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In consultation with industry subject matter experts, the BC Forest 
Safety Council (BCFSC) facilitated the production of this material. 

Printed copies are considered uncontrolled and may be outdated. 
Current versions are available from the BCFSC. Refer to 
http://bcforestsafe.org/node/2823 for more information. 

Feedback is welcome and may be sent to training@bcforestsafe.org.   

http://bcforestsafe.org/node/2823
mailto:training@bcforestsafe.org
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Unit Introduction 
By the end of this unit, you will be able to demonstrate knowledge of:  

¶ Documentation required before starting work 

¶ General documentation used in forestry 
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Section 1006-1: 
Documentation Before 
Starting Work 
What you will learn in this section 

By the end of this section you will be able to demonstrate knowledge 
of the following key points:  

1.1 Safe work procedures and job safety breakdown documentation 

1.2 Documentation required before starting any work 

1.3 General map reading skills  

1.4 Purpose of operator manuals 
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Key Point 1.1: Safe Work 
Procedures and Job Safety 
Breakdown Documentation 

Written safe work procedures are a legal requirement no matter 
where you work. They may be called by any of the following names: 

¶ Job Safety Breakdowns (JSBs) 

¶ Standard Operating Procedures (SOPs) 

¶ Job Safety Analysis (JSAs) 

Your supervisor is responsible to ensure you are competent in the 
Standard Operating Procedures (SOP). As a forestry worker you are 
responsible to: 

¶ make sure you have the updated version of the SOP 

¶ make sure you know and follow the procedures 

¶ ask questions when you do not understand 

¶ make constructive suggestions to change and improve the 
procedure to keep it current, relevant, and safe 

¶ discuss SOP with supervisor, as it is the supervisorôs 
responsibility to ensure you are is competent in the SWP 

Each SOP should include potential hazards and step-by-step 
procedures that control the hazards so that the work activity can be 
completed safely. 

SOPs should be reviewed annually or after an extended absence 
from work of more than six weeks. They should also be reviewed 
when there is a change in process or task. 

 

REMEMBER  

It is your responsibility to ask the supervisor for an 
explanation when the procedure is unclear. 
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Key Point 1.2: Documentation 
Required Before Starting 
Work 

It is the responsibility of your employer to provide you with the 
information necessary to stay healthy and safe while you do your 
work and to ensure the health and safety of the people working with 
you. It is your responsibility to use this information to protect yourself 
as well as other people who may be affected by your actions.  All 
workers must have access to a map of the worksite. It is a best 
practice for each worker to have a copy of the site map on their 
person. At many worksites this is a requirement. 

As a new or young worker to the job site, additional documentation 
may be required by the employer as per OHS Regulation 3.24. 

Pre-work documentation that may be required includes: 

¶ Site hazard assessment 

¶ Job safety plan (falling plan or field safety plan) 

¶ Initial safety meeting for new worksite 

¶ First aid risk assessment 

¶ Emergency response procedures 

¶ Working alone assessment and man check records 

Site Hazard Assessment 

Before a crew can begin working at a new site the supervisor must 
perform a site hazard assessment. The goal is to assess any hazards 
on the site and also decide how to eliminate or control them. The 
hazards identified by the supervisor must be communicated to all 
workers.  

Site Hazard Assessment form 

The supervisor does an initial walk through the area before any work 
begins, to identify potential hazards and create a plan based on the 
harvesting method that will be used. 

Based on the walk through the Site Hazard Assessment form is used 
to record: 

¶ known hazards (such as avalanche zones, power lines, radio 
dead zones) 

¶ known hazard controls such as any measures taken to deal 
with specific hazards 

¶ safety related shut-down criteria (such as weather 
conditions) 

¶ required or existing gates or signage 
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¶ fire hazard information (such as the location of firefighting 
equipment and contact information) 
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Figure 1: Site Hazard Assessment Form 

Job/Field Safety Plan 

The job safety plan (or falling plan or field safety plan) must be 
communicated to all on site employees at the initial safety meeting.  

Planning evacuation procedures and communicating the job/field 
safety plan to everyone is key to providing a safe work environment. 
Knowing how and where an individual will be transported and the 
protocols that should occur in the event of an incident can help to 
save a life. Documents such as a field safety plan help make these 
procedures routine and ensure that everyone is aware of key 
information to support safe work activities. 

Based on the supervisors walk through the worksite and what was 
recorded in the Site Hazard Assessment, the supervisor creates a job 
safety plan.  

The plan is based on the type of work to be completed (harvesting 
method, road building, etc.). It should include a wildfire suppression 
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plan for wildfire chainsaw operations, taking fire behaviour and fire 
suppression objectives into consideration. 

As an example, planning the falling area is the basis for safe falling, 
bucking, and limbing activities. Hazards can be greatly reduced 
through good planning, communication, and cooperation among 
fallers and the supervisor. 

 

CAUTION! 

The dangers of working too close cannot be over-
emphasized.  

Initial Safety Meeting for New Worksite 

Initial safety meetings are mandatory.The company organizes the 
initial safety meeting, as required by OHS Regulation 26.5. All 
employees working on the job site must attend the safety meeting. It 
is the supervisorôs responsibility to create the document and conduct 
the initial safety meeting, ensuring the employees are taking part in 
the meeting and that they understand the worksite hazards.  

The regulation states:  

¶ before a crew of workers start in a new work location, a crew 
safety meeting must be held to inform the workers of any 
known or reasonably foreseeable risks in that location and 
the actions to be taken to eliminate or minimize those risks 

¶ if a worker does not attend the safety meeting, before 
starting work in that location they must be given a safety 
orientation that covers any known or reasonably foreseeable 
risks in that location and the actions taken to eliminate or 
minimize those risks 

¶ records must be kept of both the initial safety meeting and of 
any individual worker safety orientations. Names of 
attendees must be included 

At the initial safety meeting, the supervisor and workers review the 
worksite map. Workers must be able to match the worksite map to 
the actual work area. While reviewing the map they discuss: 

¶ objectives 

¶ placement of workers 

¶ First Aid coverage 

¶ problem areas or specific hazards 

¶ special procedures required 

Workers must know all information including: 

¶ block boundaries 

¶ road and landing locations 

¶ riparian areas 

¶ wildlife tree patches and their respective flagging colours 

¶ paint and/or blazes applicable in the area 

 



 

lng_1006_Describe_Workplace_Documentation.docx Page 11 of 27 

Date: July 6, 2020 
 

At a minimum the initial safety meeting must cover: 

¶ Emergency Response Plan 

¶ Site Hazard Assessment 

¶ Map  

Initial Safety Meeting form 

Below is a sample of an Initial Safety Meeting Form. Using a form like 
this allows the supervisor to keep track of what is discussed at the 
safety meeting and who attended. 
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Figure 2: Initial Safety Meeting form 
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Initial Safety Meeting Checklist 

The Initial Safety Meeting Checklist may contain the following topics: 

Site crew detail ἦ Location 

ἦ Supervisor and alternate 

ἦ Crew members 

ἦ Other crew(s) in area 

Communication procedure ἦ Man check system 

ἦ Other crews and equipment in area 

ἦ Safe working distance to workers 

ἦ Machines and helicopters 

First aid coverage ἦ First Aid Attendant 

ἦ Location of first aid supplies and ETV 

ἦ Radio check-in/check-out 

ἦ Radio frequencies 

ἦ GPS coordinates 

ἦ Emergency phone #ôs 

ἦ Access/egress evacuation routes 

ἦ Designated emergency facility 

ἦ Designated aircraft 

PPE and required tools and 
equipment 

 

Emergency response plan  

Current map ἦ Operating commitment attached 

ἦ Sensitive sites (wetlands) 
creeks/Riparian Management Area 
(RMA) requirements 

ἦ Boundaries/flagging colours 

Hazardous weather 
conditions 

ἦ Wind 

ἦ Rainfall 

ἦ Snow 

ἦ Fog 

ἦ Slope stability 

ἦ Avalanche 
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Tree hazards ἦ Overhead hazards 

ἦ Root conditions 

ἦ Tree lean 

ἦ Defects 

Safety concerns ἦ Review of site-specific Safe Work 
Procedures 

Special procedures ἦ Fall away/yard away 

ἦ Right-of-way 

ἦ Variable retention 

Falling method ἦ Hand-falling 

ἦ Mechanized falling 

Yarding and loading 
method 

ἦ Skyline 

ἦ Grapple 

ἦ Heli-log 

ἦ Ground skid 

ἦ Landings 

ἦ Type and location of equipment, 

ἦ Roadside and cut-to-length 

ἦ Hoe chucking 

Environmental 
management system 

ἦ Discuss spill plans 

ἦ Location of spill equipment 

Traffic control ἦ Status of road (private/public) 

ἦ Public access via trails 

ἦ Traffic control system 

ἦ Location of signs 

Fire hazard information ἦ Fire regulations Ministry of Forests 
Lands, Natural Resources Operations 
& Rural Development  (FLNRORD) 

ἦ Location of fire equipment 

ἦ Current trained personnel 

ἦ Response/evacuation plan 

ἦ Firefighting procedures 

Site hazards ἦ Windthrow 

ἦ Rock outcroppings 
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ἦ Loose rocks 

ἦ Sink holes 

ἦ Snow depth/load 

ἦ Power lines and/or other industrial 
activities 

Other phases in the block ἦ Log hauling 

ἦ Mechanized falling 

ἦ Hand falling 

ἦ Road building 

ἦ Yarding 

ἦ Loading 

No work zones and special 
work areas 

 

Table 1: Initial Safety Meeting checklist 
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First Aid Site Assessment 

The Job Safety Plan and Initial Meeting also include a First Aid Site 
Assessment. An effective First Aid program includes written site 
specific emergency First Aid procedures (described in the next 
section). Further information on First Aid is available in Unit 1007.02, 
First Aid. 

Below is an example of a First Aid Assessment Worksheet used to 
help determine the required leve of first aid services and supplies. 

 

Figure 3: First Aid Site Assessment form  



 

lng_1006_Describe_Workplace_Documentation.docx Page 17 of 27 

Date: July 6, 2020 
 

Emergency Response Plan 

Every work site is required to have a written Emergency Response 
Plan. 

Site-specific written procedures 
¶ employers must establish written site specific emergency 

procedures before commencing operations 

¶ the procedures must be posted beside the communication 
equipment or system and must include all of the required 
telephone or radio channels needed to contact help 

¶ the procedures must be reviewed with the First Aid 
Attendants and any other persons assigned to call for help in 
the case of an emergency 

More information on Emergency Response Plans is available in 
training module 1007.01, Emergencies. 

Working Alone Assessment and Man Check 
Records  

Written man check procedures  

Being isolated from other workers in the area cannot always be 
avoided. In these cases, there should be written man check 
procedures that will be part of a companies safety policy/procedure.  

The written procedures should include:  

¶ plans for circumstances or potential hazards that could 
isolate the worker, and procedures that will be in place to 
resolve the isolation problem. This includes identifying who 
qualified assistance will be and that they will be readily 
available in case of difficulty, emergency, or injury 

¶ man check system and at what regular intervals the man 
check will occur. Procedures should be specific about 
method of communication (for example, radio or phone) and 
frequency, such as start of day, every 20 to 30 min, and end 
of day 

¶ establish First Aid coverage and First Aid procedures 
including how to call for help. Communicate this to all 
workers.  

¶ the steps that are to be taken and by whom if a man check is 
missed and/or has passed the established regular check in 
interval 

  

https://trn.bcforestsafe.org/course/view.php?id=26
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Figure 4: Working Alone or In Isolation checklist  
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Key Point 1.3: General Map 
Reading 

All crew members must have access to a map of the worksite. Each 
member should understand the map including the legend and be able 
to identify what work activities are taking place around the block in 
relation to the map. To be able to read and determine locations on 
maps it is necessary to understand map scale, symbols, and 
directions. 

Worksite maps usually indicate: 

¶ boundaries of the block 

¶ all residual areas, corridors, and road locations 

¶ landings 

¶ roads and bridges 

¶ backspars 

¶ riparian areas  

¶ environmental considerations (such as streams or bear dens)  

¶ identified hazards 

¶ slope and aspect 

¶ culturally modified trees or heritage sites 

Worksite maps also show natural features by means of contour lines 
and elevations and ongoing placements of machines. Hazardous 
areas can be identified and avoided by reading block maps. 

Map Scale 

Refer to Figure 5 below. Map scale refers to the relationship (or ratio) 
between distance on a map and the corresponding distance on the 
ground. For example, on a 1:5000 scale map, 1 cm on 
the map equals 50 m (5000cm) on the ground.  

 

Figure 5: Geographic latitude and longitude (Emergency Coordinates) 

Directions (NSEW) 
All maps will have an arrow or symbol used to display the orientation 
of the directions:  

¶ North 

¶ South 

¶ East 

¶ West 

https://en.wikipedia.org/wiki/Cardinal_direction
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Sometimes it is a single arrow with an ñNò indicating which way is 
North on the map. Usually the upper part of the map indicates North. 

Refer to Figure 6 below. GPS or latitude and longitude on a map 
defines the location of work activities. It helps to communicate and 
locate a situation in case of emergency. If using latitude and 
longitude when describing your location verbally, you should say it 
this way: ñLatitude is thirty-two degrees, forty-six minutes and thirty-
five seconds. Longitude is one ninety-six degrees, forty-seven 
minutes and forty-nine seconds.ò 

 

Figure 6: GPS and latitude and longitude  

Mapôs Legend 

A map's legend indicates the meaning of symbols on the map.  

Symbols include but are not limited to: 

¶ figures 

¶ shapes 

¶ lines 

¶ colors 

Symbols may vary on maps. Some examples are shown in the 
picture below. 

GPS 
Coordinates 
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Figure 7: Map legend  

 

CAUTION! 

Workers must always be aware of their location within the 
work area in case of an emergency. 

The following are two examples of different falling area maps and an 
example of a map used in the Oil & Gas sector.  

 














