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How to Complete JHA Courses

As outlined in the COR training Module — Health and Safety Job Hazard Assessment and Control located
on our Learning Management System (LMS) in Ceridian Dayforce, follow these steps to complete your
assigned JHA e-learning courses. Note: each course will take approximately 10 minutes to complete.

1) Access the Learning Module through Ceridian Dayforce:

w" Toronto and Region Staff Directory | Tools &Resources | Logout
Staff Conserval
Auth

Hub

News: HR

Recent News
AR Employee
Engagement

Conservation Ontario Passes are now available
for 2021!

Funding Opportunity - Zero Emission Vehicle Infrastructure Progra LEARN MORE

5y

ITRM Service Desk Update

sl Uil furthar natica, tha [TRIM Sarvics Dask will bs cpan 3t Haad Ofcs avery Wadnassay batwiess
I Lu 1 ¥
Knowl
ff Feature - Conservation Parks and Lands Staff, Winte:
tions Quick Links
aff Feature - TRCA's 2020 Annual Repart ad
i v~ @ | C || B2 | [
-
ff Fe ke St. George Staf G - = 5




-
Toronto and Region

<« Conservation
Authority

2) If you are assigned multiple roles in Ceridian Dayforce (i.e., Manager or Director role) — ensure that you access through the
Employee-Time Entry role and click Next:
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3) The Learning Module can be accessed through the Ceridian Dayforce dashboard or through the menu icon:
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4) Access My Courses and Learning Plans and find the assigned JHA e-learning course(s).

Click on the course to access it:
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5) This will open the Course. Select either of the “ Start Learning Now” buttons to begin.
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6) Navigate through all the pages by using the Arrow Keys of the status bar. Note: the status
bar appears as you hover over the next button with your mouse. Note: there is no audio/voice
over narration for this course and review of the information is to be done as outlined in the
COR training Module titled “Health and Safety Job Hazard Assessment and Control.”
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7) After you have navigated through all the pages, a blue message bar will appear at the
bottom indicating you have completed the first activity and can proceed to the next one. Click
the Next button to proceed.
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This activity is completed, you can now proceed using next or previous buttons
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8) The next item to be reviewed, if applicable, in the course is the “SWP” file. Click the
Download Now button in the middle of course module. Note: If the course does not have an
SWP, please proceed to step #12.
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9) After clicking the Download Now button, a PDF file will open in a new tab in your internet
browser. Review the full content of the PDF file.
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SAFE WORK PROCEDURE

SWF TITLE: SWF- Backhos Auger

T D 7.50p-21 Last Review Date: If Sep-21

Issund to: AR TREA Employoss

SOP Owner: Rl Construction Sences
PURPOSE
The purpose of this Standard Work Procedure (SWP) s o provide instruction o
WOrKers who perform ihe task denlified in a sale manner
This procedure will be part of the ovedall fraining process for workers baefare they sre
allowad o cammy out he task identified and will ensure & safe waork envieonment for all
workers

SCOPE

This SWP applies to all TRCA employees who perform the task identified. In
addtion, all Constructor, Employers. Supenisors and Workers, shall comply with

relevant health and sa g

. prescribed reg ». and TRCA Polices,
which are in place st the tme of parforming this task

PROCEDURE

Training

Supsrviscrs shall verify that operalors are capable and qualified on esch type of
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10) After reviewing the content in the PDF file, exit the PDF file tab and navigate back to the
JHA course in the tab titled “Learning-Dayforce.”
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SWP TITLE: SWP- Backhos Auger

Effective Date: 7-Sep-21 Last Review Date: I T-Sep-21 ]

Issued to: All TRCA Employees.

SOP Owner: RAI- Constnction Services

1. PURPOSE
1.1 The purpose of this Standard Work Procedure (SWP) is to provide instruction to
workers who perform the task identified in a safe manner

This procedure will be part of the overall training process for workers before they are
allowed 1o carry out the task identified and will ensure a safe work environment for all
workers.

SCOPE

This SWP appies 1o all TRCA employees who perform the task identified. In
addition, all Constructor, Employers, Supervisors and Workers, shall comply with
relevant health and safety legisiation, prescribed regulations, and TRCA Policies,
which are in place at the time of performing this task

PROCEDURE

Training

Supervisors shall verify that operators are capable and qualified on each type of

11) The second activity is how complete, and you can proceed to the “ Training
Acknowledgement Test.” Click the Next button to proceed.
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12) To begin the “Training Acknowledgement Test” click Begin The Test.
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13) After answering all questions click Submit (Test Completed).
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14) After submitting, your results will appear. If passed, click Back to Course. If you have not
passed the test, you must retake by clicking Retake The Test.
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0 Passed!
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BACK TO COURSE

15) Once back, a green message box will appear at the bottom indicating you have completed
the course.
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You hawve completed the course.
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