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Occupational Profile / Examination 
Specification


for 


Construction safety Coordinator

Health



Safety



Environment

	


Scope of work 

Construction Safety Coordinator

Gold Seal Certified Construction Safety Coordinators are responsible for assisting management (and other company personnel) in the administration, development, implementation and monitoring of the safety, health and environment (HSE) program.

Safety coordinators identify and review a variety of safety, health and environment issues specific to the jobsite and keep management current on the status of any issue(s) that may impact on the work being performed.

Conducting safety orientation sessions for personnel and jobsite visitors as well as keeping current with all aspects of the HSE program by liasing with government and construction safety associations may also be included in the responsibilities of the construction safety coordinator. 

CONSTRUCTION SAFETY COORDINATOR

OCCUPATIONAL PROFILE / EXAMINATION SPECIFICATION

____________________________________________________________

The examination developed for this occupation will be based on the following format:

SECTION I










VALUE
(1) 
Multiple Choice Items







75%
A. Administrative Functions




19%

B.   Program Development and Implementation

27%

C.   Program Monitoring and Evaluation


29%

SECTION II


Essay










25%
TOTAL VALUE









100%


CONSTRUCTION SAFETY COORDINATOR

OCCUPATIONAL PROFILE / EXAMINATION SPECIFICATION

SECTION:  ADMINISTRATIVE FUNCTIONS



VALUE: 19%

	TASK NO. 

& VALUE
	TASK DESCRIPTION
	SUPPORTING SUBTASKS 

	1

5 items
	Maintain project documentation. 


	a) Prepare correspondence (internal and external).

b) Complete appropriate company forms.

c) Distribute all reports relating to company health and safety program.

d) Prepare a record of substandard acts and conditions during the workday.

e) Prepare record of corrective action/disciplinary action taken.

f) Provide input into the job-site diary.

g) Maintain a personal diary of the workday using standard diaries (dated, hard-cover, hard-bound, numbered pages) and standard key entries.

h) Awareness of the legal implications of a properly kept diary.

	
	
	

	2

6 items
	Provide site-specific HSE orientation to all personnel entering the jobsite.
	a) Confirm all site personnel are apprised of their HSE responsibilities.

b) Review general safety.

c) Review occupational health and safety act and regulations.

d) Review general site hazards.

e) Review machinery and equipment safety.

f) Review PPE requirements.

g) Confirm WHMIS training.
h) Discuss safety meetings.

i) Review first aid facilities and emergency procedures.

j) Review site wide emergency evacuation procedures.

k) Provide information on the availability of an employee assistance program.

	
	
	

	3

3 items

(see note #1)
	Establish and maintain liaison with industry, government and safety associations.
	a) Identify key resources in the area.

b) Maintain communication with various associations to keep informed of issues.

c) Advise site management of issues raised or decisions made by various associations that may affect company policies.

	
	
	

	4

 5 items
	Participate in the resolution of on-site issues.
	a) Engage in effective communication to address on-site issues.

b) Record results and process the report in accordance with policy.

	
	
	

	5

3 items

(see note #1)


	Inform personnel of industry changes.


	a) Maintain an up-to-date library of applicable legislation.

b) Interpret legislative requirements as they apply to the job-site.

c) Research changes in equipment, materials, and processes/best practices. (46)

d) Keep up-to-date with incident/accident prevention information and techniques.

	
	
	


Note #1: Test only one of these tasks on the exam. 

SECTION:  PROGRAM DEVELOPMENT and IMPLEMENTATION













 VALUE: 27%
	TASK NO. 

& VALUE
	TASK DESCRIPTION
	SUPPORTING SUBTASKS

	6

 6 items
	Participate in job start-up meetings. (103)


	a) Identify related issues that may affect the project.
b) Confirm HSE contractual requirements have been addressed.
c) Seek to ensure follow through, or rationale for not following through, is distributed to affected parties.

	
	
	

	7

7 items
	Facilitate the development of an education and training program.
	a) Identify specific education and training needs.

b) Consult with management in developing the education and training program.

c) Develop a site-specific education and training program required by regulations and company policy.

d) Research relevant training expertise, availability, and needed investment on required subject matters.

e) Participate in the development of a mentoring program.

	
	
	

	8

  5 items
	Coordinate education and training sessions.
	a) Identify the target audience.

b) Provide participants with advance notice of training session details.

c) Coordinate delivery of training.

d) Record results of the training session.
e) Evaluate effectiveness of training program.

	
	
	

	9

9 items
	Assist management in the development of measures to be taken in the interest of HSE.
	a) Review hazard assessment 
· prioritize risks associated with hazards
b) Recommend and assist in the development of an HSE plan to address hazard assessment 

· recommend control measures

· emergency response plan

· safe work practices and procedures

c) Communicate to management their responsibility and accountable roles.

d) Advise management on site issues that may affect company standards.

e) Advise management on environmental and safety audit results that may have an impact on company operations.

f) Participate in the development and review of safe work practices and procedures in consultation with company workforce.
g) Recommend HSE standards for operations.

	
	
	


SECTION:  PROGRAM MONITORING and EVALAUTION 

 VALUE: 29%
	TASK NO.

 & VALUE
	TASK DESCRIPTION
	SUPPORTING SUBTASKS 

	10

6 items
	Participate in HSE meetings.
	a) Provide background information on topics/issues for meeting agendas.

b) Address assigned action items.

c) Keep a record of meeting notice, agenda, minutes, and action items, in accordance with policy.  

	
	
	

	11

 11 items
	Monitor the established control measures, which address health, safety, and environmental issues as outlined in the project safety plan. (100)
	a) Review environmental and safety performance through observation during on-site project visits and inspections.

b) Review internal inspection reports for prioritization of substandard acts and conditions. 
c) Review incident/accident reports for correctness and completeness.

d) Review incident/accident reports for root causation and recommend improvement measures.

e) Review corrective action plans resulting from inspections, investigations, hazard assessments and audits to ensure they are accurate and complete. 

f) Follow-up with all inspection, incident/accident, audits, and other related reports to ensure follow through of corrective actions identified.

g) Give instructions to personnel to take prompt corrective action to control unsafe or unhealthy conditions.

h) Work with others to identify how worksite situations can be effectively addressed.

i) Verify that work procedures and practices are consistent with accepted incident/accident prevention techniques.

j) Verify that HSE services and equipment meet legislative criteria (i.e., first aid kits, spill kits, eye wash stations, medical person, fire protection, etc.).

k) Ensure statistics are compiled from reports and conclusions are drawn for improvement to the company HSE program. 

l) Coordinate audits of sites to determine compliance with HSE plan and applicable legislation.

	
	
	

	12

7 items
	Conduct an investigation upon the report of an incident/accident.
	a) Describe the incident/accident. 

b) Determine what acts or conditions led to the incident/accident (who, what, where, when, why, how). 

c) Ensure all witness statements have been completed.

d) Determine steps that should be taken to prevent any similar incidents/accidents (corrective measures, follow-up).

e) File a report with appropriate agencies as legislated. 

f) Report results of incident/accident investigations to the management.

	
	
	

	13

5 items
	Follow-up on any workplace incidents/accidents to ensure that the appropriate corrective actions have taken place.
	a) Take immediate action to correct unsatisfactory environmental or safety performance or conditions.

b) Evaluate loss due to incidents/accidents.

c) Ensure there is adequate transport to a medical facility.

d) Ensure the worker provides the company with the appropriate medical information on return to work.


The essay component of the examination, worth 25%, consists of requesting the candidate to write a report, and respond to short answer questions. 
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