
Health and Safety Excellence Program

Webinar #2: Developing and Implementing



Making workplaces safer for over 100 years

An independent not-for-profit, WSN is one of four sector-based health and safety associations in 
Ontario.

Headquartered in Northern Ontario, WSN is a WSIB approved provider for the Health and Safety 
Excellence program (HSEp).

With over 20 health and safety specialists located in communities across the province, WSN has a 
strong background in supporting the advancement of the health and safety needs of small and 
large businesses.
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Workplace Safety North (WSN)



The first step is to choose an implementation model

PDCA – Plan/Do/Check/Act

WSIB’s 5 Steps to Health and Safety

• Set Standard

• Communicate

• Train

• Evaluate

• Acknowledge success and make improvements

Other models can be used in the development stage.

3

Developing your Health and Safety Topics 
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Comparing the Implementation Models
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This is a crucial step in the HSEP process.

Planning needs to be considered early o 

With 365 days to work on the process, it is hard 
to take it seriously for the first six months. 

Two main activities in this phase:

Creating an action plan.

Creating a written standard/procedure specific to 
each topic.
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Plan: Setting the Standard
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Key points include:

Assigning responsibilities to team members 
detailing who will oversee various aspects of 
implementation.

Establishing a clear goal that communicates 
why this initiative is essential—for example, 
reducing incidents and enhancing workplace 
wellbeing.

Outlining a list of actionable steps on how 
you want to implement what you develop.

Template 2 is not required to be submitted to the 
portal, but if you developed it and followed it, 
why not show the validator that you had a plan.
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Creating an Action Plan 
(Template 2)
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A procedure/policy/standard.

Signed, dated and approved by the senior 
management group to show commitment to the topic 
requirements.

Upload the procedure/policy/standard to the portal.

All requirements for each topic must be included on 
the portal.
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Developing a Written Standard
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Communication

Determine who needs to know what, when, how 
often and how information will be shared.

Make communication two-way – always ask for 
feedback or ideas from employees. 

Encourage employees to ask questions or to 
repeat something if they do not understand. 

When communication occurs, records need to be 
included in the submission to show it has been done.
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Do: Communicate and Train
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Training

Everyone needs training, including the owner 
and senior managers. 

Keep attendance and training records, meeting 
notes, sign-off sheets and certificates (like 
communication).
These records form part of the requirements to 
be submitted in the portal.

Train supervisors first so they can play a 
coaching role and hold employees accountable.

Communication and training are not the same. 

Communication involves telling your team about the 

changes that are being made, when they can expect 

training, and what the results of the work are expected to 

be. Training involves learning new skills and knowledge. 
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Do: Communicate and Train
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The overall purpose of this step is to answer the 
following questions: Did you do what you set out 
to do, and is it working?

You’ll need to monitor how you’re doing along the 
way.

Perform a formal, documented evaluation in this 
step. This step is done after a sufficient time has 
passed after the “do (communicate and train)” 
step.
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Check: Evaluate
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Use an evaluation template/checklist and 
involve your joint health and safety committee 
members and management in reviewing and 
analyzing topics. 

Observe a process or task to see if it’s 
completed according to the procedure. 

Review forms for content and completion in a 
timely manner. 

Ask someone outside your department or a third 
party to review work processes and give 
feedback.
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Check: Evaluate
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This step involves reviewing the results of the 

“check” or “evaluation” you performed in the last 

step.

You can achieve this by creating an improvement 

plan to fill the gaps you identified and act on any 

lessons you’ve learned. 

In the future, you’ll want to routinely evaluate and 

improve based on observations, feedback and 

analysis. 
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Act: Successes and Improvements
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While implementing all items on your 

improvement plan is ideal, you must show that 

at least one fix has been completed when you 

submit your evidence.

This step also includes recognizing all 

employees who helped to implement the topic 

and acknowledging their input.

Employees need to know you value their 

contributions to ensure the continued success 

of your health and safety program. 
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Act: Successes and Improvements
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HSEp Timelines (For Five Topics Selected)

Step Four

• Develop 

material for 

Topic 2

• Gather 

evidence for 

Topics 1-2

Step Five

• Develop 

material for 

Topic 3

• Gather 

evidence for 

Topics 1-3

Step Six

• Develop 

material for 

Topic 4

• Gather 

evidence for 

Topics 1-4

Step Seven

• Develop 

material for 

Topic 5

• Gather 

evidence for 

Topics 1-5

Within 6-9 Months

Step Three

• Develop 

material for 

Topic 1



info@workplacesafetynorth.ca

workplacesafetynorth.ca
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