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Health and safety isn’t always a top concern for retailers. It’s not 
because retailers don’t care about the health and safety of their 
employees and customers, but if nothing ever goes wrong, then 
it’s only natural for a retailer not to worry about it.

It’s only when something does go wrong that health and safety 
becomes a priority — and by then, it’s too late.

This Retailer’s Guide aims to identify potential hazards in your 
store and offers tips on how you can make your store safer for 
every person in your store.

The 
Health & Safety 
Checklist
By Robert Price

• Outside the Store
• Inside the Store
• The Back Room

• When Incidents Happen
• Preventing Employee Injuries
• A Safe and Healthy Business

For Independent Retailers and Store Managers
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National Sites
Retail Council of Canada: 
Health and Safety
www.retailcouncil.org/storeops/
HealthandSafety.asp

Canadian Centre for Occupational 
Healthy and Safety
www.ccohs.ca

Health Canada: Environmental and 
Workplace Health
www.hc-sc.gc.ca/ewh-semt/
index_e.html

Industrial Accident Prevention 
Association (IAPA)
www.iapa.ca

Provincial Sites
Workers’ Compensation Board of 
British Columbia: WorkSafeBC
www.worksafebc.com

Alberta Safety Council
www.safetycouncil.ab.ca

WorkSafe Saskatchewan
www.worksafesask.ca

Resources
There are a number of 
organizations providing 
free resources to Canadian 
businesses seeking help 
with their health and safety 
programs. Here’s a brief list of 
places to fi nd help:

©
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Make Health and Safety Your Daily Business
Why don’t all retailers maintain high health and safety standards? 
For the usual reasons: We’re busy. We have to put sales first. We’re 
just a two-person operation (or three, or four, or 10). Nobody has 
ever been hurt in our store, so it’s unlikely anyone will ever get hurt.

These reasons fade into irrelevance when the unexpected 
happens and somebody does get hurt. So how can a retailer take 
health and safety seriously before an accident forces him or her 
to take it seriously?

Rui Rodrigues, National Loss Prevention Manager at Best Buy 
Canada and a member of RCC’s Safety Group program, advises 
all retailers to treat health and safety as another metric to meas-
ure the business’s success.

One way to do this, he says, is to use the same kind of score-
cards for health and safety that you use for sales. Over time, this 
will allow you to identify trends in health and safety, measure the 
frequency, and set targets for the future.

“Treat it like a budget. Ask, are we hitting our targets? Are we 
getting better?” Rodrigues says. “Don’t make it special, or then it 
loses some of its merit.”

Outside the Store
�  Inspect the parking lot and all areas where customers and 

employees normally walk or park. Identify hazards like pot-
holes, broken sidewalks, misplaced garbage bins, and poorly 
marked wheelchair ramps. If your landlord or another party is 
responsible for maintaining the parking lot or sidewalk, make 
sure you report the hazards immediately.

�   Keep your entrance clear of ice, snow and other slip and trip 
hazards. If you’re located in a mall 
or enclosed environment, make sure 
carpets, store signage and other 

obstacles won’t cause an accident.
�  Ensure automatic swinging doors, if 

installed, open fast enough for fast walkers. 
You don’t want customers walking into the glass.

�  At night, go outside and make sure exterior 
lighting is working properly and ensure the lighting is 

adequate. Replace any burned-out bulbs.

Inside the Store
�  Make sure you have a first aid kit on site. Mount it on the  

  wall in an easily accessible area. Refer to provincial regula-
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tions for information on the specific first-aid supplies you are 
required to keep on hand.

�  Make sure the lights in your store provide adequate light-
ing not just to display your merchandise, but also to prevent 
bumps and falls.

�  Clearly identify the emergency exits with signs that are fully 
visible and show the direction of the nearest door. Also, 
ensure there is a three-foot passage around the emergency 
exits, wide enough to allow a wheelchair to pass. Remember 
to clear ice and snow from the outside of the door.

�  Keep aisles clear of trip hazards like boxes and extension cords.
�  Stack overstock boxes neatly and securely, and don’t let the 

overstock pile exceed three feet. Don’t let the boxes lean or 
overhang the shelving.

�  Maintain a space of at least 18 inches between overstock 
boxes and sprinkler heads.

�  When you stack boxes, put the heaviest items on the bottom 
of the pile.

�  If you have furniture models on the floor, make sure the mod-
els are fully assembled and stable. The same goes with other 
kinds of displays — do loose pieces, exposed screws, or 
cords pose a hazard to customers and employees?

�  Check to see if signage is secure. Make sure hanging signage 
hangs over shelving units and not over places where custom-
ers and associates walk. If your signage does hang over the 
heads of people, make doubly sure the chains are strong 
enough to hold the weight.

�  Keep floors dry and clean. Wherever there is a spill, rainwater 
or melting snow, post a Wet Floor sign until the floor is dry.

�  Use an A-frame industrial ladder, and avoid using telescoping 
ladders. If you keep a ladder on the floor, store the ladder 
away from customers and high-traffic areas. Hang an 
Employees Only sign to deter customers from using 
the ladder.

The Back Room
�  Keep the back room orderly and the floors dry. Store all stock 

in boxes or on pallets. Stack pallets flat on the floor, not on 
their sides.

�  If you use racks or shelves to store stock, check the beams to 
ensure they are stable, strong and secure. Replace damaged 
shelving immediately.

�  Don’t store loose product on high shelves. Always put heavy 
items on the bottom of the shelves.

�  Clearly mark emergency exits and make sure the doors are 
accessible from the inside and out. Remember to clear ice 
and snow from the back doors.

�  Check the plumbing to see if the tap leaks and if the toilet has an 
adequate water supply. Keep the sinks empty and the drains clear.

�  In the lunchroom, ensure the microwave and refrigerator are 
clean and operational. The place where employees eat or 
spend their breaks should be kept clean.

�  Remember to label cleaning products clearly and never trans-
fer dangerous chemicals to unmarked or unsuitable contain-
ers. Store cleaning chemicals in a safe and tidy place.

When Incidents Happen
�  Make note of any operational issues (like broken faucets, 

burned-out lights, etc.). Make sure the issue is resolved and 
keep the work orders in a file for future reference.

�  Maintain a checklist of the steps you follow when you perform 
a health and safety audit. Date the checklists and keep them 
— they’ll help you to map trends and provide evidence of your 
due diligence.

continued

SAFE Manitoba
www.safemanitoba.ca

Ontario Service Safety Alliance
www.ossa.com

Workplace Safety and Insurance 
Board of Ontario
www.wsib.on.ca

Commission de la santé et de la 
sécurité du travail du Québec
(Quebec Occupational Health and 
Safety Commission)
www.csst.qc.ca/portail/en/ (English)
www.csst.qc.ca/portail/fr/ (French) 

Workplace Health, Safety and 
Compensation Commission of New 
Brunswick
www.whscc.nb.ca

Workers’ Compensation Board of 
Prince Edward Island
www.wcb.pe.ca

Workplace Safety and Insurance 
System (Nova Scotia)
www.wsis.ns.ca

Workplace Health, Safety and 
Compensation Commission of 
Newfoundland and Labrador
www.whscc.nf.ca

Yukon Workers’ Compensation 
Health & Safety Board
www.wcb.yk.ca

Workers’ Compensation Board of 
Northwest Territories and Nunavut
www.wcb.nt.ca

Three Fire Safety Tips
1. Inspect your fire equipment and review 
your fire evacuation plan each month. Talk to 
your local fire department about what tools or 
procedures you require to bring your store up to 
standard.

2. Ensure that fire extinguishers are mounted 
on the wall in an easily accessible location and 
tagged with inspection dates and proper labels.

3. Emergency exits must be accessible and 
easily opened in an emergency. Keep the inside 
of the door clear of obstacles, and remove snow, 
ice and other impediments to ensure the doors 
can swing open easily.
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 Why Every Merchant Should Accept MasterCard
1.  The Preferred Business Partner A strong track record of customer orientation and service. Twelve of 

the 14 newest Canadian issuers chose to issue MasterCard. MasterCard is the Canadian leader with 
more than 600 co-brand and affi nity programs.

2.  A Strong Brand That Customers Love One of the strongest, most recognizable brands in the market. 
Consumers look for it.

3.  The Market Innovator New products and solutions that open up new business opportunities. Quick 
Payment Service (QPS), PayPass, prepaid, co-branding and more.

4.  Point-of-Sale Marketing Support Merchants can call our POS Preference Hotline at 1-888-MC-STORE 
(1-888-627-8673) to order free POS materials: signs, decals, presenters and more.

For more information go to www.mastercard.ca.

1255 Bay Street, Suite 800
Toronto, Ontario M5R 2A9
(888) 373-8245
info@retailcouncil.org
www.retailcouncil.org

 Not a Member?
RCC has much to offer retailers by way of benefi t programs 
that will SAVE YOU MONEY, research and information that 
will KEEP YOU COMPETITIVE and events that will allow you 
to NETWORK.

Please call our membership department or visit our Web site 
at www.retailcouncil.org for further details.

RCC represents more than 40,000 stores throughout Canada. 
RCC IS ABOUT DOING TOGETHER WHAT RETAILERS COULD 
NOT POSSIBLY DO ON THEIR OWN. JOIN TODAY!

�  When something does go wrong, record the incident in an 
Occurrence Report. Document the scene of the accident with 
simple language and photographs. Identify what happened, 
explain why it happened, and determine what you need to do 
to make certain it doesn’t happen again. Follow up to ensure 
that you correct the conditions.

Preventing Employee Injuries
A common impediment to implementing proper health and 
safety procedures is the notion that accidents are things that will 
happen to somebody else. And because people think accidents 
happen to other people, they take shortcuts even when common 
sense dictates they put on a safety harness or ask somebody 
else for help. Fortunately, some basic training and the right tools 
can help retailers prevent long-term injuries in their employees.

Musculoskeletal injuries, such as carpal tunnel syndrome, 
are a common injury in the retail profession, especially among 
cashiers. Employees can protect themselves from these kinds of 
injuries by:
�  stretching before and throughout the shift; 
�  wearing splints to keep wrists straight; and
�  maintaining a proper posture.

Employers can help to reduce musculoskeletal injuries by:
�  allowing employees to take frequent rest breaks;

�  ensuring workstations are ergonomically designed to help 
workers stay comfortable;

�  laying down anti-fatigue mats to reduce strain on cashier’s 
backs and feet; and

�  rotating employees through different job roles so that people 
can rest different muscle groups.

When it comes to lifting, retailers can reduce injuries by teaching 
employees proper lifting techniques:
�  Plan before you lift and reduce lifting distances.
�  Hold the object close to the body.
�  Bend at the knees, lift from the legs, and keep your back straight.
�  Tighten your stomach muscles.
�  If you find the object is too heavy, get help.

A Safe and Healthy Business
Retailers can make their stores a safer place for employees and cus-
tomers if they can make health and safety a part of the daily business.

And if the virtues of staying healthy and safe don’t inspire you 
to give your store a safety audit, remember that a safe store 
improves the bottom line. Healthier and happier workers, fewer 
lost-work days, and lower insurance premiums are all benefits 
that retailers with safe workplaces can enjoy.

Remember: If you look at health and safety as an investment 
instead of a cost, you will always experience a good ROI.

RCC, in conjunction with the Ontario 
Service Safety Alliance, has developed 
a series of health and safety posters 
that are free to all RCC members. To 
obtain copies, visit www.retailcouncil.
org/storeops/healthandsafety.asp or call 
Customer Service at 1-888-373-8245.

WHAT CAN HAPPEN?
Concussions, bruises, broken bones caused by slips and falls from heights

PREPARATION
• Use the appropriate ladder for the job

• Inspect the ladder before and after each use
• Tag a defective ladder for repair or replacement

• Place the ladder on a firm surface — make sure it has slip-resistant feet, use secure 
blocking or have someone hold the ladder

• Place the feet of an extension ladder 1’ out for every 4’ up
• Tie the top of an extension ladder to an anchor point

• Set up a barricade and use warning signs when using a ladder in a doorway or aisle
• Keep the ladder away from electrical and power lines

• When carrying a ladder, hold it near the centre and keep it close to your body
• Open the spreaders and shelf of a stepladder fully and lock them in place

• Place a stepladder at right angles to the work

CLIMBING
• Clean muddy or slippery footwear before climbing a ladder

• Face the ladder when standing on it and when climbing up or down
• Keep the centre of your body between the side rails of the ladder

STORAGE AND MAINTENANCE
• Store ladders where they are not exposed to weather

• Store ladders horizontally on racks, with support every 2 metres

AND REMEMBER...
• Do not use a countertop, chair, milk crate, barrel or box in place of a ladder

• Do not use a ladder with loose, broken or missing rungs, screws or bolts
• Do not use a ladder in a horizontal position as a scaffold, plank or runway

• Do not carry objects while on a ladder — hoist materials or attach tools to a belt
• Do not stand on or work from the top three rungs of a ladder

• Do not paint a wooden ladder

USING
LADDERS

RETAIL HEALTH AND SAFETY TIP
This tip has been provided by Retail Council of Canada, developed in collaboration 
with the Ontario Service Safety Alliance. For more health and safety information, 
visit www.retailcouncil.org/storeops/healthandsafety.asp

© 2008, Ontario Service Safety Alliance (OSSA)

WHAT CAN HAPPEN?
Back, neck, arm or leg pain; muscle strain or sprains; dislocation of joints — sometimes 

leading to chronic pain

WHAT YOU CAN DO
• Clear the path for the lift

• Move as close to the load as possible and position your feet shoulder width apart
• Test the object’s weight by lifting one end

• Tighten your muscles to prepare for the lift
• Grab the object firmly, keeping the load balanced

• Bend your knees, keeping your back as straight as possible and use your legs to 
lift the object

• Carry the object close to your body with your elbows bent and upper arms straight
• Move your feet to turn — do not twist your body

AND REMEMBER...
• Wear proper gloves when handling objects that are hot or cold, or have sharp edges
• When putting an object on a surface above the floor (e.g., a bench or counter), place 

the edge of the load on the surface and slide it into place
• When reaching above your head or below your waist, put one foot in front of the 

other and tighten your stomach muscles (this will help transfer the load from your back 
to your hips and pelvis, which are much stronger)

• Whenever possible, lift with hoists, dollies, hand trucks, conveyors, etc.
• Wear the correct footwear to protect your feet and reduce slip hazards

• Avoid lifting a load that is awkward or too heavy for you — use a hoist, dolly, hand 
truck or conveyor, or call another person

LIFTING

RETAIL HEALTH AND SAFETY TIP
This tip has been provided by Retail Council of Canada, developed in collaboration 
with the Ontario Service Safety Alliance. For more health and safety information, 
visit www.retailcouncil.org/storeops/healthandsafety.asp

© 2008, Ontario Service Safety Alliance (OSSA)

WHAT CAN HAPPEN?
Cuts, bruises, concussions, sprains, strains, broken bones

SHOES
• Wear safe shoes or boots, with low heels and a good fit — avoid slipper soles

• Be sure to wear shoes or boots with adequate tread when walking on icy, greasy or wet surfaces
• Keep your shoes and boots in good repair — a defect such as a nail coming through the heel 

could cause you to slip
• Take extra care when you come indoors with wet shoes or boots

WORKING
• Carry small loads close to your body and below chest level so you can see over or around what you 

are carrying
• Close cabinet drawers and doors as soon as you are finished with them
• Adjust your walking to the surface you are traveling on and don’t run

• Slow down and take small careful steps if the surface is rough, cluttered, slippery or at an angle
• Hold the handrail when you go up or down stairs

IF YOU FALL
• Don’t move if you think you’ve hurt yourself — call for help

HOUSEKEEPING
• Watch for slip and trip hazards (e.g., loose tiles or torn carpeting) in your work area and 

wherever you walk
• Immediately correct any hazard that might cause a fall or report it to your supervisor

• Clean up spills immediately
• Take extra care whenever you see a wet floor sign

• Keep walkways and floors clear of boxes, extension cords and litter
• Immediately move anything that is stored on or near stairways or report the hazard to your supervisor

• Notify your supervisor if there is nowhere to store new materials properly

PREVENTING 
SLIPS, TRIPS 
AND FALLS

RETAIL HEALTH AND SAFETY TIP
This tip has been provided by Retail Council of Canada, developed in collaboration 
with the Ontario Service Safety Alliance. For more health and safety information, 
visit www.retailcouncil.org/storeops/healthandsafety.asp

© 2008, Ontario Service Safety Alliance (OSSA)
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