Projects - Workplan


Employee Name: Click here to enter text.


Supervisor Name: Click here to enter text.
***To be completed for full time and seasonal/contract staff more than 6 months
	Health & Safety Objectives for the Year
	How The Objectives will be Completed or N/A
	Timelines
	Comments/Notes


	ALL STAFF TO COMPLETE
	

	1. Attend & successfully complete all mandatory OHS Training, including Safety 24-7 module completion and renewal.
	
	
	

	2. Adhere to H&S policies, procedures & partices.
	
	
	

	3. Wear & maintain PPE.
	
	
	

	4. Perform workplace inspections.
	
	
	

	5. Promote a positive health & safety outlook.
	
	
	

	6. Promptly report injuries, accidents & near misses to supervisor.
	
	
	

	7. Alert to & promptly report all actual or potential hazardous situations or risky behaviours to Supervisor.
	
	
	

	8. Follow Standard Operating Procedures
	
	
	

	9. Provide feedback & suggestions for improvements to H & S program
	
	
	

	SUPERVISORS/MANAGERS TO COMPLETE
	

	1. Appoint competent Supervisors.
	
	
	

	2. Familiar with OH&S Act Sections 25,26,27.
	
	
	

	3. Faciliate safety talks with staff.
	
	
	

	4. Take corrective action on hazards & hazardous situations.
	
	
	

	5. Investigate incidents & recommend corrective action(s).
	
	
	

	6. Disciplines for unsafety behaviours.
	
	
	

	7. Supervisor Inspection Form.
	
	
	

	
	
	
	

	Other Click here to enter text.
	
	
	

	List Major:
· Objectives

· Projects

· Responsibilites

· Major Tasks


	Itemized Key Deliverables

 (list major tasks associated with yearly projects/goals/objectives)


	How will this objective impact the TRCA Strategic and Business Plans
	Timelines 

(Time frames, deadlines, carry forward etc.)
	Comments/Notes

Purple – Delayed, to be flagged
Blue – Work in progress
Green – Completed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	(Optional) Innovation and Improvments- List any new innovative ideas or suggestions on how to improve your work or processes at TRCA



	

	Challenges- Manager or Employee can list any other challenges not noted above



	


Update Meeting Dates

Mid Year Review Click here to enter a date.
(Insert Mid Year Review Comments Below)  

