Welcome To

Orientation Booklet

A Welcome Message
Welcome to our company.
As you will read in this booklet our company is something that we take great pride in. We are pleased
that you have chosen to come work with us and hope that you will make a career of working here as
many of our employees have. William Day founded over 60 years ago what has now become a diverse,
multifaceted company servicing the resource based industries of Northern Ontario and beyond. Our
focus has always been to give our customers the highest quality of services and workmanship, delivered
on time with the utmost attention to safety.
As such, you are the most valuable asset this company has, without the people that come to work here
this company would have no service to offer. Our company is required by law to take “every reasonable
precaution” to ensure the safety of the workers however, we can not do this without you. Your coworkers, your family, the companies we work for and the communities you live in are all counting on you
getting home safely.
Please take the time to read all of this booklet, it contains a lot of useful information on our companies
values, policies, and procedures. Remember that there is no job so urgent that you are required to do it
in an unsafe manner. Look out for your fellow workers and others on the job sites, the most important
thing you can do every day is working in a safe manner. God Bless and have a “Safe Day”
Shawn Day, General Manager 2019
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Mission- What We Do

Vision- Where We’re Going

Health, Safety, & Wellness
Why? Because our employees
and their families are our most
valuable resource. Without
you-there is no us.
• How we support this?
• Training
• Health promotion (discounted
gym memberships, smoking
caseation courses, employee
assistance program)
• Competent, caring supervision
and leadership
“Dear friend, I pray that you may enjoy good health and that all
may go well with you, even as your soul is getting along well.” 3
John 1:2

Integrity
Why? Because truth builds the
straightest roads; we
characterize people by their
actions so not to be fooled by
their words; we are defined by
our actions
• How we support this?
• Promoting transparency
• Rewarding honesty &
accountability

“Better the poor whose walk is blameless than the rich whose
ways are perverse” Proverbs 28:6

Resilience
Why? Because we are resource
dependent, it protects the
company and it’s people; the tree
that doesn’t bend-breaks
• How we support this?
• Seeking new opportunities to
expand
• Reassigning dedicated workers
• Considering suggestions for
improvement
• Call-backs

“The LORD gave and the LORD has taken away; may the name of the
LORD be praised.” Job 1:21-22

Collaboration
Why? Because we are better
together; teamwork divides
the task and multiplies the
results
• How we support this?
• Mentorship programs
• Team task assignments
• Team-building initiatives

“Therefore encourage one another and build each other up,
just as in fact you are doing” 1 Thessalonians 5:11

Compassion
Why? Because we have an
authentic desire to help others; the
core of our business is to serve.
Cultivating compassion within the
workplace results in increased
trust, safety, support, and flexibility
among employees
• How we support this?
• Supporting community initiatives
• Deliver services to client
• Offering guidance and encouragement
to employees
• Acknowledging each others strengths
“And be kind to one another, tenderhearted, forgiving one another,
even as God in Christ forgave you.” Ephesians 4:32

Fit for Work

• Report to work in a fit condition and
avoid impairment from fatigue,
alcohol and/or drugs.

• Any use or misuse of prescription,
illegal drugs, or other substances will
reduce your ability to complete your
job in a safe manner.
• Also, maintain a physical and mental
state that allows you to perform your
job well.
• Stress and illness will reduce your
ability to do your job safely.

Driving & Operating
• Prepare by checking your vehicle or
mobile equipment, correct out of service
defects
• Everyone wears a seatbelt
• No handheld devices when driving or
operating
• Obey all signs and follow the rules of the
road or site traffic plan. Drive
appropriately and adjust for conditions
of the roadway or changing conditions
and hazards of the job site.
• Always use mobile equipment and light
vehicles for the purpose they were
designed for.

Energy & Machine Isolation

• Make sure to identify and control all
potential forms of energy by following
the procedures to eliminate the risk
that is associated with the hazard of
stored energy.
• Only work on equipment if all energy
sources have been identified, tagged
appropriately, locked with your
personal lock & tag and tested to
ensure that they are at a zero-energy
state.

Plans & Procedures
• Ensure you have a proper plan and
clear instructions of a task and
completed all paperwork (circle
checks, HOMES, risk- assessments)
thoroughly and properly before
beginning work.
• Make sure you follow proper
procedures for completing tasks.
• Ask your supervisor for clarification if
you are ever unsure of the plan or
procedure.

Aware of Your Workplace

• Be aware of the conditions and hazards in
your workplace and adjust your work as
needed.
• Don’t become complacent- hazards can
change in the same workspace.
• Be aware of slippery surfaces, lighting,
natural environment, unsafe ground,
overhead hazards, traffic, heights, open
holes, electricity, hazardous substances,
confined spaces, and weather.

Stop & Speak Up
• If there is any level of doubt of safety, STOP
and speak up. If you see unsafe acts or
conditions, STOP and speak up. Take
ownership of your safety and leadership on
the job site. If you feel the task is out of
your skill set or experience, STOP and speak
up.

• Correct any unsafe acts or conditions as you
can. To safely operate mobile equipment,
you must have the necessary qualifications,
certificates, competencies, and training
approved by William Day Construction. If
anyone tells you to operate equipment and
you are not qualified, STOP and speak updo not accept the task.
• Only perform work you are trained,
certified, qualified, authorized, and fit to
perform.

PPE & Tools/Equipment
• Ensure that you have all of the
necessary PPE, tools, and equipment
BEFORE beginning a task. Think about
what you need and what you COULD
need.
• Ensure that all PPE, tools and
equipment are in safe and good
working condition before beginning a
task.
• Only use the PPE, tools, and
equipment as they were designed to
be used
• If there is an issue with any of the
tools or equipment, or you require
specific PPE, speak with your
supervisor.

Duties of Employers, Supervisors, & Workers
Everyone has a role in safety
Your new job is a chance for a
fresh start, where you get to
learn new skills and meet new
people.
But, every job has hazards

The OHSA is a set of laws
and it tells us the duties of
employers, supervisors and
the rights and duties of
workers

Duties of Employers
• Make sure workers know about hazards
and dangers in the workplace and how
to work safely
• Make sure every supervisor knows how
to take care of health and safety on the
job.
• Create health and safety policies and
procedures for the workplace.
• Make sure everyone knows and follows
the health and safety procedures.
• Make sure workers wear and use the
right protective equipment.
• Do everything reasonable to keep
workers from getting hurt or sick on the
job.

Duties of Supervisors
• Tell workers about hazards and
dangers in the workplace and
show them how to work safely.
• Make sure workers follow the
law and the workplace health
and safety policies and
procedures.
• Make sure workers wear and
use the right protective
equipment.
• Do everything reasonable to
keep workers from getting hurt
or sick on the job.

Duties of Workers
• Follow the law and the
workplace health and safety
policies and procedures.
• Always wear or use the
protective equipment that
the employer requires.
• Work and act in a way that
won’t hurt them or any
other worker.
• Report any hazard they find
in the workplace to their
supervisor.

Rights of Workers
“Your employer has the responsibility to make the workplace as safe as possible and
to tell you about any hazards in the work you do. Your supervisor has the same duty.
They also have to make sure you know how to avoid those dangers and work safely.
You have the right under the OHSA to be told about the hazards in the work you do
and to be instructed on how to do your work safely.
If someone asks you to do work that you don’t know enough about, your employer
and supervisor are responsible for making sure you know how to do the work safely.
That’s why you have the right to speak up and ask questions – even if you are shy or
unsure. People can get hurt on the job if they don’t have the right information and
training.
You should never have to be worried that you will get in trouble for asking questions
or reporting a problem. It’s against the law for your employer or your supervisor to
punish you in any way for doing what the OHSA says or for asking your employer or
supervisor to do what the OHSA expects them to do. This is called a “reprisal.” It’s
even against the law for your supervisor or employer to threaten to punish or fire
you for doing these things.

You also have a right to refuse to do unsafe work if you have reason to believe it puts
you or a fellow worker in danger.”
This excerpt is taken directly from the Worker Health and Safety Awareness in 4 Steps Booklet-page 8

Indigenous Relations
We are committed to working with Indigenous
Communities and it’s members in the spirit of
cooperation and responsibility. We acknowledge
that Indigenous Communities have a history and
cultural relationships with their land and an
unique knowledge of the natural environment.
Establishing meaningful relationships with
Indigenous members based upon trust, confidence
and accountability is vital to achieving our
objectives when operating on these lands.
• How we support this?
• Be respectful of the territory we operate on
• Be responsible and practice Day’s highest standard of
safety measures in any community
• Be encouraging and empower your co-worker no
matter what ethnicity
“Great Spirit, help me always to speak the truth quietly, listen with an
open mind when others speak, and to remember the peace when there
is silence” Indigenous Prayer

Our Locations

Construction
We provide services in • Turnkey Projects
the mining and
• Exploration trails,
municipal sector
sumps and ground
• Infrastructure
stripping
Projects
• Dust Suppression
• Site Construction
• Environmental
• Road Construction
Assessments
and Maintenance
• Land Rehabilitation
• Ponds and Dams
and Hydro Seeding
• Piping Systems
• Portable Pug Mill
Services
• Bridges and Culverts

Offered in:
Sudbury
Levack
Timmins

Line Painting
We provide line painting services for roadways
and parking lots
• Road lines
• Parking lot lines and layout
• Temporary lines in construction zones
• Concrete barrier and post painting

• Custom graphic painting

Mining
We offer mining services from cradle to grave.
• New mine site preparation

• Open-pit mining
• Site construction
• Collar excavation for mine shafts/portals

• Specialized mining equipment
• Process & project management
• Demolition

• Decommissioning and rehabilitation of mine
properties
Offered in:
Sudbury
Levack
Timmins

Pipe Fusing
We provide pipe fusing services for any type of
situation; even in emergencies
• 24/7 emergency response
• Remote services
• Butt fusing 2”-36”
• Electro fusion
• Fully mobile and portable system
• Custom docks and floats
Offered in:
Sudbury
Levack
Timmins

Pits & Quarries
We offer advanced crushing and screening
services. We own and operate 22 pits/quarries
with reserves of more than 20 million tonnes of
sand & gravel!
• Portable and on-site screening and crushing
• Washed aggregate
• Quality control lab services
• Pit and quarry inspections and rehabilitation
• Pit and quarry plan and development
• Material stacking, sorting, and stockpiling
• Dredging
• Portable pug mill

Offered in:
Sudbury
Levack
Timmins

Rail Services
We offer preventive maintenance and capital
improvements like track inspection and repairs,
snow removal and siding extensions
• Remote jobsite transport
• Operated or unmanned equipment
• Highway transport of materials and
equipment
• Infrastructure projects

• Derailment salvage and remediation
Offered Coast to
Coast across
Canada!

Safety & Training

Our safety policies, training , and monitoring
tools yield the best employees and service
delivery to our customers
• Intelex Management System
• Advanced Driver Training
• Remedial Driver Training
• Pre-Employment Driver Testing
• Leadership Development Program
Offered in:
Sudbury
Levack
Timmins

Spill Response
Our environmental spill response team provides
efficient, cost effective 24/7 emergency
response services
• Soil and water remediation
• Spill containment
• Remediation to pre-accident state
• Remote services
• Laboratory testing for contaminants
• MOECC approved waste management system
• Derailment salvage
Offered coast to
coast across
Canada!

Surveying
We take project designs from paper to the field
for a field-to-finish service
• Drone surveying
• GRX-GPS units
• Base/rover set ups
• Upgradeable and versatile AutoCAD
• Sokkia total stations
• Bathymetry (underwater depth surveys)
• Thermal Imagery Sensing
Offered in:
Sudbury
Levack
Timmins

Transportation
We have one of the most • Cranes, excavators,
modern and versatile
bulldozers
fleets in Northern Ontario • Top maintenance and
geared for industrial,
repair of fleet
commercial and
government applications • Single-load to multishipment
• Complex cargo logistics
(oversize/overweight) • Heavy Equipment
moving
• Specialized mining
• Oil and Gas delivery
services

• Ore handling and
hauling
• Commercial transport
• Specialized floating
trucks & trailers
• Loading equipment

• Axle combinations from
1 to 70 tons
Offered in:
Sudbury
Levack
Timmins. We can
float equipment
across Canada!

Fleet Maintenance

Our maintenance shops are often referred to as
the heart of the company. Every truck, trailer,
and piece of equipment undergoes inspection
and maintenance work
• Mobile maintenance units
• Welding and fabricating
• Sandblasting
• Automotive maintenance
• Body shop and painting
Offered in:
Sudbury
Levack
Timmins

Waste Management
Our environmental division performs roadside
collection, recycling, and operates industrial
landfill sites for all major mining companies in
the Greater Sudbury area
• Industrial bin collection and rental
• State of the art recycling technology
• Composting technology
• Made-to-spec industrial units
• Roll-off services
• Dual-stream waste-recycle units
Offered in:
Sudbury
Levack

Training Requirements
All employees, once hired at
Day Group, are required to
complete the following
training modules:
• WHMIS (expires yearly)

• Worker Health & Safety
Awareness (no expiry)
• Driver Training (expires every two
years)

Training Requirements Continued
Depending on which Day location you
are working at, you may also be
required to complete any of the
following:

Surface Miner

• Sudbury INO General Orientation (expires
every two years)
• Surface Miner Common Core (no expiry)
• Vale Tier 1 (expires every two years)
• Zero Energy State (expires every year)
• Job/Mine-Site specific indoctrinations
(expiry dates vary)

Zero Energy State (ZES)

PPE Requirements
You are required to wear specific
personal protective equipment while
working at Day Group. The
requirements may vary slightly
depending on job description and
location however the following are
always required:
•
•
•
•
•

Boots
Head Protection
High-Visibility Clothing
Hand Protection
Eye Protection

PPE Requirements: Boots

Boots:
• Must be CSA approved, and have at least 8 inch
upper
• Must have steel toe and internal metatarsal guard
• Must always be laced to the top and tied, and
pants must be pulled over, not tucked in.
• This is to prevent dust, dirt, chemicals or sparks
from entering the boot and causing injury.

• Your boots must be in decent condition, with no
severe damage to boot or sole.

• Must be worn at all times, on all properties

PPE Requirements: Head Protection
Head Protection:
• Must have hearing protection
attached
• Must have reflectors on front, sides,
and at rear
• Must be worn at all offsite projects,
and on all customer properties

You will be required to wear a yellow hard hat
until you complete your probation. Then you
will be given an orange hard hat

PPE Requirements: High-Vis
High-Visibility Clothing:
• Must be long-sleeved – this is a requirement on all
work sites with Day Group.
• Must be worn at all times.
• Must not have a hood.
• Must be in good condition (not torn or discoloured)
• Must be blaze orange in colour
• It should be noted that all hi-vis items, including
shirts, vests and coveralls should be replaced when
the colours begin to fade as faded clothing is no
longer effective for high visibility.

• Must have:
• front stripes and lap band
• X on the back side
• arm and leg bands

PPE Requirements: Hand Protection
Hand Protection:
• Can be one of numerous types: leather, cut
resistant, chainsaw, rubber, neoprene, nitrile and
many others.
• Gloves must be worn as protection from gas,
liquid, fume or dust hazards, punctures, cuts or
abrasions, hot objects or radiant heat
• In most locations, task specific gloves may be
substituted for leather work gloves when
needed:
• Rubber gloves when working with water
• Insulated gloves for winter work
• Mechanics gloves for work requiring fine motor
control

PPE Requirements: Eye Protection
Eye Protection:
• Must be plastic framed (no wire frames) and have
side shields
• You must have prescription safety glasses if you
require prescription glasses
• You cannot wear tinted glasses inside of buildings
– clear only
• Eye protection must be worn at all times in
mechanic and welding shops & when there is
possibility of debris entering the eye or eyes:
•
•
•
•
•

conducting grinding operations,
using high pressure water or air,
using air impact tools, and
all chipping, punching or gouging operations
working in/around sand, gravel, salt, lime, calcium
etc.

• Substitutions or additions include:
• plastic face shields
• goggles
• welding helmets

Other PPE
In various areas, depending on job
requirements, you may be required to use extra
PPE measures:
• Respirators

• Fall arrest systems
• Dust masks
• Chaps and chainsaw gloves
• Face shields of different varieties
• Fire retardant clothing
• Life jackets

Generally, if these measures are required there
is also specialized training or testing mandated
to do the job – make sure to inform yourself,
and if you are uncertain always ask a co-worker
and/or your supervisor

Paperwork

While working at Day Group,
there are four paperwork items
that must be completed during
each shift:
• Timecard
• Circle Check or Driver Log (if
operating or driving any piece of
equipment/vehicle)

• HOMES/RIOS
• Safety Share

Paperwork: Timecard
A detailed timecard is key. It is how you
receive pay and how administrators do
the billing. You must always include the
following:
• Your name & the date
• Supervisor’s name

Jeff Smith

Jan 21st, 2019
Description of job/task

1190 7am 10am 3

• Fuel litres you put into equipment and
from where (if applicable to you)
• Equipment or vehicle number which you
operated/drove (if applicable)

• Each specific job/task and location
• Start and finish time on each specific
job/task
You may also need to include load or tonnage
information and the contact person for your
specific job. Ask your supervisor if you are unsure

John Doe

Fuel L./
from where

Paperwork: Circle Check
Circle checks help keep our units well
maintained. It is also a legal requirement for all
operators/drivers of commercial equipment.
The following is required:

Jan 21st, 2019
7:00am
Jeff Smith
Kenworth

1190
109, 736

5L

• Your name, the time and date
• Unit information (hours/km’s, make and model)
• Any item that is defective on the unit (check the box and
write in comment section)
• Any fluids added to the unit

x

• Check if the unit is satisfactory
• Sign and date

x
x

x
Crack in windshield

At the end of your shift, you must include the end
hours/km’s, and any other comments or issues that arose
during operation

Jeff Smith

109, 780
109, 736
44

Jan 21st, 2019

5L
10w30

Paperwork: Driver Log +160km
x

***You are to only sign
at the end of the shift

21

ABCD 321
1190

01

2019

10
0
0
10
10
10
10
10
0
0
10
10
10
10

7:00am
109, 916

Driver’s Daily Logs are to be completed by
any driver who has the potential to drive
more than 160km from the head office. The
following is required:

Jeff Smith

109, 736

***Jeff Smith

17
1
5
24

• Name and unit information

• Hours worked in the past 14 days
• Hours log chart
• Inspection report with defects

This paperwork should be completed daily and
handed in with timecard at the end of shift (or
when applicable)

ABCD 321

1190

ON

109, 736

X

7:00am 21/01/19 Levack
x
x

1190 14

x

crack in windshield

Jeff Smith

7am

Paperwork: Local Driver Record -160km
Local Driver Time Records are only to be
used by drivers who are operating within a
160km radius of the head office. The
following is required:
• Name and unit information
• Hours log chart

21

ABCD 321
1190

01

2019

7:00am

Jeff Smith

Levack

Jeff Smith

109, 780
109, 736
14
10
24

***You are to only sign
at the end of the shift

• Inspection report with defects

This paperwork should be completed daily
and handed in with timecard at the end of
shift

ABCD 321

1190

ON

109, 736

crack in windshield

Jeff Smith

X

7:00am

21/01/19

Levack

Paperwork: HOMES
All field employees must complete a
HOME Task slip at the beginning of
each job. It is meant to help you
identify hazards in your work area. The
following is required:
• Name, date, unit #, supervisor, job
description, and location
• Check boxes if the hazard is applicable,
and if you controlled the hazard
• A written description of your task and
the hazards

• Check boxes of the controls you put in
place to minimize hazards
• A Stop-and-Correct where you fix a
substandard condition before, during, or
after shift
• Your signature
Hand in with timecard at the end of your shift

Paperwork: RIOS
All field employees must complete a RIO
Slip if they were involved or witnessed an
incident/accident, if an issue arises that
they cannot fix themselves, or if simply
making a safe observation. The following
is required:
• Name, date, supervisor, unit #, location and
time of event

• A description of the event
• Check what contributed to the event
• Who you reported the incident to
• Corrective actions (if applicable)
• Any other concerns/comments
• Your signature
You must inform you supervisor of any incidents right
away and they must sign this slip also

Paperwork: Safety Share
At the beginning of each shift, your
supervisor or lead hand will
discuss a safety topic for that day.
• These safety shares are meant to help
workers identify and practice safe
working habits
• At the end of the discussion, you print
and sign your name on the page
• Your supervisor will hand in this page
with their other paperwork

Extra Paperwork
There are many other forms that you may
have to complete or have on hand,
depending on the task or job that you are
working on during your shift:
• Traffic control plan

• Fall protection plan
• Crusher/Screener report
• Scale tickets
• Loading material
• City of Greater Sudbury forms
• Lifting or digging permits
• Wheel re-torque

If ever you are unsure of the paperwork you
must complete, ask your supervisor

Policies & Procedures

When you are first signed on
with the company, there are
many policies and procedures
that you signed. This next
section is a brief overview of
those policies and procedures.

Housekeeping Standards
The Occupational Health and Safety Act sets legal requirements and
expectations for maintaining a safe workplace. Day Group’s Housekeeping
Requirements are as follows:
• Waste material and debris shall be removed to a disposal area and reusable
material shall be removed to a storage area as often as is necessary to prevent a
hazardous condition arising and, in any event, at least once daily.
• If a formwork tie, reinforcing steel, a nail or another object protruding from
concrete or another surface may endanger a worker, the protrusion shall be
removed, cut off at the surface or otherwise protected as soon as practicable.
• Material or equipment at a project shall be stored and moved in a manner that
does not endanger a worker.
• Material and equipment at a project shall be piled or stacked in a manner that
prevents it from tipping, collapsing or rolling.
• A floor or other surface used by any worker shall be kept free of obstructions,
hazards and accumulations of refuse, snow or ice.
• Debris created from eating is to be disposed in a covered container, not thrown
or dropped on the ground where it may attract wildlife.
• Smoking is to be done in a designated area and cigarette butts are to be
discarded in a non-flammable container.

Corporate Safety & Occupational Health Policy
Safety is essential at William Day Construction Limited. Each of us has the responsibility to make sure
that the safety and well being of our co-workers, our customers and the general public is of primary
concern. This objective is fundamental to the efficient operation of our business.
The key elements of a safe and healthy working environment are management and employee
commitment, a knowledgeable supervisory staff, involved health and safety committee leadership and
conscientious employees. It is critical for each employee to be dedicated to the principle that, accident
prevention is an integral part of the planning and efficient execution of each and every job.
Management recognizes its responsibility to provide safe and healthy working conditions, work
procedures and competent work direction for our employees.
Every employee has the responsibility to prevent accidents and injuries by observing safe working
procedures, following the directions of supervisors, practicing the principles taught in safety training and
providing ideas so our safety and health efforts will be further strengthened. William Day Construction
Limited and its employees have the responsibility to comply with all laws and regulations related to safety
and health programs. An effective safety and health program extends beyond normal working hours and,
accordingly, safety for employees and their families off the job activities is encouraged.

At William Day Construction Limited we do not consider any phase of our operations of greater
importance than the safety of our employees, our customers and the general public.
William Day Construction Limited
Shawn Day, General Manager 2019

Workplace Harassment Policy
The management of William Day Construction Limited is committed to providing a work environment
in which all individuals are treated with respect and dignity.

Workplace harassment will not be tolerated from any person in the workplace. Everyone in the
workplace must be dedicated to preventing workplace harassment. Managers, supervisors and
workers are expected to uphold this policy, and will be held accountable by the employer.
Workplace harassment means engaging in a course of vexatious comment or conduct against a worker
in a workplace—a comment or conduct that is known or ought reasonably to be known to be
unwelcome or workplace sexual harassment. Workplace sexual harassment means:
• Engaging in a course of vexatious comment or conduct against a worker in a workplace because of
sex, sexual orientation, gender identity or gender expression, where the course of comment or
conduct is known or ought reasonably to be known to be unwelcome,

or
• Making a sexual solicitation or advance where the person making the solicitation or advance is in a
position to confer, grant or deny a benefit or advancement to the worker and the person knows or
ought reasonably to know that the solicitation or advance is unwelcome.

Harassment may also relate to a form of discrimination as set out in the Ontario Human Rights Code,
but it does not have to. The Ontario Human Rights Code prohibits harassment based specific grounds,
race, ancestry, place of origin, colour, ethnic origin, citizenship, creed, sex, sexual orientation, age,
marital status, family status or disability.

This policy is not intended to limit or constrain the reasonable exercise of management functions in the
workplace. Reasonable action taken by the company or supervisor relating to the management and
direction of workers or the workplace is not workplace harassment. Management reserves the right to
perform performance appraisals, both verbally and written, discipline workers and discuss with
employees, unacceptable work practices. Management will not belittle employees.
Workers are encouraged to report any incidents of workplace harassment. Workers are not to be
penalized or disciplined for reporting an incident or participating in an investigation involving workplace
harassment, false reports may be viewed as harassment against the other employee. All reports should
be made formally to your supervisor. Those not wishing to speak to their supervisor should talk to Gerry
W. Carriere. If a worker needs further assistance, he or she may contact a member of the JHSC, a safety
representative, the Human Rights Legal Support Centre or the company employee assistance program
through Alison Taylor. Third party assistance in investigating the complaint will be made available if an
employee feels that this may be required to resolve the issue or ordered by the Ministry of Labour.
Management will investigate and deal with all concerns, complaints, or incidents of workplace harassment
in a fair and timely manner. Information provided about an incident or about a complaint will not be
disclosed except as necessary to protect workers, to investigate the complaint or incident, to take
corrective action or as otherwise required by law. During the investigation, the employee may be asked if
the other party can be invited to a meeting to discuss the matter openly, it is your right to deny the
request, although the other party has the right to know that there is a complaint about their conduct.
Nothing in this policy prevents or discourages a worker from filing an application with the Human Rights
Tribunal of Ontario on a matter related to Ontario’s Human Rights Code within one year of the alleged
incident. A worker also retains the right to exercise any other legal avenues that may be available.
Shawn Day, General Manager 2019

Workplace Violence Policy
The management of William Day Construction Limited is committed to the prevention of workplace violence and is ultimately
responsible for worker health and safety. We will take whatever steps are reasonable to protect our workers from workplace
violence from all sources.
Violent behavior in the workplace is unacceptable from anyone. This policy applies to all employees and others on William Day
Construction Limited sites such as visitors, clients, delivery persons and volunteers, etc. Everyone is expected to uphold this
policy and to work together to prevent workplace violence.
There is a workplace violence program that implements this policy. It includes measures and procedures to protect workers
from workplace violence, a means of summoning immediate assistance and a process for workers to report incidents, or raise
concerns.
William Day Construction Limited, as an employer, will ensure this policy and the supporting program are implemented and
maintained and that all workers and supervisors have the appropriate information and instruction to protect them from
violence in the workplace.
Supervisors will adhere to this policy and the supporting program. Supervisors are responsible for ensuring that measures and
procedures are followed by workers and that workers have the information they need to protect themselves.
Every worker must work in compliance with this policy and the supporting program. All workers are encouraged to raise any
concerns about workplace violence and to report any violent incidents or threats.
Management pledges to investigate and deal with all incidents and complaints of workplace violence in a fair and timely
manner, respecting the privacy of all concerned as much as possible.
The workplace harassment policy should be consulted whenever there are concerns about harassment in the workplace
Shawn Day, General Manager 2019

The Five Point Safety System
• Check the entrance and travel way
to your place of work
• Check your tools and equipment
to ensure they are in good
working order
• Are you fit for work and working
properly
• Do an act of safety
• Can and will you work safely? The
answer must be YES

Task Change
If there is a change in your task, you
must familiarize yourself with the
procedure, safety, and expectations
of the work before beginning
• If you are asked to complete a task that
you feel is unsafe or that you are
unqualified to do, you have the right to
refuse.
• For example: operating a loader without
having the training or certification
• If there is an accident or incident YOU
will be held responsible, not your
supervisor

Spill Response
Should a spill of any quantity occur, as
soon as it is safe to do so, contact your
supervisor
• Immediately try to stop and contain the
spill using the spill kit provided in the
company vehicle
• If the spill happens in a location where it is
not possible to contact your supervisor,
inform local authorities (911) and provide
them with as much information as
possible: location, product spilled,
quantity, potential risk to the public
• Once the clean up is completed, a full
investigation shall be done
If ever you are unsure of the spill response
plan, ask your supervisor

Change of Information
If there is ever a change in your
personal information such as:
• Drivers licence/licence suspension
• Home address
• Phone number
• Next of kin
• Marital status
• Dependents
You must notify Human Resources (2237), Payroll
(2264), and Training (2284) as soon as possible
Call (705) 682-1555 and ask for the above extensions if working in
Sudbury and Levack

Wheel Loss & Retorques
A wheel retorquing policy is in place to
prevent wheel loss
• It is the driver’s responsibility to ensure that three
retorques are completed within the proper time
frame and all pertaining paperwork is completed
accurately and submitted
• This applies to all company vehicles including pickup trucks

Only a person qualified to perform the Torque
Procedure is allowed to retorque the wheels
There are torque wrenches and qualified personnel
at:
• Nickle Rim
• Levack Shop
• Sudbury Shop
• Timmins Shop

If ever you are unsure of the wheel retorque
policy, ask your supervisor

Wheel Loss & Retorques

Road Safety
All employees, while in company
vehicles, must adhere to the rules
and regulations of the Highway Traffic
Act.
• While working on mine property or other
customer property, all rules and regulations
must be followed.
• Seatbelts must be worn in all company vehicles
and equipment
• Speeding and aggressive driving will not be
tolerated
• Smoking in company equipment and vehicles is
strictly prohibited and will not be tolerated
• Cell phone use while driving or operating is
strictly prohibited

Alcohol & Drug Policy
Consuming intoxicants or illegal stimulants
while on duty or on the company’s
property is subject to immediate dismissal
• Reporting for duty while under the influence of
an intoxicant or illegal stimulant is subject to
dismissal
• If you are found to be in possession of
intoxicants or illegal stimulants while on duty or
on company property, you are in violation of the
company policy and will be reprimanded
according to the Progressive Discipline Policy
Remember: you must be Fit-for-Work before
commencing any task or beginning your work
day

Cell Phones & Electronic Devices
No electronic device may be used by the vehicle
operator unless the vehicle is stopped, on the
shoulder of the road, not obstructing the flow of
traffic, and not positioned in a manner that may
endanger others
• The operator may use a wireless connection device in
hands-free mode

• Use of personal cell phones while working on any job
site is prohibited. Leave it in your car or locker.
• In the event or situations where the use of a cell
phone or smart phone is required, you must
complete an ‘Exemption to Cell Phone’ form. It must
be carried with you at all times while on duty

Each mine site or work area has different rules and
regulations regarding cell phone use. Ask your
supervisor for specific rules and regulations about your
work area. Remember: if you are asked to change work
locations, the rules and regulations regarding cell
phones may also change

Smoking in the Workplace
The cab of a company vehicle or piece of
equipment is considered a workplace.
Therefore it is illegal to smoke inside
company vehicles and equipment
• Many of our customers enforce a zero
tolerance policy. Some customers allow
smoking in designated areas only

• In most places, smoking is allowed outside, yet
you must be at least 30 feet away from any of
the office or work buildings
For the purpose of this policy, smoking includes
tobacco products such as cigarettes and cigars,
Electronic Cigarettes (also referred to as ECigarettes) and Vaping materials

Company Two-Way Radios
Company radios are installed in trucks
and equipment for the use of
communication and operational issues
• The licence for the use of the company’s two
channels is regulated and governed by the
CRTC. The use of profanity on DAY Channel 1,
2, & 3 is strictly forbidden and the company
can lose the license to those channels
• The radios are not to be used to air personal
issues or problems, complain about
employees or the company

Progressive Discipline
Our Progressive Discipline Policy is to be used as the primary guide for employee discipline;
however, based on severity of the incident, there may be situations where an employee
may be terminated even for a first offence. This applies to all personnel working with Day
Group
Attendance
1st offence (day 9) –reprimand
2nd offence (day 10) -reprimand
3rd offence (day 11) -3 days off
4th offence (day 12) -subject to dismissal

Absence from work without a reasonable explanation:
Employment Standards Act allows for 8 Annual Leave days. The below identified disciplines will
begin after the 8 Annual Leave days have been used

1st offence -reprimand
2nd offence -1 day off
3rd offence -3 days off
4th offence -subject to dismissal

Reporting late for work without a reasonable explanation

Driving Behaviour
1st offence-reprimand
2nd offence -1 day off
3rd offence -3 days off
4th offence -subject to dismissal

Driving at speeds in excess of Government posted speed limits

Loss to Company of:
1 point -2 days off
2 points -4 days off
3 points -6 days off
4 points -8 days off
5 points or more-subject to dismissal or
time off

Highway Traffic Act Violations where driver has been charged and the Company’s CVOR record
will be affected

Equipment
1st offence -1 day off
2nd offence -Subject to dismissal

Tampering with recording device, on board computer, governor, other safety devices or any
other system on equipment

1st offence -Reprimand
2nd offence -1 day off
3rd offence -3 days off
Subsequent offences – subject to
dismissal

Failure to ensure that power equipment is properly serviced for fuel, gasoline, oil and water,
fluid levels, and that all tire pressures are checked before leaving the branch or work site where
required by the Company

1st offence -Reprimand
2nd offence -1 day off
3rd offence -3 days off
Subsequent offences – subject to
dismissal

Failure to properly tarp, chain or strap cargo and equipment

1st offence -1 day off
2nd offence -3 days off
Subsequent offences – subject to
dismissal

Failure to report mechanical defects in equipment, if known

1st offence -Reprimand to 3 days off
2nd offence -subject to dismissal

Unauthorized use of Company motor vehicles

Passengers
No driver or equipment operator shall be permitted to allow anyone except employees of the Company who are on duty or other transport
drivers broken down on the highway to ride in his/her truck/equipment except by written authorization of the Company.

Reports
1st offence -subject to dismissal

Deliberate falsification of time cards, trip reports or time theft

Progressive Discipline Cont.
Accidents
Accidents for which the employee is at fault or for which his/her action or lack of action is a contributory factor, will result in disciplinary
action which may range from reprimand to dismissal according to the seriousness of the accident, the degree of negligence or carelessness
and/or frequency of accidents
The Company may suspend the employee, without pay, until a full investigation of an accident is completed.
Failure to report all accidents as soon as possible in accordance with Company policies and procedures will result in the employee being
subject to dismissal.

Backing Up Incidents
1st offence -3 days off, up to dismissal

Conduct and Behaviour
1st offence -subject to dismissal

It is the Company Policy that all personnel will report to work in a condition where they are “Fit for
Work” and will not pose a danger to themselves or their co-workers:
Consuming intoxicants or illegal stimulants while on duty or on the Company’s property

1st offence -reprimand to one week off
2nd offence -subject to dismissal

Reporting for duty while under the influence of an intoxicant or an illegal stimulant

1st offence -subject to dismissal

Theft or willful damage

1st offence -Reprimand
2nd offence -1 day off
3rd offence -3 days off
4th offence -subject to dismissal

Failure to obey instructions of authorized personnel

1st offence -subject to dismissal

Deliberate and/or repeated disobedience of orders of authorized personnel

Wages & Pay
Every employee is accorded an
hourly wage based on the
position they were hired for,
skills, and abilities
• Employees receive a 10 cent
increase after every year (Service
Reward)

If ever you change your address
or banking information you must
notify payroll immediately to
ensure your pay is received

Pay Cheques & Pay Periods
Pay is delivered via direct
deposit. This is set up with the
payroll department and your
banking institution
• Pay and pay stubs are delivered
bi-weekly
• Pay stubs include the following
information:
• Hours worked
• Earnings
• Deductions
• Date of deposit

Vacation
Hourly employees are allotted 2
weeks of vacation time every year.
After 5 years, employees are entitled
to 3 weeks.
• Vacation pay is paid out bi-weekly with
every pay cheque
• 4% of hourly wage for first 5 years
• 6% of hourly wage after 5 years
• Employees must budget for time off as
vacation pay is not paid separately
• Vacation time is renewed yearly from date
of hire (not calendar year)
• Employees must fill out a vacation request
form and submit to their supervisor

4%/2
weeks
6%/3
weeks

Annual Leave Days & Bereavement
Each hourly employee is allowed 8 Annual
Leave Days per year. All 8 days are unpaid
• 2 days for bereavement (for Aunts, Uncles, Friends)
• 3 days for personal illness (doctor’s note can be
requested)
• 3 days for family responsibilities

Each employee is also given 3 days of paid
leave @ 8 hours for bereavement for the
following:
• Spouse (married or unmarried)
• Parent, step-parent, foster parent, grandparent, stepgrandparent (of employee or employee’s spouse)
• Child, step-child, foster child, grandchild, step-grandchild
(of employee or employee’s spouse)
• Sibling, son/daughter-in-law
• A relative who is dependent on employee for care or
assistance

Social Club
The social club focuses on activities for
employees outside of work. It is a
voluntary membership. The cost is a $3
payroll deduction on every pay, which
comes to $78/year.
• Two tickets to the annual golf tournament
• Two tickets to the company Christmas party
• Family tickets to the children’s Christmas
party
The club also arranges for small gifts to be
sent to employees and their families in times
of difficulty or joy (death/hospitalization of
loved one or birth of a child)

Pension
Day Group offers its employees a
voluntary membership in a
registered pension plan.
• The plan allows a 3% contribution by
the employee that is matched by the
company.
• This in addition to the Canadian
Pension Plan

Benefits
Day Group offers a competitive
benefits package for employees
after three months employment.
Each employee is entitled to
$5000/year with the following
caps:
• $1500 paramedical care
• $200 Frames/lenses, $50 eye exam
• 100% of prescription drug costs

• $1000 dental
• Hospital ward coverage
Further information can be found in your
benefits package booklet or by calling our
Human Resources department

Employee Assistance Program
Day Group offers employees an
opportunity to access counselling
services should the need arise
• Employees can access a list of
providers and services either by
calling the Human Resources
Department or accessing the list on
the Day Group Website
• All requests are private and
confidential

If working in
Sudbury or Levack:
(ext 2237)
If working in
Timmins: (ext 4012)

Employee Advancement
Day Group is pleased to offer
advancement opportunities to
employees in various ways:
• Upgrading of licence

• Training on heavy equipment
• Employee transfer to different
department
• Apprenticeships
• Supervisory role
Employees are monitored and mentored by
supervisors and in turn supervisors can make
recommendations for further training
depending on work ethic, skills, and abilities.
All training and upgrading is sent to the
Ministry of Colleges, Training, and
Universities

Website & Accessing Information Online
Visit our website at: www.daygroup.ca
You can view information, job postings and also access the
employee section!
To access the employee section:
• You must first register by clicking the login/register tab on the
upper right portion of the website
• Click the word register and enter your email and a password.
Click the agree button and then register. A message will appear
that your account was created but needs to be verified.
• After verification, you will get an email and you will be able to
log in using the same email and password by clicking the log in
button.
• Once you log in, click the link for the For Employees page, you
will now have access to different links to information on
benefits, health & wellness, social club, and more. Check back
regularly for updates.
• If you resign or are terminated from Day Group, you will lose
access to the employee section of the website.

Social Media
We also have social media accounts on Instagram and
Facebook.
Like and Follow us for the most up to date information on
the company and job postings

@daygroup

Day Group

Mental Health & Wellness
• Our first SafeDAY rule is to be Fit For Work

• In order to work safely and productively, you must
ensure that you are taking care of yourself and
your mental health & wellness is a large part of
being fit for work

YOUR health, YOUR wellness, YOUR family, comes FIRST.
YOU are important and responsible for YOUR health

Do some Self-Care:
•
•
•
•
•

Get professional help if needed
Spend quality time with family, friends, loved-ones
Exercise
Eat healthy
Un-plug from technology

For help or information call Human Resources at 2237 (Sudbury & Levack) or 4012 (Timmins) OR visit the Employee Assistance Program page on the
Employee Log-in Section of our website at www.daygroup.ca

Founder of the Company
William Day

Feb 14 1934~Aug 25 2018

Bill was born in Esquminac Quebec. The second oldest
of six children, he quit school at the age of 12 to work
alongside his father Oben to help support the family.
At 18 he left Quebec and headed West to work in the
oilfields in Alberta. He stopped in Sudbury in 1952 and
began to work. At 20 years old, he started his own
business with one truck. By 1990, all three Day Office
locations were established as well as a sawmill in
Westtree.
Bill was a hard worker and dedicated to the company
and his employees for 64 years. He saw the people of
the company as his greatest asset but also saw them
as family. His office door was always open and he
would continually pray for employee needs and safety
as well as wisdom to use what he had to bless others.
He demonstrated strength, integrity, and generosity
during his life. He would want to have said thank you
for your dedication to the company!

Welcome to the

family!

