ruin the compa-
ny’s reputation with
clients and undermine
hiring efforts.

Identify controls

Companies are legally re-

quired to have a written work-
place violence and harassment
policy and post it in a conspic-

uous location at the workplace.

Companies must also protect
workers from workplace vio-
lence and harassment. This
includes conducting investiga-
tions and advising workers if
there is a risk of workplace
violence from a person with a
history of violent behaviour.
You can’t always control the
behaviour of others, but you
can control your own behav-
iour.

Workplace Violence and Harassment

Act respectfully to-
wards others while at
work and during work
-related activitives.

Do not engage in or
put up with workplace
violence or harass-
ment, intentionally or
unintentionally. Re-
member that harass-
ment is often about
perception rather than
intention.

Respect the diversity
of the workplace.
Learn to appreciate the
unique qualities and
strengths of a diverse
workforce.

Comply with all com-
pany policies and co-
operate with any ef-
forts to investigate and
resolve matters arising
from a report of work-
place violence and
harassment.

Actively participate in
any workplace vio-
lence and harassment
training required by
the employer and by
law.

In the event of a work-
place violence inci-
dent, take care of your
own immediate physi-
cal safety first and
then report the inci-
dent to HR, to a man-
ager, or to the police,
whichever the situa-
tion warrants.

Source: Source: IHSA



