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PURPOSE

The objective of the accountability and corrective counseling policy and procedure is to establish clear
guidelines for the behavior and conduct expected from employees in a company. This policy and
procedure will be conveyed to all employees during the onboarding and orientation training phase of their
hiring process, as well as during the QHSE Supervisor training renewal, which occurs every three years.

The aim of discipline is to correct unacceptable behavior and adopt a progressive approach in the

workplace.

SCOPE

These procedures are to be followed by all staff employed by Titanium Tubing Technology LTD.
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1.2

Assignment of Responsibility & Accountability

Managers

To provide information, instruction, and assistance to all supervisory staff in order to protect the health
and safety of all our employees and the environment.

To understand and enforce our health, safety and environment polices, standard operating
procedures, as well as occupational health and safety legislation.

To provide all supervisory staff with an understanding of our health, safety and environment
policy, standard operating procedures, relevant occupational health and safety legislation, and
applicable environmental protection legislation.

To provide all supervisory staff with proper, well-maintained tools and equipment, plus any
other special personal protective devices which may be required.

To provide ongoing health, safety and environment education programs as required.

To monitor projects and hold supervisors accountable for their individual health, safety and
environmental protection and personnel performance.

To direct employees on product line expectations.

To protect company image and support the values of the company.

To educate employees on the company expectations.

To support progression and monitor competency within their product lines.

To correct behavior good and bad as per this policy and procedure.

To set a good example

Supervisors

To know and apply the firm's health, safety and environment policy, safe work practices, procedures,
rules, and relevant legislation and regulations.

To ensure that all employees are educated to work in a safe manner and that they use all protective
devices and procedures required by this firm and by legislation to protect their health, safety, and the
environment.

To advise all employees of any potential or actual dangers and how to isolate, prevent, or remove
them.

To arrange for first aid and/or medical treatment as required, in the case of injury or illness including
transportation to a doctor or hospital as necessary.

To report all incidents and accidents immediately, to assist investigating all accidents and non-
conformances fully, and to advise management on how to prevent similar accidents in the future.

To carry out regular inspections of the workplace to ensure health, safety, and environmental
protection.

To direct employees under their supervision management’s expectations.

To protect company image and support the values of the company.

To educate employees under their supervision, on the company expectations.

To support progression and monitor competency within their direct reports.

To correct behavior good and bad as per this policy and procedure.

To set a good example
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Workers

To read, understand, and comply with this firm's health, safety and environment policy, safe work
practices, procedures, and rules.

To use the safety equipment, devices, and wear personal protective equipment and clothing required
by regulations and the employer.

To notify the supervisor of any unsafe conditions, acts, or environmental risks that may endanger the
health and safety of workers or adversely affect the environment.

To report all near-miss incidents, accidents, injuries, safety concerns and illness to the supervisor as
soon as possible.

To take every reasonable precaution to protect the safety of him/herself and other workers and the
environment.

To refuse to perform unsafe work that represents an imminent danger to themselves or others, and
report to supervision so that appropriate corrective action can be taken

To protect company image and support the values of the company.

To set a good example
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2 MANAGEMENT COMMUNICATION

Management should regularly communicate to employees, the company’s commandment to following
the company’s workplace procedures, and expectations. Management should inform them of the
following:

safety program goals and performance expectations

hazardous conditions and corrective measures

allocation of safety responsibilities

why following procedures is important and who it affects

why safety is important and who it affects

incident and accident reporting procedures including service non conformances

Senior management should visit and communicate to employees, contractors and clients the company’s
commandment to safety at least once annually. The following table, outlining requirements and
frequency should be followed. All visits should be documented and filed.

Level Division Safety Meeting Field Job Site
Senior/Leadership 1/ Quarter 1/ Quarter
Division/Division Manager 1/ Month 1/ Quarter
Field Supervisor 1/ Year Per Job

Other means of communicating the company’s commandment to procedures and safety are:

send motivational letters or memos to employees

Correct behaviors with documentation

participate in committees or meetings dealing with safety and leadership

include safety topics as regular agenda topics in meetings

highlight company expectations and safety at company functions

invite leadership groups or safety professionals to speak at meetings

recognize workers who work safely and follow company procedures and expectations
provide regular feedback to all employees on safety performance or concerns
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3 DISCIPLINE POLICY

We expect our people to be accountable to perform their duties in the proper fashion. When a person fails
to comply with the policies and procedures of the company, it is necessary for corrective measures, to be
taken. The discipline policy defines those measures.

The company has adopted a progressive discipline policy to identify and address employee and
employment related problems. This policy applies to any and all employee conduct that the company, in
its sole discretion, determines must be addressed by discipline. Of course, no discipline policy can be
expected to address each and every situation requiring corrective action that may arise in the workplace.
Therefore, the company takes a comprehensive approach regarding discipline and will attempt to
consider all relevant factors before making decisions regarding discipline.

Most often, employee conduct that warrants discipline results from unacceptable behavior, poor
performance or violation of the company’s policies, practices or procedures. However, discipline may be
issued for conduct that falls outside of those identified areas. Equally important, the company need not
resort to progressive discipline, but may take whatever action it deems necessary to address the issue
at hand. This may mean that more or less severe discipline is imposed in a given situation. Likewise,
some company polices like sexual harassment and attendance, contain specific discipline procedures.

Progressive discipline may be issued on employees even when the conduct that leads to more serious
discipline is not the same that resulted in less sever discipline. That is, violations of different rules shall
be considered the same as repeated violations of the same rule for purposes of progressive action.

The Company will normally adhere to the following progressive disciplinary process:
e Verbal Caution
e Verbal Warning
e Written Warning
e Suspension
e Termination

Again, while the Company will generally take disciplinary action in a progressive manner, it reserves the
right, in its sole discretion, to decide whether and what disciplinary action will be taken in a given situation.

Pat Potter March 30, 2023
CEO Date Reviewed
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4 DISCIPLINE PROCEDURES

All managers and supervisors shall follow the progressive discipline process outlined in the Discipline
Policy. The following tables will provide guidance and appropriate courses of action for violations of the
company policies and regulatory legislation currently in effect.

Discipline, to be effective, must always strive to be consistent. Circumstances leading to a disciplinary
action will factor into the severity of discipline administered. Any deviation from the guidelines, should
be brought to senior management, for a final decision as to what measures will be taken.

1 Verbal Caution: An employee will be given a verbal caution when he or she engages in problematic
behavior. As the first step in the progressive discipline policy, a verbal caution is meant to alert the
employee that a problem may exist or that one has been identified, which must be addressed.

2 Verbal Warning: A verbal warning is more serious than a verbal caution. An employee will be given
a verbal warning when a problem is identified that justifies a verbal warning or the employee engages
in unacceptable behavior during the period a verbal caution is in effect. Supervisors, who issue a
verbal warning while in the field, must inform their manager, as soon as possible, of the warning.
Provide the manager with a report as to when, why and to who, a verbal warning was issued. Verbal
warnings are documented and placed in the employee’s personnel file.

Policy or Legislation

Violation

OHS Act, Regulation and Code

Failure to follow legislation resulting in a near miss Or
hazardous situation

TDG Act

Non-compliance, Paperwork form and manner

Federal Hours of Service

Non-compliance, Paperwork form and manner

NRCan Explosives Regulations

Non-compliance, Paperwork form and manner

PSAC Oilwell Blasters Code of Practice

Non-compliance, Paperwork form and manner

Canadian Nuclear Safety Commission

Non-compliance, Paperwork form and manner

TTT HSE Policy & Procedures

Non-compliance, Paperwork form and manner

TTT Radiation Safety Policy & Procedures

Non-compliance, Paperwork form and manner

TTT Transportation Policy & Procedures

Non-compliance, Paperwork form and manner

Preventable Motor Vehicle Crash (MVC)

Any MVC where vehicle is travelling <20kph
Property damage <$1000
MVC results in no injury

Speeding Ticket
Traffic violation

0-10kph over the appropriate speed
Any

Standard Operating Procedures Management or
Supervisor instructions

Failure to follow procedures or job instruction resulting in
Job Lost Time Failure or damage to equipment <$1000

Smoking in company vehicle

Non-compliance

Personal Protection Equipment (PPE)

Non-compliance
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3 Written Warning: A written warning is more serious than a verbal warning. A written warning will be
given when an employee engages in conduct that justifies a written warning or the employee engages
in unacceptable behavior during the period that a verbal warning is in effect. A written warning may
include loss of job bonus or other bonus at the manager’s discretion. Supervisors may request an
employee be issued a written warning but the warning itself must come from the department or
Division manager. Written warnings should, wherever possible follow a standard format to ensure
continuity. Use the template provided attached to this document. Written warnings are maintained in
an employee’s personnel file.

Policy or Legislation Violation
o  Failure to follow legislation resulting in a First Aid or
Recordable Injury

e  Conviction of an offence under the MVA
e Demerit points >8

OHS Act, Regulation and Code

Motor Vehicle Act

e Non-compliance, Paperwork form and manner (2" offence)

TDG Act e  Conviction of an offence under the TDG Act (2P offence)

e Non-compliance, Paperwork form and manner (2" offence)

Federal Hours of Service : L « P
¢ Non-compliance resulting in an “out of service

NRCan Explosives Regulations e Non-compliance (2" offence)
PSAC Oilwell Blasters Code of Practice e Non-compliance (2" offence)
Canadian Nuclear Safety Commission e Non-compliance (2™ offence)
TES HSE Policy & Procedures e Non-compliance (2™ offence)
TES Radiation Safety Policy & Procedures e Non-compliance (2" offence)
TES Transportation Policy & Procedures e Non-compliance (2™ offence)

e Any MVC where vehicle is travelling <70kph
Preventable Motor Vehicle Crash (MVC) e Any MVC where the vehicle damage is >$1000
e Any MVC resulting in a Recordable Injury or First Aid

Standard Operating Procedures Management e Failure to follow procedures or job instruction resulting in Job
Lost Time Failure or damage to
equipment >$1000 or loss of work

Speeding ticket e 11-20kph over the appropriate speed
Smoking in company vehicle e Non-compliance, second offence
Personal Protection Equipment (PPE) e Non-compliance resulting in a Recordable Injury

or Supervisor instructions
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4 Suspension: A suspension without pay is more serious than a written warning. An employee will be

suspended when he or she engages in conduct that justifies a suspension or the employee engages
in unacceptable behavior during the period that a written warning is in effect. An employee's
suspension will be documented and placed into the employee’s personnel file.

Policy or Legislation

Violation

OHS Act, Regulation and Code

Failure to follow legislation resulting in a Lost Time Injury

Motor Vehicle Act

Demerit points >10*

TDG Act

Non-compliance, Paperwork form and manner (5 offence)
Conviction of an offence under the TDG Act (3rd offence)

Federal Hours of Service

Non-compliance, Paperwork form and manner (3™ offence)
Non-compliance resulting in an “out of service” (2" offence)

NRCan Explosives Regulations

Non-compliance (3™ offence)

PSAC Oilwell Blasters Code of Practice

Non-compliance (3™ offence)

Canadian Nuclear Safety Commission

Non-compliance (3™ offence)

TTT HSE Policy & Procedures

Non-compliance (3 offence)

TTT Radiation Safety Policy & Procedures

Non-compliance (3™ offence)

TTT Transportation Policy & Procedures

Non-compliance (3 offence)

Failure to report any incident including equipment
damage

Non-compliance (1% offence)

Preventable Motor Vehicle Crash (MVC)

Any rollover

Any MVC where vehicle is travelling >70kph

Any MVC where the vehicle damage is >$5000

Any MVC resulting in a Lost Time Injury or Injury to the
public

Standard Operating Procedures Management
or Supervisor instructions

Failure to follow procedures or job instruction resulting in Job
Lost Time Failure or damage to equipment >$5000 or any loss
of future work

Speeding ticket

21-39ph over the appropriate speed*

Smoking in company vehicle

Non-compliance, 3 offence)

Personal Protection Equipment (PPE)

Non-compliance resulting in a Lost Time Injury

Discrimination/Harassment

Any proven non-compliance to the policy
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5 Termination: An employee will be terminated when he or she engages in conduct that justifies
termination or does not correct the matter that resulted in less sever discipline.

Policy or Legislation

Violation

OHS Act, Regulation and Code

Failure to follow legislation resulting in a fatality

Motor Vehicle Act

Demerit points >15
Driver’s license suspension

TDG Act

Non-compliance, Paperwork form and manner (4" offence)
Conviction of an offence under the TDG Act (4™ offence)

Federal Hours of Service

Non-compliance, Paperwork form and manner (4™ offence)
Non-compliance resulting in an “out of service” (4" offence)

NRCan Explosives Regulations

Non-compliance (4™ offence)
Any Loss of explosives through neglect or carelessness

PSAC Oilwell Blasters Code of Practice

Non-compliance ((4™" offence)

Canadian Nuclear Safety Commission

Non-compliance (4™ offence)
Any Loss of radioactive sources through neglect or
carelessness

TTT HSE Policy & Procedures

Non-compliance (4™ offence)

TTT Radiation Safety Policy & Procedures

Non-compliance (4™ offence)

TTT Transportation Policy & Procedures

Non-compliance (4™ offence)

Failure to report any incident including equipment
damage

Non-compliance (2" offence)

Preventable Motor Vehicle Crash (MVC)

Any preventable MVC resulting in a fatality

Standard Operating Procedures Management
or Supervisor instructions

Failure to follow procedures resulting in Job Lost Time
Failure or damage to equipment

>$5000 or future lost work in value over

>100,000

Speeding** Ticket

>40kph over the appropriate speed

Smoking in company vehicle

Non-compliance, fourth offence

Personal Protection Equipment (PPE)

Non-compliance resulting in a Lost Time Injury

Alcohol & Drug Policy

Non-compliance

Workplace Theft

Theft of company or employee possessions

Violence

Any proven and investigated

5 DOCUMENTATION

All documentation pertaining to employees corrective counselling and accountability, must be signed
off by the Supervisor, Manager and reviewed by top management.

All documentation will be kept on their personnel file, for the duration of the employee’s employment.
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ATTACHMENT A: ACCOUNTABILITY AND CORRECTIVE COUNSELLING

WORKSHEET



