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1.0 Health and Safety Policy  

Intent 

Patriot One Technologies is vitally interested in the health and safety of its employees. 
Protection of employees from injury or occupational disease is a major continuing 
objective. We will make every effort to provide a safe, healthy work environment. All 
supervisors and workers must be dedicated to the continuing objective of reducing risk 
of injury. Patriot is ultimately responsible for worker health and safety and will take every 
reasonable precaution possible for the protection of our employees.  

We are committed to promoting a safe and healthy workplace for all employees, 
contractors, customers and visitors. In pursuit of our commitment, Patriot will develop, 
implement and enforce such policies and procedures that promote and provide a 
healthier, safer work environment. We understand the importance of safety to the well-
being and productivity of our people and strive to safeguard the workplace from injury 
and malfeasance through dereliction of duty towards safety.   

Patriot will act in compliance with all applicable workplace health and safety legislation.  

Guidelines 

Communication  

Patriot encourages open communication on health and safety issues. It is essential to 
providing an injury-free and productive work environment.  

• Employees that voice or identify a health and safety concern will not be subject to 
retaliation. 

• Health and safety comments will be reviewed by Human Resources. The Human 
Resources team will initiate an investigation on each reported and/or potential 
hazard. 

• Employees are encouraged to inform their supervisor or Human resources of any 
matter they perceive to be an actual or potential workplace hazard. 

• Communication can be written or oral, and may be anonymous, if so desired. 

Employee Responsibilities  

Board Members and Executives/Employers  

• These company officials are responsible for supplying an effective strategy that 
can manage the occupational health and safety concerns of Patriot. 

• They must ensure that resources are allocated and governed properly to achieve 
the health and safety requirements of employees, and that their policies comply 
with Patriot's  legal obligations. 

• Foster a workplace culture of safety, with appropriate leadership. 
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• Review the policies efficacy on an annual basis, and revise where necessary. 
• Ensure that Health and Safety hazards are corrected upon notification of them. 
• Foster a workplace culture of safety, with appropriate leadership. 

Managers/Supervisors  

• Responsibilities include their assistance in developing, implementing, and 
enforcing Patriot policies and procedures. 

• Provide a health and safety orientation to new employees and ensure employees 
receive adequate training in their specific tasks to protect their health and safety. 

• Must continually promote health and safety awareness with instruction, 
information, training and supervision to ensure the safe performance of 
employees. 

• Utilize the process of hazard identification, risk management and incident 
investigation.   

• Perform occupational health and safety inspections of the workplace to identify 
and control any and all hazards to employees. 

• Held accountable for the health and safety of workers under their supervision. 
• Ensure that machinery and equipment are safe and that employees work in 

compliance with established safe work practices and procedures. 
• Ensure that employees receive adequate training in their specific work tasks to 

protect their health and safety. 
• Conduct health and safety meetings. 
• Held accountable for the health and safety of workers under their supervision. 

Human Resources  

• Liaison with government agencies to ensure workplace health and safety 
compliance. 

• Act as an advisor to management on safety and health policy issues. 
• Coordinate health and safety inspections, and follow up to ensure the completion 

of necessary corrective actions. 
• Develop Best Practices. 
• Design and develop accident / incident reports and investigation procedures. 
• Maintain an up-to-date working knowledge of health and safety regulations as 

mandated locally, federally, or by the province / state. 
• Design and develop company policies and procedures on workplace safety and 

health issues. 
• Review injury and illness trends, and identify problem areas and solutions. 

Employees  

• Responsible for compliance with occupational health and safety policies and 
procedures. 

• Learn and follow safe work procedures 
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• Must notify managers of any health and safety concerns, so that they may be 
dealt with promptly. 

• Suggest ways to improve the health and safety program 
• Every employee must protect his or her own health and safety by working in 

compliance with the law and with safe work practices and procedures established 
by the company. 

• Participate in inspections and investigations where appropriate 
• Use appropriate personal protective equipment as required. 
• Report unsafe or potentially hazardous conditions, without fear of reprisal, to their 

Manager or Human Resources. 

All Staff Are Responsible for the Following  

• Completion of required occupational health and safety training. 
• Performance of their duties in a manner conducive to a safe workplace, following 

all safety practices and procedures. 
• Reporting of any incident, injury or hazard as outlined in procedures. 
• Report any acts of violence or harassment in the workplace. 
• Promoting a hazard-free workplace. 
• Learning the posted Emergency Plan (where applicable) detailing their facilities 

procedures pertaining to: Fire, Weather, or Medical Emergency. 

 

2.0 Workplace Risk and Hazard Assessment 

Policy (updated June 2018) 

Intent 

Patriot One Technologies has adopted this policy to ensure that all workplace hazards 
are identified and controlled appropriately. These measures have been taken to ensure 
the ongoing health and safety of our staff.   

Guidelines 

1. To reduce the potential for injuries at Patriot One Technologies, we will conduct a hazard 
assessment of all work areas and work processes. 

2. During the workplace hazard assessment, Patriot One Technologies will work to identify 
potential hazards that exist in work areas, processes and procedures. 

3. Patriot One Technologies employees are required to report any workplace hazards to 
their supervisor or manager. 
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4. Any employee, manager or other person who identifies a workplace hazard or risk should 
complete the Hazard Assessment form and submit it to the manager of the human resources 
department. 

5. Where a hazard is identified, Patriot One Technologies shall assess the hazard, and try to 
determine the possibility of any injuries caused by the hazard, and the level of risk associated 
with the hazard. 

6. Where a hazard creates dangerous working conditions, the work shall be halted until such 
time as it may be controlled effectively. 

7. Patriot One Technologies shall address and resolve workplace hazards using appropriate 
controls either at the source of the hazard, between the source and the worker, or at the worker. 

8. Where possible, Patriot One Technologies shall strive to control hazards at the source. 

9. Patriot One Technologies shall determine appropriate safe work procedures and practices, 
and provide training and education in safe work practices, policies and procedures. 

10. Patriot One Technologies shall provide appropriate personal protective equipment (PPE) as 
necessary. 

11. Employees who are required to wear PPE must do so whenever required, and they must 
wear and use the PPE as directed, correctly and accurately. 

Risk Assessment 

Step 1 – Documentation Review 

The first step in the risk assessment process will be a review all of the organization's policies, 
procedures, worker training records and past incident reports. Reviewing this information will 
allow Patriot One Technologies to uncover potential risks, and valuable insight to be used when 
developing or adjusting the current policies and training. 

Step 2 – Workplace Audit 

Determine the Risks Associated with Similar Workplaces 

Part of the risk assessment will consist of a review of similar workplaces. This will help 
determine potential hazards by understanding the hazards other workplaces have found. A 
review of the controls they have put in place should also be completed. When determining 
similar workplaces, consider companies that provide similar duties, products, services, 
suppliers, environments and customers. 

Determine the Risks Associated at Patriot One Technologies Workplace 

A review of potential hazards and risks should be completed to create an exhaustive list of all 
potentials risks associated with Patriot One Technologies workplace (see below). A review of 
this list with the one created based on similar workplaces will show if any potential hazards were 
missed. Critical incidences should also be reviewed, even though these are rare, safety 
precautions should still be put into place. 
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Determine any other Prescribed Elements that could be Risk Factors 

Other elements that could arise, such as special and annual events, special assignments and 
cross training will also be considered as part of the review, as these special events have their 
own unique risks. 

Step 3 – Employee Survey and/or Interviews 

Information from employees will also be gathered to help identify potential risks and hazards. 
Employees are a valuable source of specific information, since they will have first hand 
experiences and incidents to draw from. This information will be used in when determining a 
hazards rank, probability, and the consequences of the risks. 

Step 4 – Determine Risk 

Rank the Exposure 

1 = Unlikely: A person is exposed to the hazard one time per job or project 

2 = Occasionally: A person is exposed to the hazard two timesper job or project 

3 = Often: A person is exposed to the hazard more than three to five times per job or project 

4 = Frequently: A person is exposed to the hazard five or more times per job or project 

5 = Continual: A person is exposed to the hazard continually 

Determine the Probability of Occurrence 

1 = Unlikely to occur 

2 = Some chance 

3 = Could occur 

4 = Good chance 

5 = Will occur if left unattended 

Determine Potential Consequences 

1 = Insignificant: a person receives a very minor injury, no damage to property 

2 = First aid or minor property damage: a person administers first aid to self 

3 = Injury results in lost time, seeking medical help or significant property damage 

4 = Injury results in permanent disability, serious health effects or property damage 

5 = Injury results in a fatality, or there is major property damage 

Add the Numbers to Determine a Total Risk Rating 
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Serious (11 – 15) means the hazard must be attended to immediately, prior to the 
commencement of the job. Controls must be put into place. A safe job procedure must be in 
place prior to the commencement of the job. 

Moderate (6 – 10) means the hazard requires attention. Controls should be put into place. A 
safe work procedure should be in place prior to the commencement of the job, but could be 
attended to once the job has commenced. Employees must be aware of the hazard. The safe 
work procedure must be in place prior to the completion of the job. 

Low (3 – 5) means the hazard requires monitoring. Controls are recommended. A safe work 
procedure is recommended. 

Hazard 

The term "hazard" refers to the potential to cause harm. In the case of a workplace health 
hazard, the harm is to a worker's health and usually takes the form of an injury or illness.  

Occupational hazards can be divided into two categories:  

• Safety hazards that cause accidents that physically injure workers; 

• Health hazards which result in the development of disease.  

 

Dealing with Workplace Hazards 

There is a three-step process for dealing with workplace hazards: 

1. Identify – Report any workplace hazards to your immediate supervisor. Recognition involves 
both identifying a hazard and determining if there is a possibility of workers being affected by it. 
If there is such a possibility, it must be assessed and if it is found to be significant, the hazard 
must be controlled. Employees are required to report any workplace hazards to their immediate 
supervisor immediately, to reduce the dangers to all other employees.  

2. Assess – Determine the level of risk associated with the hazard. Discontinue work in the 
event that a workplace hazard creates excessive and dangerous work conditions.  

3. Control – Patriot One Technologies will use all elements available to address and resolve 
dangerous workplace hazards. Control can be applied at the source of the hazard, along the 
path between the source and the worker, or at the worker. Control at the source is preferred.  

Hazard Control 

Where a workplace hazard or risk is identified and depending on the risk ranking, Patriot One 
Technologies shall utilize the following process to ensure workplace safety: 

Step 1: Engineering Controls – Where possible, hazards shall be eliminated or mitigated 
through engineering controls, including either the substitution of hazardous materials, work 
processes or equipment used with less hazardous options, the isolation of hazardous work to 
physically remove the worker from the hazard, or through ventilation of the area. 

Step 2: Design of Safe Work and Hygiene Practices – Patriot One Technologies shall design 
safe work practices that provide guidelines for working safely with workplace hazards, and limit 
exposure to hazards. 
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Step 3: Administrative Controls – Patriot One Technologies shall employ administrative controls, 
including job rotation schedules, work-rest cycles and timing of maintenance procedures to limit 
the amount of time that workers are exposed to hazards. 

Step 4: Personal Protective Equipment – Where appropriate, PPE that is designed to reduce, or 
eliminate a hazard shall be provided. 

Step 5: Education and Training – Patriot One Technologies will provide staff with the 
appropriate training and education in safe work practices, and working with or near identified 
workplace hazards. 

Personal Protective Equipment 

Patriot One Technologies will take every reasonable precaution in the circumstances to protect 
workers; this may include requiring them to wear personal protective equipment through the 
course of their job duties.  

All PPE used by this company and its employees will be maintained in accordance with 
manufacturer's instructions and requirements.  

Company-issued PPE will be inspected at the time of issue and before each use by the 
employee.  

All PPE that is damaged, or in need of service or repair will be removed from service 
immediately.  

All PPE that has been removed from service will be tagged "OUT OF SERVICE." Any PPE 
tagged "OUT OF SERVICE" will not be returned to service until repaired and inspected by a 
qualified person.  

Failure to wear the required safety equipment may result in disciplinary action.  

 

Identified Risks and Hazards 

Patriot One Technologies is vitally interested in the health and safety of its staff, clients, and 
visitors. To ensure the risk of all hazards is minimized, the following risks and areas of concerns 
have been identified, and the Company has implemented the controls and practices for each 
concern that are listed below to mitigate or eliminate the risk: 

Identified Risk 
Risk Ranking 

(0 – 15) 
Location Control(s) Implemented 

(Insert identified risk) 
 

(see step 4 
above) 

(Insert location of risk, 
department, etc.) 

(List measures of control 
used to mitigate risk) 

Back strain – lifting 
heavy materials up 
and down stairs and 
around office 

7 Anywhere, in all Patriot 
One Offices 

Training to use proper 
lifting techniques, wearing 
gloves, ask for help as 
needed. Employees are 
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Prohibited Work and Use of Equipment 

Use of large power tools are off-limits (no exceptions), to Patriot employees: e.g. chain saws, 
circular or table saws, large ½” chuck power drills/drill presses, lathes, etc.  As a general rule of 
thumb, power tools above 20v are strictly prohibited. 

Manual jobs requiring 3+ hours’ of labour should be out-sourced to an approved local contractor 
‘handyman.’ 

 

 

required to take safe lifting 
training. 

Drilling, hammering, 
sawing, cutting 

12 Hardware room in all 
Patriot One Offices 

Wear protective eye 
goggles, gloves, training if 
needed on using power 
tools, hire a contractor as 
needed 

Inhalation of saw dust 4 Hardware room in all 
Patriot One Offices 

Wear protective eye 
goggles and face mask.  
Could also wear ear 
protection if using a loud 
cutting saw for an 
extended period of time 

Trip and fall 7 Anywhere, in all Patriot 
One Offices 

Ensure floors are free of 
any potential tripping 
hazards. Be cautious 
when piling building 
materials against wall and 
in working areas.  Keep a 
clear path for fire route.  
Employees are required to 
take trip and fall training. 

Materials falling off 
shelves 

5 Anywhere, in all Patriot 
One Offices 

Ensure that shelves, 
desks etc. are not piled 
too high to prevent 
materials from falling and 
potentially breaking.  
Employees are required to 
take workplace hazard 
awareness training. 

Tools such as drills, 
skill saws, hacksaws, 
hammers, screw 
drivers etc. 
 

8 Hardware room in all 
Patriot One Offices 

Tools must be cleaned up 
and put away in a locked 
tool cabinet every night 
before leaving for the day 
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Contractor Approval Process 

Any work to be completed by contractors or a handyman must be approved by a Manager in 
writing prior to the commencement of the job. 

Trades people completing any work at Patriot must be insured and bonded. 

A local Patriot employee shall provide general supervision whenever tradespeople are on 

premise and are not to be left unattended after hours or on weekends.   

 

Risk vs. Hazard  

Risk  

The hazard posed by some material or situation is its potential to cause harm. Risk is 
the probability, or chance, that a hazard will actually harm someone.   

Removing occupational hazards is only one way of improving worker protection. A more 
practical approach to the limitation of occupational hazards is the control or 
management of the risks that hazards pose.   

Sometimes, in addition to the probability of a hazard causing harm, risk includes a 
consideration of the seriousness of the hazard.   

The consequences of exposure to some hazards may be so harmful that, even if there 
is little chance of a worker being exposed, the risk is so great that extreme precautions 
must be taken to prevent even that small possibility.   

Hazard  

The term "hazard" refers to the potential to cause harm. In the case of a workplace 
health hazard, the harm is to a worker's health and usually takes the form of an injury or 
illness.   

Dealing with Workplace Hazards  

There is a three-step process for dealing with workplace hazards:  

1. Identify – Report any workplace hazards to your immediate supervisor. 
Recognition involves both identifying a hazard and determining if there is a 
possibility of workers being affected by it. If there is such a possibility, it must be 
assessed and if it is found to be significant, the hazard must be controlled. 
Employees are required to report any workplace hazards to their immediate 
supervisor immediately, to reduce the dangers to all other employees.   

2. Assess – Determine the level of risk associated with the hazard. Discontinue 
work in the event that a workplace hazard creates excessive and dangerous work 
conditions.   

3. Control – Patriot One Technologies will use all elements available to address and 
resolve dangerous workplace hazards. Control can be applied at the source of the 
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hazard, along the path between the source and the worker, or at the worker. Control 
at the source is preferred.   

Hazard Control   

Where a workplace hazard is identified, Patriot One Technologies shall utilize the 
following process to ensure workplace safety:  

Step 1: Engineering Controls – Where possible, hazards shall be eliminated or mitigated 
through engineering controls, including either the substitution of hazardous materials, 
work processes or equipment used with less hazardous options, the isolation of 
hazardous work to physically remove the worker from the hazard, or through ventilation 
of the area.   

Step 2: Design of Safe Work and Hygiene Practices – Patriot One Technologies shall 
design safe work practices that provide guidelines for working safely with workplace 
hazards, and limit exposure to hazards.   

Step 3: Administrative Controls – Patriot One Technologies shall employ administrative 
controls, including job rotation schedules, work-rest cycles and timing of maintenance 
procedures to limit the amount of time that workers are exposed to hazards.   

Step 4: Personal Protective Equipment – Where appropriate, PPE that is designed to 
reduce, or eliminate a hazard shall be provided.   

Step 5: Education and Training – Patriot One Technologies will provide staff with the 
appropriate training and education in safe work practices, and working with or near 
identified workplace hazards.   

 

3.0 Health and Safety Representative - 

Committee Policy - British Columbia 

Intent 

This policy has been created to provide information pertaining to the duties and 
responsibilities of Patriot One Technologies’s joint health and safety committee (JHSC). 
Each Canadian province has established health and safety legislation which provides 
clear requirements for organizing the committee, its structure, its meeting frequency, 
and the roles and responsibilities of committee members.  

Guidelines 

In the province of British Columbia, a JHSC is only required for worksites where twenty 
(20) or more employees are regularly employed, or as required by order. In worksites 
with more than nine (9), but fewer than twenty (20) employees present, a worker health 
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and safety representative is required. Patriot One Technologies is committed to 
maintaining the health and wellbeing of its employees. As such, Patriot One 
Technologies has established a joint health and safety committee which includes one-
half worker representative and one-half management representatives. The committee 
has two (2) co-chairs: one selected by the worker representatives and the other by the 
employer representatives. The following document outlines the duties of this 
committee.  

The committee or representative has four (4) principal functions:  

• To identify potential hazards; 
• To evaluate these potential hazards; 
• To recommend corrective action; and 
• To follow up on implemented recommendations. 

Responsibilities and Process  

Duty of the employer – The employer is responsible for providing a safe and healthy 
work place, and for taking all necessary steps to protect the health and safety of 
employees.  

Duty of the employee – Employees must take all reasonable and necessary precautions 
to ensure their own health and safety, as well as those of their fellow employees.  

Health and safety committee – Employers and employees working together to improve 
occupational health and safety in their workplace.  

Health and safety representative  

 

4.0 Reporting Workplace Injuries Policy - 

British Columbia 

Intent 

Patriot One Technologies will comply with all required federal and provincial regulations, 
legislation and workplace compliance issues regarding the correct reporting of any 
workplace injuries, and will strive to prevent any potential workplace injuries through the 
implementation of health and safety policies and programs.  

Definitions 

Workplace Injury  
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Any injury that occurs on Patriot One Technologies premises or during the transaction 
of approved Patriot One Technologies business that requires either first aid or health 
care.  

First Aid  

First aid includes one-time treatment and care for injuries, including but not limited to:  

• Cleaning of minor cuts, scrapes, or scratches with anti-septic 
• Treatment of minor burns 
• Application of bandages and/or dressings 
• Application of ice bags, or other similar devices 
• Application of splints for breaks / sprains 

Health Care  

Health care includes:  

• Services requiring the professional skills of a health care practitioner (e.g., 
doctor, nurse, chiropractor, or physiotherapist) 

• Services provided at hospitals and health facilities 
• Prescription drugs related to the injury 

Guidelines 

Reporting Workplace Injuries  

All Patriot One Technologies staff members are required to complete an Accident 
and/or Incident Report in the event of a health and safety violation that the employee 
has either caused or witnessed.  

Accident and Incident Reports should be filled out and submitted to management 
promptly to ensure the safety of other employees, and to rectify the problem as quickly 
as possible.  

Failure to report health or safety violations will be viewed as gross negligence, and may 
result in disciplinary action up to, and including termination.  

Every worker must immediately report all incidents and near-misses, no matter how 
small, to their immediate Manager and / or the Safety Coordinator.  

Reportable Injuries  

Patriot One Technologies shall report workplace injuries to WorkSafeBC within three (3) 
business days of the occurrence of the injury, or within three (3) business days 
of Patriot One Technologies becoming aware of the injury. The sooner an employee 
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reports an injury to their Manager, the sooner it can be properly reported to the 
appropriate Safety Authorities.  

Injuries that arise, or claimed by the employee to have arisen, out of employment with 
Patriot One Technologies, shall be reported to WorkSafeBC within the appropriate 
timeframe. This includes injuries that result in an employee:  

• Losing consciousness; 
• Being transported to a hospital; 
• Being recommended to go to a hospital; 
• Needing / receiving medical attention; 
• Being unable to return to work for a period of time after the injury; and 
• Breaking an artificial member, eyeglasses, dentures or hearing aid. 

Patriot One Technologies will also report any workplace incident or injury that results in 
an employee requesting to go to the hospital.  

Fatalities or Serious Injuries 

Accidents or incidents that result in the death or serious injury of an employee must be 
immediately reported to the Prevention Emergency Line: 1-604-176-3301 (Lower 
Mainland) or 1-888-621-7233.  

Immediately Reportable (Regardless of Injury)  

Patriot One Technologies shall immediately report the following incidents regardless of 
whether there is an injury:  

• If the incident kills, causes risk of death or seriously injures the employee; 
• A blasting incident; 
• Any unusual event involving explosives; 
• A Major leak of a dangerous substance; 
• A major structural failure, collapse of a structure / equipment etc.; and / or 
• Any serious mishap. 

When notice is not required: 
 
Patriot One Technologies will not report a work-related accident in the event that a 
worker:  

• Receives only first aid 
• Receives first aid and requires modified work at regular pay for seven calendar 

days or less, following the date of accident 

Does not receive first aid, but requires modified work at regular pay for seven calendar 
days or less, following the date of accident.  
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5.0 Workplace Accident Investigation Policy - 

British Columbia 

Intent 

Patriot One Technologies will comply with all required federal and provincial regulations, 
legislation, and workplace compliance issues regarding health and safety, the correct 
reporting of any workplace injuries, and will strive to prevent any potential workplace 
injuries through the implementation of health and safety policies, procedures, and 
programs.   

The Workplace Accident Investigation Policy is intended to provide the correct 
investigatory procedures in the event of a workplace accident/incident. The creation of 
complete documentation, proper reports, and investigations of workplace 
accidents/incidents will increase our overall readiness to identify and resolve workplace 
safety issues, reduce workplace injuries, and increase efficiency.  

Guidelines 

Classification of Accidents/Incidents Requiring Investigations  

The types of workplace accidents/incidents requiring investigations are defined 
in Section 173 of the Workers Compensation Act. These include all occurrences that 
result in:  

• Serious injury or death; 
• Major structural failure or collapse; 
• Major release of a hazardous substance; 
• Blasting accident that caused personal injury; 
• Dangerous incident involving explosives; 
• Driving accident; 
• Any accident or other incident that resulted in injury to a worker requiring medical 

treatment; or 
• Any accident or other incident that did not cause injury to a worker or caused 

only minor injury that did not require any medical treatment, but could have 
caused serious injury or death. 

Responding to Workplace Accidents/Incidents  

The following measures shall be taken in order to address all workplace 
accidents/incidents that meet the criteria provided above that occur at Patriot One 
Technologies.  

http://www.bclaws.ca/civix/document/LOC/complete/statreg/--%20W%20--/Workers%20Compensation%20Act%20%5BRSBC%201996%5D%20c.%20492/00_Act/96492_03.xml
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General Guidelines for Workplace Accident Investigations  

These guidelines are mandated in order to meet the requirements of Section 175 of 
the Workers Compensation Act:  

• Patriot One Technologies will ensure that the investigation is carried out by 
persons knowledgeable about the type of work involved and, if they are 
reasonably available, with the participation of the employer or a representative of 
the employer and a worker representative. 

• Patriot One Technologies will take all steps necessary to: 
• Determine the cause or causes of the incident; 
• Identify any unsafe conditions, acts, or procedures that contributed in any 

manner to the incident; and 
• If unsafe conditions, acts, or procedures are identified, recommend corrective 

action to prevent similar incidents. 
• It is the responsibility of Patriot One Technologies to make every reasonable 

effort to have available for interview by a person conducting the investigation, or 
by an officer, all witnesses to the incident and any other persons whose presence 
might be necessary for a proper investigation of the incident. 

• Patriot One Technologies will record the names, addresses and telephone 
numbers of the persons referred to above. 

Preliminary Investigation and Report  

• Patriot One Technologies will immediately commence a preliminary investigation 
once a workplace accident/incident has occurred, and will complete the 
investigation within 48 hours of the occurrence. 

• The Manager and Health and Safety Representative shall be responsible for 
conducting the preliminary investigation and all subsequent steps in the 
investigation, reporting, and corrective action process. 

• Patriot One Technologies will provide a copy of the preliminary investigation 
report to WorkSafeBC upon request. 

Interim Corrective Action  

• Patriot One Technologies shall identify what corrective action will be undertaken 
between the date of the accident/incident and the date on which the full 
investigation report is submitted. This is deemed to be “interim corrective action”. 

• Patriot One Technologies shall immediately post the interim Corrective Actions 
Report in the workplace. 

• If Patriot One Technologies takes interim corrective action, Patriot One 
Technologies shall submit a report to WorkSafeBC that includes a description of 
the unsafe conditions, acts, or procedures that resulted in the corrective action, 
the interim corrective action taken, and the date that the corrective action was 
completed. 

http://www.bclaws.ca/civix/document/LOC/complete/statreg/--%20W%20--/Workers%20Compensation%20Act%20%5BRSBC%201996%5D%20c.%20492/00_Act/96492_03.xml
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• During the interim period between the accident/incident and the submission of 
the investigation report, Patriot One Technologies will take all actions reasonably 
necessary to prevent a recurrence of the incident. 

• If necessary, Patriot One Technologies will implement a full or partial shutdown 
of the workplace, which may include removing equipment or reassigning workers 
if only some of the unsafe conditions that led to the accident can be identified, or 
if the unsafe conditions can only be identified in broader or more general terms. 

Full Investigation and Report  

• Patriot One Technologies will undertake a full investigation of the workplace 
accident/incident immediately following the completion of the preliminary 
investigation. 

• The investigation shall determine the cause or causes of the accident/incident, 
and identify unsafe conditions, acts, or procedures that significantly contributed 
to the incident. 

• A copy of the full investigation report shall be provided to the joint committee, 
worker health and safety representative, or shall be posted in the workplace, as 
applicable. The report shall include: 

• The unsafe conditions, acts, or procedures that made the corrective action 
necessary; 

• The corrective action taken to prevent the recurrence of similar incidents; 
• The names and job titles of the persons responsible for implementing the 

corrective action following the full investigation; and 
• The date corrective action was taken. 
• Patriot One Technologies will submit a full investigation report to WorkSafeBC 

within 30 days of the incident, unless an extension is granted. 

 

6.0 Right to Refuse Unsafe Work Policy 

Intent 

In accordance with the Occupational Health and Safety Act,(Ontario) and 
the Occupational Health and Safety Regulation (British Columbia) in the event that 
a Patriot employee encounters unsafe working conditions, or where the required 
equipment, tools or machinery present a serious health and safety concern, the 
employee shall have the right to refuse any work that they believe to be unsafe.  

The Right to Refuse Unsafe Work Policy applies to Patriot One Technologies, its 
employees, vendors, visitors and clients who are on the Company's premises or acting 
on behalf of the Company at all times and without exception.  

Definitions 

http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_90o01_e.htm


Page 20 of 59 
 

Imminent Danger: is defined in relation to any occupation as:  

• A danger that is not normal for that occupation, or 
• A danger under which a person engaged in that occupation would not normally 

carry out the person's work. 

Guidelines 

Any Patriot One Technologies employee can refuse to work if they have a reasonable 
belief that one or more of the following situations exist:  

• Machinery, equipment or tools required in the performance of job duties present 
a safety hazard and their use may cause an injury to the worker or those nearby. 

• The working conditions are unsafe, and may cause an injury to the worker or 
those nearby. 

• The workplace conditions or machinery, equipment or tools represent a violation 
of the Ontario Occupational Health and Safety Act regulations, and represent a 
physical danger to the health and safety of the worker or those nearby. 

• The worker has a reasonable expectation that the work would place them in 
danger of physical harm. 

Work Refusal Procedure  

In the event of work being refused or stopped, the following actions are required of 
employers and employees, as per the guidelines stated by the Ontario Ministry of 
Labour or the Occupational Health and Safety Regulations (BC):   

Employees  

1. Inform your supervisor or manager of the work refusal immediately, and provide 
an explanation detailing the rationale behind the refusal. 

2. Stay nearby in a safe place until an investigation has been completed.  

In the event that you are unsatisfied with the results of the investigation, you may 
continue to refuse the work provided where you have reasonable grounds to base the 
continued refusal on. 

Management/Supervisors  

1. Patriot One Technologies management or supervisors shall conduct an 
investigation into the situation immediately after learning of the refusal and shall 
work to find an effective, safe and mutually agreeable resolution to the issue in 
the presence of the worker and one of the following:  

• Joint committee member that represents the workers 
• Health and safety representative 
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• Another worker that has been chosen by his peers (or union) to represent the 
workers 

2. In the event that an employee is unsatisfied with the resolution and continues to 
refuse the work, Patriot One Technologies management or supervisors must 
contact a Ministry of Labour (MOL) inspector or WorkSafe BC Officer and notify 
them of the situation, and request that they provide assistance.  

3. While awaiting the arrival and findings of the MOL inspector or BC 
Officer, Patriot management or supervisors may assign other reasonable work 
during normal work hours for the employee that has refused work.  

4. The MOL inspector or BC Officer will conduct an investigation to determine if the 
work is either safe, or unsafe and presents a danger to the health and safety of 
the employee. The findings of the investigation must be provided in writing, to 
both thePatriot employee, management or supervisor, and the health and safety 
representative. In the event that the work is determined to be safe, the employee 
shall be expected to return to work.  

Continuing Work That Has Been Refused  

1. In the event that work has been refused, Patriot management or a supervisor has 
investigated the situation, provided a resolution to the issue, and the worker 
continues to refuse the work, then the Patriot One Technologies management or 
supervisors may ask another worker to perform the refused work while waiting for 
the inspector to investigate and give a decision on the continued refusal. 

2. Where a second worker is asked to perform work that has been refused, the 
second worker must be informed of the initial work refusal, and the reasons for 
the refusal. This information must be provided in the presence of a health and 
safety representative. 

3. The second worker also has the right to refuse the work.  

Payment for Refused Work  

• The employee who has refused work is entitled to payment at their appropriate 
rate. 

• A person acting as a worker representative during a work refusal is paid at either 
the regular or the premium rate, whichever is applicable. 

• Patriot is not required to continue payment in the event that the refused work has 
been inspected and ruled safe by a Ministry of Labour inspector or BC officer. 

Discipline for Refusal to Work  

Patriot employees will not be disciplined for refusing to work if they have a reasonable 
belief that the work is unsafe or could endanger themselves or others.  
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Patriot employees are required to work in accordance with the regulations set forth by 
the Ontario/ Occupational Health and Safety Act, and have the rights to seek their 
enforcement.  

Patriot shall not penalize, dismiss, discipline, suspend or threaten to do any of these 
things to a worker who has obeyed the law, and regulations of the OHSA.  

In the event that a work refusal was made in bad faith, or if the worker continues to 
refuse the work after the Ministry of Labour inspector or BC officer finds that the work is 
unlikely to endanger the worker, Patriot may elect to utilize disciplinary action(s) up to 
and including termination of employment with cause.  

 

7.0 Workplace Bullying, Harassment, 

Violence, and Improper Activity or 

Behaviour Policy - BC 

Intent 

Patriot One Technologies is dedicated to ensuring that employees can complete their 
duties in a safe environment, without fear of bullying, harassment, violence, or improper 
activity or behaviour. As such, Patriot One Technologies will not tolerate and is 
dedicated to preventing any instances of bullying, harassment, violence, or improper 
activity or behaviour in the workplace. All employees of Patriot One Technologies share 
in the responsibility to ensure that our workplace is a safe and welcoming place to work. 
Employees are responsible for reporting any instances of bullying, harassment, 
violence, and improper activity or behaviour, whether they were the target or they were 
witness to the incident. In all cases where a complaint of bullying, harassment, violence, 
or improper activity or behaviour is made in good faith, the employee will not be 
disciplined or retaliated against in any way.  

Our Workplace Bullying, Harassment, Violence, and Improper Activity or Behaviour 
Policy is not meant to stop free speech or to interfere with everyday interactions. 
However, what one person finds offensive, others may not. Usually, bullying, 
harassment, violence, and improper activity or behaviour can be distinguished from 
normal, mutually acceptable socializing. It is important to remember it is the perception 
of the receiver of the potentially offensive message, be it spoken, a gesture, a picture or 
some other form of communication which may be deemed objectionable or unwelcome, 
that determines whether something is acceptable or not.  

This policy is written in compliance with the Workers Compensation Act, Occupational 
Health and Safety Regulation of British Columbia.  

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/296_97_00
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/296_97_00
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Definitions 

Bullying and harassment: Any inappropriate conduct or comment by an individual 
towards an employee that caused or has the potential to cause that employee to be 
humiliated or intimidated.  

Bullying and harassing behaviours include but are not limited to:  

• Verbal aggression or yelling; 
• Humiliating actions or practices; 
• Hazing; 
• Spreading malicious rumours; or 
• Using derogatory names towards someone. 

Bullying and harassing behaviours do not include:  

• Expressing differences of opinions; 
• Offering constructive feedback, guidance, or work-related advice about 

behaviour; or 
• Reasonable action taken by Patriot One Technologies or a supervisor relating to 

management and direction of employees or the place of employment (e.g., 
counselling, managing a worker’s performance, taking reasonable disciplinary 
actions, assigning work, implementation of disciplinary actions). 

Cyberbullying: Bullying that occurs through the use of electronic communication (e-mail, 
text messaging, social networking, etc.). Incidents of cyberbullying should be reported 
and will be investigated in accordance to the procedures outlined within this policy.  

In general, if you are not sure whether certain actions are considered bullying, ask 
yourself   whether or not a reasonable person would consider the actions taken to be 
acceptable or unacceptable.  

Workplace violence: As defined in the Worker’s Compensation Act, Occupational Health 
and Safety Regulation(Part 4.27) “violence means the attempted or actual exercise by a 
person, other than a worker, of any physical force so as to cause injury to a worker, and 
includes any threatening statement or behaviour which gives a worker reasonable 
cause to believe that he or she is at risk of injury.”  

Violence could include, but is not limited to:  

• Physical acts (e.g., hitting, shoving, pushing, kicking, sexual assault); 
• Any threat, behaviour, or action which is interpreted to carry the potential to harm 

or endanger the safety of others, result in an act of aggression, or destroy or 
damage property; or 

• Disruptive behaviour that is not appropriate to the work environment (e.g., yelling 
or swearing). 

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/296_97_00
http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/296_97_00
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Discrimination: In accordance with British Columbia’s Human Rights Code, 
discrimination occurs when someone is treated differently or poorly because of one of 
the following:  

• Race; 
• Colour; 
• Ancestry; 
• Place of origin; 
• Political belief; 
• Religion; 
• Family or marital status; 
• Physical or mental disability; 
• Sex; 
• Sexual orientation; 
• Age; 
• Conviction of a criminal or summary conviction offence that is unrelated to the 

employment or to the intended employment of that person; 
• Gender identity; or 
• Gender expression. 

Improper activity or behaviour:  

a)The attempted or actual exercise by a worker towards another worker of any 
physical force so as to cause injury, and includes any threatening statement or 
behaviour which gives the worker reasonable cause to believe he or she is at risk 
of injury; and  

b)Horseplay, practical jokes, unnecessary running or jumping or similar conduct.  

Application of this Policy 

This policy applies to all individuals working for the organization, including frontline 
employees, temporary employees, contract service providers, contractors, all 
supervisory personnel, managers, officers, and directors. The organization will not 
tolerate bullying, harassment, violence, or improper activity or behaviour, whether 
engaged in by fellow employees, managers, officers, directors, or contract service 
providers of the organization.  

Patriot One Technologies will not tolerate any form of bullying, harassment, 
discrimination, violence, or improper activity or behaviour against job candidates and 
employees on any grounds mentioned above, whether during the hiring process or 
during employment. This commitment applies to such areas as training, performance, 
assessment, promotions, transfers, layoffs, remuneration, and all other employment 
practices and working conditions.  

For the purposes of this policy, bullying, harassment, violence, and improper activity or 
behaviour can occur:  

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_96210_01
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• At the workplace; 
• At employment-related social functions; 
• In the course of work assignments outside the workplace; 
• During work-related travel; 
• Over the telephone, if the conversation is work-related; or 
• Elsewhere, if the person is there as a result of work-related responsibilities or a 

work-related relationship. 

Guidelines 

At Patriot One Technologies, we believe that employees have the right to work without 
fear of bullying, harassment, violence, or improper activity or behaviour. These incidents 
can possibly cause some, or all, of the following detrimental effects:  

• Increased absenteeism due to disturbed sleep patterns, or a fear of going to 
work; 

• A lack of productivity due to reduced concentration, confidence, or morale; 
• An increase in turnover as employees no longer want to work in the same place 

as the person who is bullying or harassing them; 
• An increased likelihood of illness or injury due to stress; 
• Harmful eating (e.g., a loss of appetite, or overeating or bingeing); 
• Psychological effects that turn into physical symptoms (e.g., psychosomatic 

stomach pains or headaches); 
• Substance dependency issues (increased use of alcohol or drugs); 
• Feelings of shock, anger, frustration, vulnerability, etc.; 
• Panic or anxiety; and 
• Clinical depression (and possible suicidal thoughts). 

Risk Assessment  

The company will conduct a risk assessment of the work environment to identify any 
issues related to potential violence, bullying, harassment, or improper activity or 
behaviour that may affect the operation, and will institute measures to control any 
identified risks to employee safety. This information will be provided to the joint health 
and safety committee or safety representative.  

The risk assessment may include review of records and reports (e.g., security reports, 
employee incident reports, staff perception surveys, health and safety inspection 
reports, first aid records, or other related records). Specific areas that may contribute to 
risk of violence, bullying, harassment, or improper activity or behaviour may include 
contact with the public, exchange of money, receiving doors, working alone or at night, 
etc. Research may also include a review of similar workplaces with respect to their 
history of violence.  

In an effort to provide support to all of our employees, Patriot One Technologies 
recognizes that domestic violence is a serious issue that our employees may face. 
Domestic violence that occurs outside of the workplace and beyond an employee’s 
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assigned work duties is not considered workplace violence; however, if domestic 
violence occurs within our workplace, we have a duty to respond. If we learn of an 
incident of domestic violence, we are committed to assessing the risk that it may pose 
to our employees.  

Patriot One Technologies will communicate information relating to a person with a 
history of violence where:  

• Workers may reasonably be expected to come into contact with the person in the 
performance of their job duties; and 

• There is a potential risk of workplace violence as a result of interactions with the 
person     with a history of violence. 

The company will only disclose personal information that is deemed reasonably 
necessary to protect the worker from physical harm.  

Seeking Immediate Assistance  

Canada’s Criminal Code deals with matters such as violent acts, threats, and 
behaviours (such as stalking). The police should be contacted immediately when an act 
of violence has occurred in the workplace or when someone in the workplace is 
threatened with violence. If an employee feels threatened by a co-worker, volunteer, 
contractor, student, vendor, visitor, client, or customer, then an immediate call to “911” 
is required.  

Responsibilities  

Patriot One Technologies shall:  

• Not engage in any form of bullying, harassment, violence, or improper activity or 
behaviour; 

• Develop and maintain policy statements on bullying, harassment, and violence; 
• Take steps to prevent and minimize bullying, harassment, violence, and improper 

activity or behaviour; 
• Develop, implement, and maintain procedures for reporting incidents and 

complaints; 
• Develop, implement, and maintain procedures for investigating incidents and 

complaints; 
• Ensure supervisors and employees are aware of steps to prevent bullying, 

harassment, violence, and improper activity or behaviour in the workplace; 
• Ensure employees and supervisors are properly trained in recognizing the 

potential for bullying, harassment, violence, and improper activity or behaviour; 
• Ensure supervisors and employees are aware of how to respond to incidents, 

and procedures for reporting; and 
• Review this policy and procedures annually. 

Supervisors shall:  
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• Not engage in bullying, harassment, violence, or improper activity or behaviour of 
any kind; 

• Comply with the policies and procedures in place for Patriot One Technologies 
regarding bullying, harassment, violence, and improper activity or behaviour; 

• Promote a respectful and safe working environment; 
• Ensure employee adherence to the Workplace Bullying, Harassment, Violence, 

and Improper Activity or Behaviour Policy; 
• Investigate complaints of bullying, harassment, violence, and improper activity or 

behaviour promptly and impartially; 
• Maintain a confidential file for complaints of harassment, bullying, violence, and 

improper activity or behaviour investigations completed, and actions taken; 
• Report the incident to police where appropriate; and 
• Apply appropriate disciplinary action where appropriate. 

Employees shall:  

• Treat others with respect, and contribute to a respectful and safe work 
environment; 

• Report all acts of bullying, harassment, violence, and improper activity or 
behaviour to management; and 

• Comply with Patriot One Technologies’s policies and procedures regarding 
workplace bullying, harassment, violence, and improper activity or behaviour. 

Witnessing Bullying, Harassment, Violence, or Improper Activity or Behaviour  

It is the responsibility of all employees of Patriot One Technologies to promote a 
respectful and productive workplace. When employees do not speak up about the 
presence of bullying, harassment, violence, or improper activity or behaviour, the 
employees tacitly condone the actions, and such actions may become more 
widespread.  

Any employee who witnesses bullying, harassment, violence, or improper activity or 
behaviour is directed to:  

1.Offer the person support and inform them that you witnessed the incident.  

2.Encourage the person to come forward and let them know that you will be a 
witness and will provide a statement in the event of an investigation.  

3.In some cases, where the person decides to confront the individual informally, you 
may be asked to be a witness to the conversation (or as support).  

4.Where the person does not wish to make a complaint, it is still important that 
management is aware of the bullying, harassment, violent act, or improper 
activity or behaviour taking place in the workplace. Tell your manager or a 
member of human resources what you witnessed so that this type of behaviour 
can be eliminated at Patriot One Technologies as soon as possible.  
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Reporting Bullying, Harassment, Violence, or Improper Activity or Behaviour  

Informal:  

If you are being bullied or harassed, or have been a victim of violence or improper 
activity or behaviour:  

• Immediately inform the person perpetrating the actions that their actions are 
unacceptable to you. 

• Describe the specific actions that they took that caused you to feel 
uncomfortable. When confronted, in many instances, the person will stop. 
Sometimes a person is unaware that they are acting unacceptably. This may also 
prevent the act from escalating and possibly becoming dangerous. 

• It is important to keep a record of dates and times where you have spoken to the 
person who has committed the act of bullying, harassment, violence, or improper 
activity or behaviour and inform your manager or supervisor or human resources 
of what occurred. 

If the actions continue, employees should use the formal reporting process.  

Formal:  

If bullying, harassment, violence, or improper activity or behaviour either continues to 
occur after a conversation with the individual, or is extreme or dangerous in nature, 
employees must report it immediately.  

Process:  

• Speak with your supervisor or manager or with human resources, and report the 
incident. 

• If your supervisor or manager is the cause of the concern, speak with another 
member of management to report the incident. 

• Write out a statement detailing the incidents including: 
• The names of the parties involved; 
• Any witnesses to the incident; 
• The location, date, and time of the incident; 
• Details about the incident (behaviour or words used); and 
• Any additional details that would help with an investigation. 
• A fact-finding investigation will be instigated. 
• Where it is determined that the person has contravened the law, the appropriate 

authorities will be contacted. 
• All complaints shall be taken seriously and investigated fairly. 
• Employees who submit a report or complaint of bullying, harassment, violence, or 

improper activity or behaviour shall not be subject to any form of reprisal or 
retaliation as a result of the complaint. 
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Employees should be aware that Patriot One Technologies does not support any 
retaliatory actions even where the complainant has not used any of the reporting 
mechanisms.  

Investigating Reports of Bullying, Harassment, Violence, or Improper 
Activity or Behaviour 

Once a written complaint has been received, Patriot One Technologies will complete a 
thorough investigation. The investigation will begin immediately after receiving the 
complaint. Bullying, harassment, violence, and improper activity or behaviour will not be 
ignored. Silence can, and often is, interpreted as acceptance. The investigation will be 
conducted in a timely manner.  

For the purposes of this section, the following definitions apply:  

Complainant: The person who has made a complaint about another individual whom 
they believe has bullied or harassed them, or committed an act of violence or improper 
activity or behaviour against them.  

Respondent: The person whom another individual has accused of committing an act of 
bullying, harassment, violence, or improper activity or behaviour.  

The investigation will include:  

• Informing the respondent of the complaint; 
• Interviewing the complainant, any person involved in the incident, and any 

identified witnesses. 
• Interviewing any other person who may have knowledge of the incidents related 

to the complaint or any other similar incidents. 

A copy of the complaint, detailing the complainant’s allegations, will then be provided to 
the respondent.  

• The respondent is invited to reply in writing to the complainant’s allegations, and 
the reply will be made known to the complainant before the case proceeds 
further. 

• The company will do its best to protect from unnecessary disclosure the details of 
the incident being investigated and the identities of the complaining party and 
alleged respondent. 

• During the investigation, the complainant and the respondent will be interviewed, 
as will any possible witnesses. Statements from all parties involved will be taken 
and a decision will be made. 

• Where it is determined that harassment has occurred, a written report of the 
remedial action will be given to the employees concerned. 

All documents related to the formal investigation will be maintained in a sealed envelope 
within a locked cabinet.  
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Disciplinary Actions  

If the findings of the investigation indicate that a violation of the Workplace Bullying, 
Harassment, Violence, and Improper Activity or Behaviour Policy has occurred, 
immediate and appropriate disciplinary action, up to and including dismissal, shall be 
administered. Other corrective actions may include an employee transfer (where the 
complainant desires the transfer, it shall be provided to them but in all other cases, the 
respondent will be transferred). In addition, Patriot One Technologies will monitor the 
situation between the employees to ensure that the action does not reoccur. Corrective 
actions shall be proportional to the severity or frequency of the offence.  

Appeal Process  

If the complainant or respondent have worked with the process and feel that it has failed 
at some point, or that the corrective action is not consistent with the incident that led to 
the original complaint, an appeal process is in place. The employee must complete a 
written complaint form and submit it to senior management. The form should include all 
of the reasons why the employee did not feel that the process was equitable. Where 
necessary, further investigation will be instigated.  

Fraudulent or Malicious Complaints 

This Workplace Bullying, Harassment, Violence, and Improper Activity or Behaviour 
Policy must never be used to bring fraudulent or malicious complaints against 
employees. It is important to realize that unfounded or frivolous allegations of bullying, 
harassment, violence, or improper activity or behaviour may cause both the accused 
person and the company significant damage. If the company determines that any 
employee has knowingly made false statements regarding an allegation of bullying, 
harassment, violence, or improper activity or behaviour, immediate disciplinary action 
will be taken. As with any case of dishonesty, disciplinary action may include immediate 
dismissal without further notice.  

Confidentiality  

Patriot One Technologies will attempt, in all cases, to maintain the confidentiality of the 
complainant and respondent. While it is not always possible to do so when soliciting 
witness statements, Patriot One Technologies will not release any information to other 
employees which would jeopardize the confidentiality of the parties involved. Where it is 
determined that legislation or law was contravened, Patriot One Technologies will 
supply any and all evidence to the authorities as necessary, in accordance with PIPA.  

Providing Support  

Patriot One Technologies is committed to the wellbeing of all of our employees; as 
such, where there has been an incident of bullying, harassment, violence, or improper 
activity or behaviour, we will ensure that the necessary support is provided to 
employees. Employees who feel adverse symptoms as a result of an incident are 

http://www.bclaws.ca/EPLibraries/bclaws_new/document/ID/freeside/00_03063_01
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encouraged to speak with human resources or another member of management so that 
the necessary support can be provided.  

Training  

Patriot One Technologies will provide training on the Workplace Bullying, Harassment, 
Violence, and Improper Activity or Behaviour Policy, ensuring that:  

a)Employees understand the contents of the policy;  

b)Employees, supervisors, and managers recognize bullying and harassment in the 
workplace;  

c)Employees know how they can respond to and report incidents of bullying, 
harassment, violence, and improper activity or behaviour;  

d)Employees understand how the company will respond to and investigate reports of 
bullying, harassment, violence, and improper activity or behaviour;  

e)Supervisors and managers are adequately trained on how to respond to and 
investigate reports of bullying, harassment, violence, and improper activity or 
behaviour; and  

f)Supervisors and managers are adequately trained on how to provide support for 
employees who may suffer from adverse symptoms as a result of bullying, 
harassment, violence, or improper activity or behaviour.  

Policy Review  

Patriot One Technologies will review the contents of this policy annually, or sooner, in 
the event of any incident occurring, or when there are legislative changes related to 
bullying, harassment, violence, or improper activity or behaviour in the workplace.  

 

8.0 Duty of Persons Directing Work Policy 

Intent 

Patriot One Technologies will comply with all federally- and provincially-mandated 
workplace compliance regulations and legislation, and will ensure that our management 
staff members have been made aware of their obligations under the law. This policy 
(previously known as Bill C-45) is designed to outline the legal obligation of 
management staff to ensure the ongoing health and safety of all employees under their 
direction.  

Guidelines 
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Bill C-45 Defined  

Bill C-45 is federal legislation that amends the Canadian Criminal Code. Bill C-45 
became law on March 31, 2004 and is now the new Section 217.1 in the Criminal Code 
which reads:  

"217.1 Every one who undertakes, or has the authority, to direct 
how another person does work or performs a task is under a legal 
duty to take reasonable steps to prevent bodily harm to that person, 
or any other person, arising from that work or task."  

The bill established new legal duties for workplace health and safety, and imposes 
serious penalties for violations that result in injuries or death. It also establishes rules for 
attributing criminal liability to organizations, including corporations, for the acts of their 
representatives and also creates a legal duty for all persons directing work to take 
"reasonable steps" to ensure the safety of workers and the public.  

Main Provisions of Bill C-45 (Section 217.1 in the Criminal Code) 

Bill C-45 (Section 217.1 in the Criminal Code):  

• Creates rules for establishing criminal liability to organizations for the acts of their 
representatives. 

• Establishes a legal duty for all persons "directing the work of others" to take 
reasonable steps to ensure the safety of workers and the public. 

• Sets out the factors that courts must consider when sentencing an organization. 

• Provides optional conditions of probation that a court may impose on an 
organization. 

The most significant amendments to the Criminal Code are:  

• Company representatives acting in any supervisory capacity whatsoever are now 
subject to a strict duty of care, and 

• Corporations and other organizations are exposed to broader liability, not only for 
the actions or omissions of their "directing minds" (i.e., executives and 
management), but also for the actions or omissions of lower level employees, as 
well as agents and contractors. 

These amendments are of great significance to employers and to individual supervisors 
who are now subject to meaningful criminal sanctions in the sphere of occupational 
health and safety.  

Criminal Liability under Bill C-45 
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Bill C-45 represents the federal government's effort to ensure that the weight of criminal 
sanctions can be more readily brought to bear in cases of serious health and safety 
violations.  

In that regard, the amendments expand the personal liability of supervisors at all levels, 
by   establishing a broad duty of care applicable to "everyone who undertakes, or has 
the authority, to direct how another person does work or performs a task".  

Broadened Personal Liability 

Bill C-45 expands the direct application of criminal punishment to individuals within 
organizations. In that regard, it expressly prescribes the following duty of care:  

Everyone who undertakes, or has the authority, to direct how another person does work 
or performs a task is under a legal duty to take reasonable steps to prevent bodily harm 
to that person, or any other person arising from that work or task.  

This duty is broad enough to include officers, managers, and any other employee who 
functions in a supervisory capacity. Failure to meet the duty can form the basis of 
criminal negligence charges which can attract lengthy prison sentences, i.e., criminal 
negligence causing bodily harm is punishable by up to 10 years in prison, and the 
maximum penalty for criminal negligence causing death is life imprisonment.  

Responsibilities under Bill C-45 

Employees:  

• Responsibility to work in compliance with OHS acts and regulations 

• Responsibility to use personal protective equipment and clothing as directed by 
the employer 

• Responsibility to report workplace hazards and dangers 

• Responsibility to work in a manner as required by the employer and use the 
prescribed safety equipment. 

Employees have the following three basic rights:  

1. Right to refuse unsafe work  

2. Right to participate in the workplace health and safety activities as a worker health 
and safety representative  

3. Right to know, or the right to be informed about, actual and potential dangers in 
the workplace  
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Manager/Supervisor:  

• Must ensure that workers use prescribed protective equipment devices 

• Must advise workers of potential and actual hazards 

• Must take every reasonable precaution in the circumstances for the protection of 
workers. 

Managers and supervisors act on behalf of the employer, and hence have the 
responsibility to meet the duties of the employer as specified in the Act.  

Patriot One Technologies shall:  

• Establish and maintain at least one health and safety representative 

• Take every reasonable precaution to ensure the workplace is safe 

• Train employees about any potential hazards and in how to safely use, handle, 
store and dispose of hazardous substances and how to handle emergencies 

• Supply personal protective equipment and ensure workers know how to use the 
equipment safely and properly 

• Immediately report all critical injuries to the government department responsible 
for OHS 

• Appoint a competent supervisor who sets the standards for performance, and 
who ensures safe working conditions are always observed. 

 

9.0 Smoke-Free Workplace Policy – 
British Columbia 

Note: This policy contains some content that reflects amendments to 
British Columbia’s Occupational Health and Safety Regulation. These 
changes came into effect on May 1, 2017. 

Intent 

Patriot One Technologies maintains a commitment to the health and safety of all its employees. 
Smoking has been scientifically proven to be harmful to the health of smokers, and non-
smokers who come into contact with second-hand smoke. In the interest of promoting a safe 
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and healthy work environment, Patriot One Technologies has adopted a smoke-free workplace 
that abides by the Tobacco Control Act of British Columbia and the Ministry of Health’s 
guidelines. This policy also covers the use of cannabis and cannabis-related products. 

Definitions 

Activated e-cigarette: An e-cigarette in which an e-substance is being vapourized. 

Cannabis: Refers to the plant cannabis sativa. 

E-cigarette: A product or device, whether or not it resembles a cigarette, containing an 
electronic or battery-powered heating element capable of vapourizing an e-substance for 
inhalation or release into the air, or  any prescribed product or device similar in nature or use. 

Fully or substantially enclosed: If the structure has a roof or other type of covering and more 
than 50% of the “nominal wall space” prevents the air from flowing easily through it.  

Nominal wall space: Length in metres of the perimeter of the space multiplied by 2.7 metres.  

Tobacco: Tobacco leaves, or products produced from tobacco, in any form or for any use .  

Guidelines 

• Smoking, holding lighted tobacco or cannabis, holding an activated e-cigarette, and 
using an e-cigarette shall be prohibited on all company premises. This is applicable to all 
employees, guests, contractors, and customers. 

• This policy extends to include any hotel rooms or rental cars booked for company 
business purposes or any other location booked or being used to conduct Patriot One 
Technologies business.  

• Patriot One Technologies employees are prohibited from smoking in any fully or 
substantially enclosed public places and workplaces when on company time. This 
includes but is not limited to (Insert any restricted areas where people have been 
smoking or may smoke).  

• Patriot One Technologies prohibits smoking within six (6) metres of any doorways, open 
windows, or air intakes. 

• Patriot One Technologies employees are prohibited from smoking in any company 
vehicle.  

• Employees are also prohibited from smoking in personal vehicles while using the vehicle 
to conduct company business and passengers are present in the vehicle. 

• The prohibition on smoking in vehicles is not limited to whether or not the vehicle is in 
motion, stopped, or parked, or whether or not the windows in the vehicle are open or 
closed.  

• Patriot One Technologies has no intention to influence the actions of employees’ 
smoking habits outside of the workplace, and will not pursue disciplinary action for those 
who smoke off of Patriot One Technologies premises.  

• Patriot One Technologies will not discharge employees, or refuse to hire applicants on 
the grounds that they smoke. 

Violations  
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In the event of a violation of this policy, Patriot One Technologies may pursue disciplinary 
action, up to and including termination of employment. Employees who witness violations are 
required to report the infraction to their manager, or the human resources director.  

 

10.0 Safe Driving Policy 

Intent 

Patriot One Technologies has adopted this policy to provide our employees with a set of 
guidelines to ensure the safe operation of motor vehicles while under the employ of 
Patriot One Technologies, and to provide a set of procedures for acceptable use while 
travelling on Patriot One Technologies business.  

Guidelines 

Any Patriot employee that operates a personal vehicle while conducting Patriot One 
Technologies business is required to:  

• Comply with this policy and its associated procedures; 
• Know and abide by all driving laws in all areas where they operate vehicles while 

conducting company business; 
• Hold a valid driver's license in good standing, and the license held must be valid 

for the type of motor vehicle being used; 
• Carry their license at all times; 
• Maintain the appropriate level of insurance; 
• Notify managers of any health and safety concerns (unsafe or potentially 

hazardous), so that they may be dealt with promptly; 
• Use appropriate safety equipment as required; 
• Report any incident, injury or hazard; 
• Conduct a walk-around inspection prior to operating a vehicle; 
• Wear a seatbelt all times, including all stages of pregnancy, and ensure that 

passengers do the same; 
• Drive with the headlights on at all times; 
• Secure cargo inside, or on, Patriot One Technologies's vehicles; 
• Adjust headrests so the top of the rest is level with the top of the drivers and/or 

passengers head; and 
• Drive in a safe and courteous manner at all time. 

Only authorized employees of Patriot One Technologies are allowed operate a Patriot 
One   Technologies owned and operated vehicle or a personal vehicle while conducting 
Patriot One Technologies business. If unauthorized personnel are caught driving a 
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Company vehicle, the authorized employee whose vehicle it is will be subject to 
disciplinary action, up to and including termination of employment.  

Safe Driving Techniques  

Drivers are expected to employ safe driving techniques at all times while operating 
Patriot One Technologies owned and operated vehicles, or while operating personally 
owned vehicles while on Patriot One Technologies business. Examples of safe driving 
techniques include, but are not limited to:  

• Maintaining a safe following distance between them and the vehicle in front of 
them, using the 3-6 second rule, depending on Passengers 

While using personal vehicles for business purposes, Patriot employees are 
(prohibited from carrying /allowed to carry) passengers, including clients.  

Distractions  

• vehicle length; 
• Checking blind spots and signalling in advance before changing lanes; 
• Driving within the posted speed limit at all times; 
• Operating the vehicle at speeds that are safe for the conditions, recognizing that, 

in some circumstances (e.g. rain or fog) this may be below the posted speed 
limit; 

• Avoiding risk-taking when driving. 

Use of Mobile Phones  

Patriot One Technologies strictly prohibits the use of handheld mobile devices while 
operating a vehicle on Patriot One Technologies business. This includes using the 
device to talk, text, type dial or e-mail at any point when driving, including at stop signs 
or lights.  

Drivers are permitted to use hands-free communication devices such as a cell phone 
with an earpiece, headset or Bluetooth using voice dialing or while being plugged into a 
vehicle's sound system.  (Voice activated devices are the safest form of hands-free 
communication; however, in the event that it must be turned on manually, drivers are 
only permitted to push a button to activate or deactivate the device's function. Button 
activated devices must be securely mounted in an easily accessible place that does not 
require the driver to adjust their position to reach.)  

If an employee is driving and must make a manual phone call they must first pull over or 
stop in a safe area where they are not impeding traffic or are unlawfully parked. 
Employees are discouraged from stopping on the shoulder of busy highways, unless in 
the event of an emergency.  
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The only exemption from this policy is in the event that the driver must call 9-1-1 due to 
an emergency and where the driver cannot stop to make said call.  

Display Screens  

Patriot One Technologies strictly prohibits employees from viewing display screens 
which are unrelated to driving (e.g. laptop or DVD screens). Drivers are never permitted 
to have their laptops open and/or in use while driving. Laptops should be shut off and 
safely stored.  

In the event that a laptop must be used, the driver must stop in a safe location which 
does not impede traffic or is an unlawful parking area.  

Global Positioning System (GPS)  

Global Positioning Systems may be used only if the device is properly secured to the 
dashboard or windshield and is programmed at the beginning of the trip before the 
driver leaves the parking area. The device should not be touched again while driving.  

If the GPS must be used during the course of the trip, the driver must stop or pull over in 
a safe location that does not impede traffic and is lawful for parking.  

Music  

Radio and CD players may be used when in the vehicle but should be touched as little 
as possible and turned off if they are found to be a distraction to the driver.  

Employees are permitted to use their MP3 devices, provided that they have been set up 
prior to travelling and can be operated through the vehicle's entertainment system 
controls. Employees are strictly prohibited from touching their MP3 device directly 
during the trip.  

Fatigue  

Patriot One Technologies expects all employees to arrive at work well rested and ready 
to work. Workers who are fatigued may be adversely affected as fatigue reduces a 
worker's ability to perform mental and physical tasks, including driving a vehicle safely. 
Someone suffering from fatigue is more likely to:  

• Have slower reaction times; 
• Be unable to respond to changing conditions; and 
• Take risks. 

Employees experiencing fatigue are not permitted to drive and must notify their 
manager to determine an appropriate course of action (e.g. arrange to have someone 
else operate the vehicle or where possible, stop and rest until recuperated). Employees 
who refuse to operate a vehicle until they have rested and are no longer suffering from 
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fatigue will not be reprimanded provided that the refusal is based on the belief that 
operating the vehicle is unsafe work.  

Employees who are required to drive for long periods of time should utilize the buddy 
system whenever possible to share the driving responsibility and to allow each 
individual a rest period.  

Alcohol, Drugs and Driving  

Employees are not permitted to drive if unfit to do so (e.g., under the influence of 
alcohol, marijuana, narcotics, medications, or other drugs that are likely to affect your 
alertness or driving performance). Driving under the influence is against the law and will 
not be tolerated by Patriot One Technologies. Employees must contact their 
Manager/Supervisor if they are unsure about their fitness to drive.  

Inclement Weather  

During periods of inclement weather (e.g., snow, fog, rain, ice, hail, high winds), drivers 
should reduce their speed and allow for increased stopping distances. Employees 
should be aware of hazards such as: Decreased visibility and traction, and should 
change their driving to suit these challenges.  

In the event that the inclement weather makes driving unsafe, or the roads are 
impassable, Patriot One Technologies employees are directed to stop their vehicle in a 
safe position and wait until it is safe to proceed. If they have not yet left for their 
destination, drivers are directed to inform their immediate supervisor and/or manager as 
soon as possible to alert them to the situation, and their inability to travel safely.  

Driving at Night  

Drivers should exercise increased levels of caution while driving at night, and take care 
to avoid "over driving their headlights". Note: If the distance needed to come to a 
complete stop exceeds the distance to which you can clearly see, you are over driving 
your headlights.  

As with inclement weather, drivers should reduce their speed and drive in a safe 
manner.  

First Aid Kits/Road Safety Kits  

Where an employee operates their own personal vehicle for Patriot One Technologies 
business purposes, they are highly encouraged to carry a first aid kit and road safety 
kit.  

11.0 Animals in the Workplace Policy 

Intent 
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Patriot One Technologies is committed to providing a safe, clean and welcoming 
environment   for its staff, clients and visitors. This policy has been adopted to ensure 
that our facilities remain free of unnecessary allergens and other risks associated with 
the presence of animals and defines guidelines for the acceptable use of designated 
Service Animals on Company Property.  

Guidelines 

At no time shall Patriot staff or visitors bring or allow any animal of any kind into Patriot 
buildings, grounds or vehicles. Exceptions would be service animals which have been 
trained by an appropriate authority and used for the purpose of assisting staff, clients or 
visitors with disabilities. These animals will be permitted upon company premises 
except in those areas where they are otherwise prohibited by law.  

 

12.0 Substance Abuse (Drug and Alcohol) 

Policy (updated Oct.16, 2018) 

Intent 

Patriot One Technologies is committed to the health and safety of its employees and 
has adopted this policy to communicate its expectations and guidelines surrounding 
substance use, misuse and abuse.  

Guidelines 

Employees under the influence of drugs or alcohol on the job can pose serious health 
and safety risks both to themselves and their fellow employees. To help ensure a safe 
and healthy workplace, Patriot One Technologies reserves the right to prohibit certain 
items and substances from being brought on to, or present on company premises.  

 

Definitions  

Drug: Any substance which can change or adversely affect the way a person thinks or 
feels, whether obtained legally or illegally. This could include recreational cannabis, 
cocaine, opiates, and amphetamines.  

Drug paraphernalia: Material or equipment used or intended for use in injecting, 
ingesting, inhaling, or otherwise introducing a drug, illegal or controlled, into the human 
body.  
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Medication: Includes a drug obtained legally, either over the counter or through a 
prescription issued by an authorized medical practitioner. For this policy, medications of 
concern are those that inhibit a worker’s ability to perform their job safely and 
productively.  

Alcohol: Any beverage containing any quantity of alcohol, including, beer, wine, and 
distilled spirits.  

Expectations  

The following expectations apply to employees and management alike while conducting 
work on behalf of the company, whether on or off company property:  

• Employees are expected to arrive to work fit for duty and able to perform their 
duties safely and to standard; employees must remain fit for duty for the duration 
of their shift; 

• Use, possession, distribution or sale of drugs or alcohol during work hours, 
including during paid and unpaid breaks, is strictly prohibited; 

• Employees are prohibited from reporting to work while under the influence of 
non-prescribed drugs or alcohol; and 

• Employees on prescription medication or medically approved substances must 
communicate to management any potential risk, limitation, or restriction requiring 
modification of duties or temporary reassignment. 

Roles and Responsibilities  

Patriot One Technologies will:  

• Clearly communicate expectations surrounding alcohol and drug use, misuse 
and abuse; 

• Maintain a program of employee health and awareness; 
• Provide a safe work environment; and 
• Review and update this policy on a regular basis. 

Management will:  

• Identify any situations that may cause concern regarding an employee's ability to 
safely perform their job functions; 

• Ensure that any employee who asks for help due to a drug or alcohol 
dependency is provided with the appropriate support (including accommodation) 
and is not disciplined for doing so; and 

• Maintain confidentiality and employee privacy. 

Employees must:  

• Abide by the provisions of this policy and be aware of their responsibilities under 
it; 
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• Arrive to work fit for duty, and remain as such for the duration of shift; 
• Perform work in a safe manner in accordance with company established safe 

work practices; 
• Avoid the consumption, possession, sale, or distribution of drugs or alcohol on 

company property and during working hours (even if off company property); 
• When off duty, refuse a request to come into work if unfit for duty; 
• Report limitations and required modifications as a result of prescription 

medication; 
• Report unfit co-workers to management; 
• Seek advice and/or appropriate treatment, where required; 
• Communicate dependency or emerging dependency; and 
• Follow the after-care program, where established. 

Suspicion of Impairment  

The following procedure will be enacted if there is reasonable belief that an employee is 
impaired at work:  

1. If possible, the employee's manager/supervisor will first seek another 
manager/supervisor's opinion to confirm the employee's status.  

2. Next, the manager/supervisor will consult privately with the employee to 
determine the cause of the observation, including whether substance abuse has 
occurred. Suspicions of an employee's ability to function safely may be based on 
specific personal observations. If the employee exhibits unusual behaviour that 
may include, but not limited to, slurred speech, difficulty with balance, watery 
and/or red eyes, dilated pupils, and/or there is an odour of alcohol, the employee 
should not be permitted to return to their assigned duties in order to ensure their 
safety and the safety of other employees or visitors to the workplace.  

3. If an employee is considered impaired and deemed "unfit for work" this decision is 
made based on the best judgment of two members of management and DOES 
NOT require a breathalyser or blood test. The employee will be advised that 
Patriot One Technologies has arranged a taxi or shuttle service to safely 
transport them to their home address or to a medical facility, depending on the 
determination of the observed impairment. The employee may be accompanied 
by a manager/supervisor or another employee if necessary.  

4. An impaired employee will not be allowed to drive. The employee should be 
advised if they choose to refuse Patriot One Technologies organized 
transportation and make the decision to drive their personal vehicle the company 
is obligated to and will contact the police to make them aware of the situation.  

5. A meeting will be scheduled for the following work day to review the incident and 
determine a course of action which may include a monitored referral program as 
part of a treatment plan.  
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Possession at Work  

Possession of alcohol, drugs, and drug paraphernalia on company property is 
prohibited. Company property encompasses all company owned or leased property 
used by employees, including without limitation parking lots, vehicles, lockers, desks, 
and closets.  

Possession of alcohol, drugs, and drug paraphernalia is also prohibited while 
employees are acting on behalf of the organization off of company premises. This 
includes attending events as a company representative.  

Substance Dependency  

Patriot One Technologies understands that certain individuals may develop a chemical 
dependency to certain substances, which may be defined as a disease or disability. 
Employees are not excused from their duties as a result of their dependencies. Patriot 
One   Technologies promotes early diagnosis. Any employee who suspects that he/she 
might have an emerging drug or alcohol problem is expected to seek appropriate 
treatment promptly.  

Voluntary Identification  

Employees are encouraged to communicate if they have a dependency or have had a 
dependency so that their rights are protected and they can be accommodated 
appropriately. Employees will not be disciplined for requesting help or due to current or 
past involvement in a rehabilitation effort.  

All medical information shall be kept confidential by Patriot One Technologies, unless 
otherwise authorized by law.  

Medical Cannabis  

Where an employee uses medical cannabis, it is expected they provide a copy of their 
medical documentation for use Patriot One Technologies and abide by the company’s 
accommodation policy.  

 

Agreement for the Continuation of Employment  

Patriot One Technologies reserves the right to invoke an Agreement for the 
Continuation of Employment in accordance with an employee's commitment to become, 
and remain alcohol and drug-free. The Agreement will outline the conditions governing 
the employee's return to the job and the consequences for failing to meet the 
conditions.  

An Agreement for the Continuation of Employment may include a requirement for drug 
and alcohol testing.  
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Disciplinary Action  

Employees will be subject to disciplinary action, up to and including termination of 
employment for failure to adhere to the provisions of this policy, including, but not 
limited to:  

• Failure to meet prescribed safety standards as a result of impairment from 
alcohol and/or drugs; and 

• Engaging in illegal activities (e.g. selling drugs and/or alcohol while on Patriot 
One Technologies premises) 

•  

13.0  Emergency Response Plan 

Intent 

Patriot One Technologies is committed to supporting the welfare of its employees and 
visitors to the premises. The purpose of the Patriot One Technologies Emergency 
Response Plan is to ensure human safety, minimize damage to property, and assure 
rapid and responsive communication to all parties involved. This Plan has been created 
to address, in a coordinated and systematic manner, all types of emergencies affecting 
Patriot One Technologies.  

This Plan will establish processes and procedures for appropriate responses to major 
emergencies, and assign roles and responsibilities for the implementation and 
execution of the Plan in the event of an emergency or catastrophe. The guidelines 
shown in this Plan are intended to keep employees of Patriot One Technologies 
prepared should Patriot One Technologies premises and/or facilities become unsafe 
due to calamity.  

Definitions 

Fire and/or smoke –Any conflagration (fire) of combustible materials at Patriot One 
Technologies causing danger of burns from fire or suffocation/choking from smoke 
inhalation. This can also include fires nearby Patriot One Technologies where there is a 
clear danger of the fire spreading to Patriot One Technologies or causing the air to 
become un-breathable due to smoke.  

Natural disaster or severe weather –This is a broad term meaning any emergency 
caused by inclement weather conditions or tectonic activity. Natural disasters include 
tornados, floods, earthquakes, mudslides, hurricanes, lightning strikes, avalanches, 
blizzards, ice storms, severe thunderstorms, and so on. In some cases, natural disaster 
may also include excessive periods of intensely cold weather, or excessive periods of 
intensely hot and/or humid weather.  
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Chemical, biological, or radiological incidents –This may include a release of toxic 
chemicals or other dangerous agents within the vicinity of Patriot One Technologies, 
including natural gas leaks; the release of harmful bacteria, viruses, or other biological 
dangers; release of or exposure to radioactive materials.  

Structural failures –This term encompasses any damage to Patriot One Technologies 
property or premises that causes unsafe conditions due to structural failure. Failures or 
pending failures include (but are not limited to) bomb threats, collapsed walls, ceilings, 
or foundations, burst water mains, electrical power outages, and so on.  

Acts of Terrorism - an act or omission, in or outside Canada, 

• (i) that is committed 

o (A) in whole or in part for a political, religious or ideological 
purpose, objective or cause, and 

o (B) in whole or in part with the intention of intimidating the 
public, or a segment of the public, with regard to its security, 
including its economic security, or compelling a person, a 
government or a domestic or an international organization to do 
or to refrain from doing any act, whether the public or the 
person, government or organization is inside or outside 
Canada,  

                 source: http://laws-lois.justice.gc.ca/eng/acts/C-46/page-12.html 

Guidelines 

In general, Patriot One Technologies employees must report an emergency event 
immediately to their supervisor, Human Resources, or other appropriate authority.  

Once the emergency has been ascertained, a member of Management will be the first 
to respond to the incident. They will assess the severity of the emergency and 
communicate immediately with assigned groups as appropriate. A manager or 
appropriate authority will coordinate emergency and/or evacuation efforts within their 
area.  

Not all emergencies will require the same level of response. Appropriate responses will 
be dictated by the severity of the event and its effect on the health and safety 
of employees, visitors, and property. Only a manager or an appointed designee has the 
authority to declare a state of emergency for Patriot One Technologies and can activate 
this Plan.  

For the purposes of this Plan, Patriot defines "emergency" as an instance, or 
combination of instances, of unsafe conditions that pose a threat to people or property, 
and include: instances of fire and/or smoke; natural disaster/severe weather; chemical, 
biological or radiological incidents; acts of terrorism and structural failures.  
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Fire and/or Smoke  

The primary purpose of the Fire Procedure is to provide a course of action for all 
personnel to follow in the event of a fire or smoke emergency.  

Procedure: 

• Rescue anyone in immediate danger. 

• Alert employees of the fire and its location. Activate the nearest fire alarm. 
Contact the local fire department by calling 911 and follow any and all 
instructions. Assign someone to guide the response personnel directly to the fire. 

• Contain the fire if it is relatively safe to do so. Close all doors, fire doors, and 
windows near the fire. Shut off all fans, ventilators, and air conditioners. 

• Extinguish the fire if it is small. Obtain the nearest fire extinguisher and pull out 
the safety pin. Aim the fire extinguisher nozzle low, at the base of the fire, 
depress the trigger, and move nozzle move slowly upward with a sweeping 
motion. 

• Do not aim nozzle at the middle or the top of the flames. 

• If fire cannot be extinguished, evacuate the building immediately. 

• Keep low to the floor to avoid inhaling smoke. 

• Close all doors behind you as you leave. 

• Report to the designated "Emergency Evacuation Area" (Ask the Health & Safety 
Representative in your office location). 

• Immediately report any employee(s), customer (s), visitor(s), contractor(s) or 
individual(s) who have remained in the building or refused to leave. 

• Do not return until it has been declared safe to do so by the Fire Department. 

Natural Disaster or Severe Weather  

The primary purpose of the Natural Disaster/Severe Weather Procedure is to inform 
employees and visitors of any serious weather conditions that warrant their attention. A 
"weather watch" means that conditions are favorable for severe weather to develop. A 
"weather warning" means that severe weather has been sighted in the vicinity.  

Procedure: 
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• Account for all employees and visitors, ensuring that everyone is inside the 
facility. Close all windows and close all curtains and/or blinds. 

• Instruct all employees and visitors to move away from windows and doorways. 

• If necessary, gather employees and visitors into the basement, or, if no 
basement is available, into bathrooms or other enclosed area. 

• Listen to all weather reports for updates. Do not leave the basement or enclosed 
area until the weather warning has been lifted. 

• Stay calm. Encourage others to stay calm also. 

• Have portable radios available, along with extra batteries. 

• Be prepared for isolation at the premises. Ensure that emergency equipment and 
supplies are available, or can be readily obtained. 

Radiological  

The purpose of the Chemical, Biological, or Radiological Procedure is to inform 
employees and visitors of the steps that should be taken in the event that a 
contaminant, virus, or other harmful agent poses an immediate threat.  

Procedure: 

• Call 911 and report the situation and follow any instructions given. 

• Notify managers, Office Manager, and Human Resources immediately. 

• Commence evacuation procedures. 

Structural/ Power Failure  

The purpose of this procedure is to inform employees or visitors of precautions to be 
taken in the event of a structural failure.  

Procedure: 

• In the event of a power outage, gather flashlights and other needed supplies. 
Check on all employees and visitors to ensure their safety. Ensure all backup or 
emergency lighting is fully operational. If the power outage is prolonged, consult 
with managers to consider dismissing employees for the remainder of the day. 

• In the case of water, heat, or other utility disruptions, all attempts will be made to 
determine the cause of the disruption and the probable length of 
shutdown. Where required, the building manager and local utility provider shall 
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be contacted to assess and resolve the situation. If the shutdown is prolonged, 
consult with management to consider dismissing employees for the day. 

• If the building itself fails, evacuate from the nearest available exit if safe to do so. 
If no safe exit is available, find shelter under a strong table or other structure. 

Employee/Visitor Evacuation Procedure  

In the event that Patriot One Technologies declares that an evacuation of the premises 
is necessary in response to an emergency situation, employees/visitors are required to 
follow the steps below:  

1. Stop working and shut down any equipment in use.  

2. Proceed to posted emergency exit, following posted evacuation route(s).  

3. Use stairwells instead of elevators.  

4. Touch doorknobs/door handles carefully to check for heat.  

5. Proceed to designated meeting area (unless otherwise instructed).  

Building Lockdown 

If an incident requires a building lockdown, all office staff, contractors and guests should 
follow the steps below. 

Procedure: 

1. Follow instructions from Emergency Services. 

2. Where applicable lock all doors, and advise Emergency Services that all doors have 
been locked if it is safe to do so. 

3. Do not leave the building or unlock the doors until Emergency Services have deemed 
it appropriate do to do so. 

 

Bomb Threats 

In the unlikely event of a bomb threat, it is impossible to discern valid threats from 
hoaxes. Therefore, all threats will be treated as real in order to protect lives and 
property, and the premises shall be evacuated immediately. In the event of a bomb 
threat, immediately call emergency services.   

Procedure: 
See the Bomb Threat Reporting form attached. 
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• Remain calm. 
• Listen to the caller.  
• Ask for specific information about the location of the bomb.  
• Obtain as much information as possible. 
• Once the caller hangs up, immediately call 9-1-1. 

Missing Employee/Visitor Procedure  

The purpose of the Missing Employee/Visitor Procedure is to ensure that all necessary 
steps are taken in the event that the whereabouts of an employee or visitor identified in 
the Visitors Log cannot be accounted for during an emergency.  

• Employees will be directed by a manager to systematically search the premises, 
both inside and outside (if safe to do so), including rooms, bathrooms, offices, 
and other areas. 

• Should a search of the premises prove unsuccessful, a manager shall notify local 
law enforcement by calling 911. Give a description of the missing person, or a 
photograph (if available). The authorities will assume control of the search from 
this point. 

• The family and/or responsible party of the missing person shall also be notified. 
Explain what is being done to find the missing person and that the local law 
enforcement has been notified as well. 

• All previously contacted persons and law enforcement shall be notified if the 
missing person turns up due to search, or of their own accord. 

Break and Enter 

Procedure 

• If you arrive at work and notice that your location has in fact been broken into, 
call the Police immediately (9-1-1 or alternate number). 

• Do not enter the office until advised by Police. 

Investigation 

While Police are conducting the investigation, the VP Operations must also complete an 
informal report and include the following: 

1. How and when was the situation discovered? 

2. Was the office alarm armed?  At what time and by whom?  Contact the alarm 
company if required. 

3. Did the suspect defeat the alarm and if so how (cut wires, bypassed etc.)? 
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4. Location of entry and exit? 

5. Was any physical evidence left behind?  Do NOT touch anything suspicious you may 
find. 

6. Review any video surveillance if available. 

7. Create a list of Patriot items that was stolen and the total dollar value. 

Health Crisis 

In the event that a Health Crisis occurs where a communicable disease has potential to 
spread to Patriot workers, the Management team should follow the procedures below. 

A health crisis is defined as a communicable disease carried by microorganisms and 
transmitted through people, animals, surfaces, foods or air.  These diseases rely on 
fluid exchange, contaminated substances or close contact to travel from an infected 
carrier to another individual.  Examples: Hepatitis A, pandemic influenza, meningitis, 
chicken pox, Tuberculosis. 

Procedure: 

1. Should a health crisis/communicable disease threaten the workplace, the flow of 
information is critical to early detection and mitigation. While protecting an individual's 
privacy, Patriot workers must report an illness or disease to management or Human 
Resources. 

2. Once information is gathered about the health crisis, Emergency Services may be 
contacted in order to develop a plan to control the outbreak/disease and respond to the 
crisis. 

3. Information on the crisis will be made available to Patriot staff depending on 
circumstances. 

Medical Emergency 
In the event of an injury that requires immediate medical attention, please follow the 
steps below. 

Procedure: 

1. A certified first aid responder should stay with the injured person until medical 
services arrive, while another colleague immediately calls 9-1-1.  Apply first aid if it is 
safe to do so and according to the comfort of the first aid responder. 

2. Do not move a seriously injured person except in life-threatening situations.  Follow 
the instructions of emergency personnel. 

3. Keep the injured person calm and as comfortable as possible. 
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4. Secure the area, lockdown equipment if necessary and ensure the accident scene is 
not disturbed. 

***All injuries that happen at work must be reported to Human Resources as soon as 
possible. 

Acts of Terrorism 

In the event of any act of terrorism that involves Patriot workplaces, property or Patriot 
employees, all staff, contractors and guests etc. are to follow Shelter-In-Place 
procedures, call 911 and follow instructions of the emergency services responders. 

Procedure: Shelter-in-Place 

If the present location affords adequate protection against the particular incident, 
emergency managers should consider having people shelter-in-place to reduce the 
number of persons who become part of an evacuation. While the primary goal of any 
response action is to save lives, the ability to evacuate people quickly and efficiently 
should be weighed against the risks of remaining in place. 

There are certain instances when ‘Shelter-in-place’ is the most appropriate strategy; 
such as if: 

• The risk to health is low. 
• The situation is dissipating. 
• The situation can be controlled before an evacuation would be completed. 
• An evacuation would expose people to more risk. 

Examples of situations wherein people may be more at risk should they evacuate 
include if: 

• transportation infrastructure is compromised 
• aftershocks are occurring 
• toxic or radiological contaminants are present 
• impending weather conditions may pose a risk 
• there are secondary fires and explosions 

source: 
https://www.emergencymanagementontario.ca/english/emcommunity/response_resources/plans/ma
ss_evacuation_plan_annex.html 

 

 

 

https://www.emergencymanagementontario.ca/english/emcommunity/response_resources/plans/mass_evacuation_plan_annex.html
https://www.emergencymanagementontario.ca/english/emcommunity/response_resources/plans/mass_evacuation_plan_annex.html
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14.0 Recreational Marijuana Policy 

Intent 

The employees of Patriot One Technologies are our most valuable resource, and for 
that reason, their health and safety is of paramount concern. Marijuana will be treated 
the same as all other recreational substances. Patriot One Technologies has adopted 
this policy to communicate its expectations and guidelines surrounding marijuana use, 
misuse, and abuse.  

Guidelines 

Employees under the influence of drugs or alcohol on the job can pose serious health 
and safety risks both to themselves and their fellow employees. To help ensure a safe 
and healthy workplace, Patriot One Technologies reserves the right to prohibit certain 
items and substances from being brought on to, or present on company premises.  

Expectations  

The following expectations apply to employees and management alike while conducting 
work on behalf of   the company, whether on or off company property:  

• Employees are expected to arrive to work fit for duty and able to perform their 
duties safely and to standard; employees must remain fit for duty for the duration 
of their shift; 

• Use, possession, distribution, or sale of drugs or alcohol during work hours, 
including during paid and unpaid breaks, is strictly prohibited; 

• Employees are prohibited from reporting to work while under the influence of 
recreational marijuana and any other non-prescribed substances; 

• Employees on medically approved medication must communicate to 
management any potential risk, limitation, or restriction requiring modification of 
duties or temporary reassignment; and 

• Employees are expected to abide by all governing legislation pertaining to the 
possession and use of marijuana. 

Roles and Responsibilities  

Patriot One Technologies will clearly communicate all expectations surrounding 
marijuana use, misuse, and abuse. To help enforce this policy, management and 
employees are expected to adhere to the following:  

Management will:  

• Identify any situations that may cause concern regarding an employee’s ability to 
safely perform their job functions; 
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• Ensure that any employee who asks for help due to a drug or alcohol 
dependency is provided with the appropriate support (including accommodation) 
and is not disciplined for doing so; and 

• Maintain confidentiality and employee privacy. 

Employees must:  

• Arrive to work fit for duty, and remain fit for duty throughout their shift; 
• Perform work safely in accordance with company-established safe work 

practices; 
• Avoid the consumption, possession, sale, or distribution of marijuana, other 

drugs, or alcohol on company property, and during working hours even if off 
company property; 

• When off duty, refuse a request to come into work if unfit for duty; 
• Report limitations and required modifications as a result of medically approved 

marijuana use; 
• Report unfit co-workers to management; 
• Seek advice or appropriate treatment, where required; 
• Communicate dependency or emerging dependency; 
• Follow the after-care program, where established; and 
• Abide by all governing legislation pertaining to the possession and use of 

marijuana. 

Medical Marijuana  

Where an employee uses medical marijuana, it is expected they provide a copy of their 
medical license to use marijuana to Patriot and abide by Patriot’s Accommodation 
Policy.  

Disciplinary Action  

Employees found in violation of this policy may be subject to disciplinary action, up to 
and including termination of employment. Where applicable, Patriot One Technologies 
may also take legal action in accordance with the law.  

 

15.0 Medical Marijuana Policy 

Intent 

The employees of Patriot One Technologies are our most valuable resource, and for 
that reason, their health and safety is of paramount concern. Medical marijuana will be 
treated the same as all other regularly prescribed medication. Patriot One Technologies 
has the same expectations from employees who use medical marijuana as who use all 
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other types of medication and will accommodate individuals up to the point of undue 
hardship.  

Guidelines 

• Employees may only use medical marijuana with a license in their names from a 
physician. 

• If an employee is required to use medical marijuana while at work, they must 
inform Human Resources. An employee is not required to disclose their specific 
medical diagnosis; however, they are required to provide a note from their doctor 
and a copy of the possession license. 

• All information provided in regard to medical marijuana use is considered 
confidential and will be treated as such, keeping an employee's privacy as a top 
concern second only to safety. 

• Employees who have a medical condition which requires additional 
accommodation can discuss their marijuana use schedule in the context of the 
general accommodation plan with Patriot One Technologies and their primary 
care physicians. 

• Employees may be required to work with the company's service provider who will 
provide direction and support for the use of medical marijuana. 

• Patriot will work with the individual that requests accommodation in an effort to 
ensure that the measures taken are both effective, and mutually agreeable. 

• In the event that medical marijuana is deemed to pose a significant or potential 
hazard to the employee and/or other employees, Patriot will attempt to find 
alternative work for the employee, up to the point of undue hardship. 

Use of Medical Marijuana While at Work 

• In the event that an employee is taking medical marijuana during regular working 
hours, they are expected to use it in moderation, only at the recommended level 
of dosage and the applicable frequency of the doses. 

• Patriot One Technologies asks that, where possible, employees who require 
medical marijuana use a method of ingestion other than smoking. 

• Employees who choose to smoke medical marijuana must abide by all provincial 
smoking regulations.   

• Employees who choose to smoke medical marijuana are not permitted to smoke 
in the presence of other employees. 

• Patriot will determine an appropriate smoking area for the employee, with the 
goal of maintaining the confidentiality of the employee's medical situation. 

Employee Expectations 

Management is required to:  

• Treat employees who use medical marijuana the same as all other employees 
using prescription medication. 
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• Provide accommodation up to the point of undue hardship. 
• Be aware of the effects of marijuana use and ensure employees are not placed in 

any safety sensitive situations. 
• Assess the effects of the use of marijuana on an employee's performance on the 

job. 
• Ensure that the use of medical marijuana does not adversely affect the safety of 

the employee and/or his/her co-workers. 
• Ensure that any employee who asks for help due to a drug or alcohol 

dependency is provided with the appropriate support (including accommodation) 
and is not disciplined for doing so. 

• Respond to any employee queries regarding the use of medical marijuana, while 
maintaining the privacy of an employee's specific situation at all times. 

Employees are required to:  

• Disclose their medical marijuana use to management. 
• Work with Patriot to develop accommodation plans that are mutually agreeable. 
• Follow the agreed-upon accommodation plan and the guidelines of this policy. 
• Never share their medication with any other employee, even those who may 

have a similar prescription. 
• Maintain ongoing communication with management regarding the effects of 

marijuana on their ability to perform their job duties. 
• Never participate in activities which could cause a safety risk such as driving 

while under the influence of marijuana. 

 

16.0 Workplace Mental Health Policy 

Intent 

Patriot One Technologies is vitally interested in the ongoing health and safety of our staff, which 
includes mental health and stress. Stress and poor mental health are associated with many of 
the leading causes of disease and disability. This policy has been adopted to ensure the 
promotion and protection of the mental well-being of our staff. 

Guidelines 

Promotion of Mental Health 

Patriot One Technologies will promote the mental well-being of all staff by: 

• Providing staff with resources and information regarding mental health in the workplace; 

• Providing a safe work environment that promotes and supports stress reduction and 
mental health; 

• Providing counseling and assistance for staff members who experience problems 
relating to mental health in the workplace via the LifeWorks Employee Assistance Plan; 



Page 56 of 59 
 

• Providing staff with support and reasonable accommodation when returning to work after 
a period of absence due to stress and/or mental health issues. 

To create a workplace environment that promotes the mental well-being of all employees. 

Definitions 

The following definition of mental health has been sourced from the World Health Organization. 

Mental Health: A state of well-being in which an individual realizes his or her own abilities, can 
cope with the normal stresses of life, can work productively, and is able to make a contribution 
to his or her community. 

Mental Illness: A recognized, medically diagnosable illness that results in the significant 
impairment of an individual's cognitive, affective or relational abilities. Mental disorders may 
result from a number of factors including biological, developmental, and psychosocial factors 
and can be managed using various approaches such as prevention, diagnosis, treatment and 
rehabilitation. A person's mental health may deteriorate when the demands placed on them 
exceed their resources and coping abilities, the result may be the development of a mental 
illness. 

Mental illness may manifest in many different forms. It may be something the individual has 
coped with for many years, or may be a new development. Examples of common mental 
illnesses include, but are not limited to: 

• Anxiety disorders; 

• Attention deficit disorders; 

• Depression; 

• Bipolar disorder; 

• Eating disorders; 

• Phobia or panic disorders; 

• Post-partum depression; 

• Post-traumatic stress disorder; and 

• Seasonal affective disorder. 

 

Objectives 

Patriot One Technologies shall work to create a workplace that that minimizes excessive 
sources of stress and poor mental health by addressing workplace issues that contribute to 
stress, and assist staff members in the development of techniques for managing stress and 
mental health problems. Patriot One Technologies will provide support for staff members that 
experience workplace stress. 

In pursuit of these objectives, Patriot One Technologies shall: 

• Provide employees with information to increase awareness of the importance of mental 
health. 

• Provide employees with stress reduction activities, including social events and physical 
activity when possible. 
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• Provide work/life balance for employees through flexible work options. 

• Set achievable goals and objectives and avoid unnecessary overtime. 

• Provide for staff: clear expectations, clear job roles, and the tools needed for success. 

• Provide a workplace free of violence, harassment, bullying and discrimination. 

• Promote open communication. 

Patriot One Technologies shall provide a system of support and reasonable accommodation for 
employees who experience stress and/or mental health issues. 

Policy Actions: 

• Provide staff with understanding and support in managing mental health issues. 

• Encourage staff to obtain medical advice and/or treatment. 

• Identify and address workplace issues that contribute to increased levels of stress, and 
work to eliminate or mitigate these areas of concern. 

• Where staff members require time off due to mental health issues, Patriot One 
Technologies shall work with the employee to ensure that they can return to work safely, 
providing reasonable accommodation where appropriate. 

• Handle all cases of reported mental health / stress leave and problems with mental 
health in a confidential manner. 
 

Employee Disclosure 

Where an employee is experiencing or feels they may be experiencing a mental health issue, 
they are encouraged to disclose the problem to their manager. Disclosure will allow for 
management to offer the proper forms of support to the employee, including required 
accommodations, or referral for medical services. 

Employees who disclose the presence of a mental health issue will in no way face reprisal or 
reprimand and will be accommodated and supported appropriately and according to the 
organization's accommodation procedures. 

Employees are not obligated to disclose the presence of a mental illness to their manager, 
although disclosure is encouraged, as the presence of mental illness often manifests in lowered 
employee productivity and performance, and therefore may be misinterpreted as solely a 
performance issue requiring disciplinary action.  

Where an employee feels their current workload and demands are too great, they are 
encouraged to speak to their manager so that the issue may be addressed expediently and the 
necessary accommodations be made. 

Open Door Policy 

As Patriot One Technologies has an extensive Open Door Policy, employees are invited to 
notify management as soon as possible if they notice or suspect that another employee has 
suicidal thoughts or suicidal tendencies. In the event of either a suicide attempt or if an 
employee is in danger while on Patriot One Technologies premises, employees are to 
immediately call the Police or Emergency Services (911) and inform management. 
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The employee will not be subject to any repercussions for coming forward and Patriot One 
Technologies will make every effort to help the worker. 

Confidentiality 

Patriot One Technologies fully respects each employee's right to privacy and will keep 
confidential all matters discussed unless otherwise obligated by existing legislation. 

While Patriot One Technologies encourages employee disclosure of mental health issues in 
order to ensure employee and workplace safety and productivity the privacy rights of those 
individuals who wish not to disclose situations of mental health issues will be respected. 

 

Questions?  Please speak to your manager or contact Human Resources. 

 

 


