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1. How to Login

To access the connect page, visit www.workplacenl.ca and click “MyWorkplaceNL
Online Services”.

& MyWorkplaceNL Online Services

\ 4

Workplqc'ENL I & MyworkplaceNL Online Services I Q  =EMENU

Health | Safety | Compensation

How can we help?

Search WorkplaceNL for forms, policies, publications, and more.

dly iacy ol

WORKERS EMPLOYERS HEALTH CARE PROVIDERS

| E

EVENTS NEWS CovID-19
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Click “Employers” then select “connect”

MyWorkplaceNL Online Services

M [ @

Health Care P
Workers Employers Providers Training
Complete Annual
Employer Statements
{Payroll, Contractor and
OHS Statements)
connect

connect

e < Report an Injury,
Committees...and more
ESRTW Plans, OH3

Certification Training Comm;“ees and more
Registry o

Register for
WorkplaceNL
Coverage

WorkplaceNL connect

Enter your Username and
Password, and then click “login”.

NL

If you do not have a username,

contact the Firm Administrator at
. your workplace to be set up on

e connect.

decisions. Convenient. Secure. Free.

Welcome to WorkplaceNL connect!

If you cannot remember your

£==men S GG username or password, click on
e “Forgot your username?” or

R el “Forgot your password?” and a

e link will be sent to your email _

© Useful tools address to prompt you to confirm

S e your email address.

& Contact us

2 Register for online services

€2 Change your firm
administrator

Availability

& Check system availability
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2.Do | Have Access?

Menu options will be displayed on the left-hand side. If you do not see “OH&S” as a
menu option, you will need it assigned to your profile. If you do not have this option,
check with your Firm Administrator.

connect ‘ @Help | EContactUs | Account -

Welcome to Work
Account Management v & Messages (3)

Account Information

% Messages (5)

| Annual Employer Statements due end of

Siling Informatian . Account Management v
Worksite Information | Employers can now submit 2022 Annual Employer Statements onlink ftractor Statements.
Clearance v | Paper forms are no longer sent by mal tef Ac:mmt Informalion ¥ | for PRIME refunds and avoid a late reporting penalty.
OHas v en 55 to the service.
T . Worksite Information v
2023 Employer Assessme! n
ESRTW Plans A
Arusl Employer Sttements . Employers can now view their 2023 assessment rate and rate letter. (G le@rance: v
5 Your Firm Administrator will automatically have access to this servigr s who nead access o the Rate Lefter.
Reports & Statistics OH
A hare fr ws Fi i &S v
e . Click here for the latest News For Employers Bulletin.
Online Payroll Estimate Update service | .
¥ P Employer Report of Injury r
WorkplaceNL has a connect service for employers who need to rew. 2nu to the left and then select "Update Payroll Estimate™ to access the service.
‘Your Firm Administrator autematically has access to this service, bul ESRTW PIEITS v

Ch to OHS C ittee minut I :
anges to ommittee minutes su ESRTW Analysis v

Attn: OHS Committees

Beginning January 1, 2022, OHS Committee minutes must be submi  Aninual Employer Statements L

Using connect to submit your committee minutes is fast, convenient s time as all of your worksite information is now pre-populated.
ish v
Once submitted, your minutes are immediately on file and can be pt HEDDI'IS & St-.mstcs
To start submitting your minutes through connect, ask your firm adt and how to submit committee minutes, see the user quides in the useful tools section on
connect.

For more information, email ohs.minutes@workplacenl.ca or call 709.778.1552 and select option 3.

Under “OH&S”, click the drop-down arrow and then select “Manage Committee
Minutes”. This option will only be visible to the user if they have the secretary
permission assigned. If you do not have this option, check with your Firm Administrator.

WorkplaceNL
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Support

¥ Messages (5)
Account Management
Account Information
Billing Information
Worksite Information

Clearance

OH&s
Manage Commitiee Minutes
View Archived Minutes

Manage OH&S ltems

Employer Report of Injury
ESRTW Plans

Annual Employer Statements
Reports & Statistics

Employer Account Changes

A Guide for

Entering OHS Meeting Minutes Online

Welcome to WorkplaceNL connect!

Annual Employer Statements due |
Employers can now submit 2022 Annual Employer Statemy

Paper forms are no longer sent by mail. Please complete y

Click on Annual Emplo:

Employers can now view their 2023 assessment I¢ {
Your Firm Administrator will automatically have access to {

Click here for the latest News For Employers Bulletin.

Online Payroll Estimate Update se

WorkplaceNL has a connect service for employers who ne
access the service.

connect | @ Help i Contact Us Account ~
OH&S A .
sfunds and avoid a late reporting penalty.
Manage Committee Minutes

View Archived Minutes

Manage OH&S ltems

Your Firm Administrator automatically has access to this service, but will need to add it for other users (if required).

Changes to OHS Committee minutes submission requirements

Attn: OHS Committees

Beginning January 1, 2022, OHS Committee minutes must be submitted using connect.

iccess to the Rate Letter.

tand then select "Update Payroll Estimate” to

Using connect to submit your committee minutes is fast, convenient, secure and helps ensure that all your information is up-to-date. It also saves time as all of your worksite information is now pre-

populated.

3. Where to Begin

The “Manage OH&S Meeting Minutes” section allows you to select the worksite for
which you want to manage minutes. If you have multiple worksites, each site will be
displayed on this screen.

Choose the correct worksite and select “Manage Minutes”.

connect

QHely | ot Ls

W He
B Memmage (1)
nlshaie Inkwabon

ESRTW Pl

Ermlopet (¥ rw banben

Manage OHES meeting minutes

Safat o washabe fae atch o g mL

s

ABC Company

1 Mowhere Street

To get answers to your questions call: 1.800.563.9000

Wrwsie Spnber

4 Manage Minutes

WorkplaceNL

Health | Safety | Compensation




7 A Guide for Entering OHS Meeting Minutes Online

Once you have selected the worksite that you wish to manage minutes for,
select “Record new meeting minutes”.

connect QHap | @EComaals | | Accous =

Sugpart
W Manage OHES minutes for - ABC Company

& Maxmages (1)
Tha Foloraieg wimatun mwt i b v bt e el apperend.
Ve Infoenation -

s O P ) waeiates b

Thrw ara r B in Ha ke

ESATH Pl L

Record new meeting minutes

NOTE: You will not be able to record new meeting minutes if you currently have a set of
minutes in progress. These minutes will have to be reviewed and submitted first before
another set can be recorded.

At the top of your screen, a pop-up box will appear to remind you that the system will
time out in 20 minutes. Be sure to save your work periodically. Click “OK” to move on.

Flease save data periodically to ensure information is not lost.,

The systermn will time out in 20 minutes.

WorkplaceNL
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To get answers to your questions call: 1.800.563.9000
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4. How to Enter Minutes - Meeting Details

Under the “Meeting details” tab, the employer information will be pre-populated, so it
does not require to be entered each time you submit minutes.

Enter the total number of employees on the worksite.
Then, enter the date of the current meeting and the date of the next scheduled meeting.

A hL Total number of employees ‘ 165 ‘ E

on site
o CIHES moeting minutes
& lemsagen i)
Vipaiesde bifonviston L
[ Ll e (il iy :-:MLE_;-I“—
OHES & Pt Detah
Merage Corrin Mince Errptyer hind offu nfacraten)
arany T N nmper of iyees | [0
wrhplceAL ste ninbe
EETN Pl F
Fakig Mg
Falizgchy
Fakiy sl '} iy
Falizgpetal s [
Tamralrstioas dih o e
Mawtmg driady

Meeting details

Date of meeting E E E (yyyy mm dd) |
Date of next meeting E E Ij (yyyy mm dd) |

NOTE: If you are an employer that operates seasonally, enter the seasonal shutdown
date. Then, enter the expected start-up date. If left blank, the reactivation date will
automatically be set for six months from the shutdown date.

Seasonal shutdown start date | | | ‘ | ‘ (yyyy mm dd)

Seasonal shutdown end date | | | ‘ | ‘ (yyyy mm dd)

WorkplaceNL

Health | Safety | Compensation
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5. Committee Information - Selecting Members

Scroll down to the “Committee information” section to see a list of committee members.
There will be an option to select whether they are an employer representative or worker

representative.

NOTE: If this is the first-time entering minutes via connect, you must add new members.

To add new members, select “Add Member”:

Add Member

Committee information

|B Add h’en'herl

Employer representatives

To get answers to your questions call: 1.800.563.9000

- - Acting Co- Certification
Hame Trained Type Co-Chair Chair Present Status e
# Edit Employer » O Active w
[
Worker representatives
= = Acting Co- Certification
Hame Trained Type Co-Chair Chair Present  Status Training #
@ Edit O Active v
# Edit Worker w O O N Active +
Meeting guests
Guast(s) | |
Guest(s) | |

Mext

|| Save for Later || Submit Minutes

WorkplaceNL

Health | Safety | Compensation
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Add the member’s name, then select the drop-down arrow to choose if they are an
employer representative or a worker representative. If they were trained in the
Committee, Representatives, or Designates Certification Training course, add their
certification training number. Then click “save”.

Add Committee Member B3 Close

First Name: | |

Last Name: | |

Type:

Certification Training #: | |

| Save || Cancel |

Once all members are listed in the Committee information, you must select the
“Co-Chairs” first. Once a co-chair is selected, they will automatically be marked as
“‘Present”. Select the respective committee members that were in attendance for the
meeting.

Select only the co-chairs and committee members that were present for the meeting
and add applicable any guests. Guests are those attending committee meetings who
are not regular committee members (i.e. OHS Committee Coordinator, OHS Officer,
other staff, etc.).

 Snprcpmmatints S
Comnrter whormetin W ane Vanta
T Trvpberer mepresard e
Nove Taancd Tot (O Ay Co O L] by Cortiiatien Tapmas &
1 Legoyu v
e Jhalbo ¢ Espoye v 9 Jh3SEM
1o v Fropoyu v
1e4 v Lopoge v
Warkes reprrmindaling
Nove Taaned ot (i My CorCe Present by Conivatns fummey &

v v
v v
v v
ey Jaew Doe v Werkat v [/ s
vy v
v v

[

(e

Gt

bt Bovn b o | Sobred Mmien
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All current committee members should be listed as “Active”. If members are no longer
on the committee, change their status from “Active” to “Inactive”. They may appear on
your screen, but will not appear on your finalized PDF or printed minutes form once it
has been submitted.

Mowge wvem—.
Covmertlon adsmmaibe Stat“s
Trwtrree myrese st sees
TINTW M
N Trannl Tor (o ey Cn O st ke Coniy, -
== Ao Active  ~

Sk Dew Active  ~

<
o

Worhes revaset sty

ey [S— e [T ™ Mty Co-Ouw st ey (st Status

e . As v Active
Jusw Doe ' [ LaTE Active ~
Active  w

ety grusis

Active  w

Active  ~

«
<

NOTE: If you need to update a member’s information (i.e. name change, certification
number, change in representation), click “Edit” next to the representatives’ name to
make your changes.

Reapstomms i, |
Commrtee whomatne © Ass Menber
P —— Trvpheyer svpreserd shmes
Rove Fanmcd Troe CrOvm Aty Co O Mesont Sabey oL 2l Tagmrny &
Eepiiy i v
Joha Dew v Evpunyer v a Joh3£55730
v Emplayer v
3ot v [
Werkes repesasedatives
Nawe Fapned Tt O Aty CoChaw Fesont Sttt ooyt fommay 8
1t v e @
e v Vorkas v
p— . 2 e v Yokt w
_’T Ed|t > Jas Dos v ohat o FRNTEESCY
o v Aai v
S v el v
[——

.....
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Update the information as needed and click “Save”.

Edit Committee Member E3 Close
First Name: |Jane |
Last Name: |Doe |
Certification Training £: | 1234567 |
| Save | | Cancel |

Select “Next” to proceed to the “OH&S Activity” tab.

Pl ity

rad Spsnfis Loy | | Biend Miwios

Next | | Save for Later | | Submit Minutes

NOTE: If you wish to leave a page, do not use the back button as you may lose any
saved work. You can move to different sections of the minutes form by selecting the
tabs at the top of the page, or by clicking “Next” at the bottom.

At the bottom of each page you are given the option to “Save for Later” if you need to
stop entering information for any reason.

Only select “Submit Minutes” when your meeting minutes are finalized.

WorkplaceNL

Health | Safety | Compensation

To get answers to your questions call: 1.800.563.9000
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6. OH&S Activity

Under the “OH&S Activity” tab, indicate the number of the following items since the last
meeting. If there are no OH&S activities to report, you must enter “0”.

NL ©Help | | mWContactUs | Account -
Support

# Homo OH&S meeting minutes -
X Messages (5) OHES activity
Account Management v
Account Information v Mesting Details OHES Activity S"Mm—ﬁr‘g&r
SuESEE | RS | Since the last meeting, please indicate the following:
Worksite Information v

Since the last meeting, please indicate the following:
Clearance W

Numbsr of warkplecs mspactions conducted

Mumber of workplacz inspections conducted
OH&S -
Number of complaints / concams received <
L .

T —— Hurerof ncident reprts reviend Mumber of complaints [ concemns received
Manage OH&S lems Mumber of right to refuse work situations
Employer Reporof Iy v _ | Humber of incident reparts reviewad
ESRTW P From this meeting indicate the following:

lans v

Humber of safaty hazards identified

Anu Employer Sttements ¥ Mumber of right to refuse work situations

N Number of health hazards identified
Reports & Statistics v

00 IO

0L

Employer Account Changes o | | Humber of putstanding items from last mesting

Next ] [Save for Later | [ Submit Minutes |

From this meeting, indicate the following number of hazards and then click “Next”.

ul— DHES meeting mirutes
D Mg [T}
e e
- v — Snn
Tien FIET VI [— T
s b e
ot the e sy i e T Sl
I ®
§ T P w ||| gl L

o e e

gmiar of 1ghe o HLGE w1 o [

S v —
[ ——— o
[ ——

[ P P [

. Bt en L | [ Bedend ey

From this meeting indicate the following: Next ‘ ‘ Save for Later ‘ ‘ Submit Minutes

Number of safety hazards identified

Number of health hazards identified

I

Number of cutstanding tems from last mesting

WorkplaceNL

Health | Safety | Compensation
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/. Summary of Meeting

If you identified any items for follow-up on the previous screen, record these items here
before you proceed. You will provide a summary of these items in the next section
“‘Summary of Meeting”.

Select “Add new item”.

connect Ditely & Contnct Lin L

OHES meeting minutes

W * | rmsybess ‘:‘.lﬂmﬂl o

Sper for L x| | Sabed Mraie

Summary of Meeting

£ Add new item | B3 Add deferred item

WorkplaceNL
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This section is a summary of the items brought forward to the meeting. Enter the details
and click “Save”. You will need to complete section for each item.

NL connect ‘ ©Help | | EContactUs | | Account +
Support
# Home : :
OH&S meeting minutes
I Messages (5)
Account Management v
Account Information v | Mesting Details OHBS Adtvity Summary of
Mesting
Billing Information ¥ | Summary of Meeting
Worksite Information
Item details
Clearance v
OHAS R Ttem date (yyyy mm dd) Date forwarded to employer (yyyy mm dd)
Manage Commitiee Minutes
Ttrem
View Archived Minutes (Max 2000 characters)
utes P
N Recommendation
Employer Report of Injury v (Max 2000 characters)
i
ESRTW Plans v
Recommendations 10 1 X ~ ™
Annual Employer Statements v implemented on L T oy mm dd) Resolved Ues ®ho
Reports & Statistics ¥ | | Followed-up by
Employer Account Changes v —
Cance

The following is a description of each of the “ltem details”:

Item date: Record the date that the item or issue was first brought to the Committee,
Representative, or Designate.

Date forwarded to employer: Record the date the item or issue was forwarded the
employer.

Item: A description of the item or issue.
Recommendation: The solution suggested to correct the item or issue.

Recommendations implemented on: When the recommendation or solution was
implemented.

Resolved: Has this item or issue been resolved? Yes or no? If “No” the item will be
carried forward to the next meeting minutes.

Followed-up by: Indicates the person responsible for follow-up for the action to be
completed and addressed.

WorkplaceNL

Health | Safety | Compensation
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8. Submitting Minutes

Once all items and details have been entered, you may “Save for Later” to review your
minutes, or click “Submit Minutes” for completion.

connect

# Homa 3 i
DHES meeting minutes
= Westages (1)
el
——
Cewawr " WenmDemly  SokEAcly -ﬁ‘-(—
1T 5| Sammry sl Hesting
e o Pl g s by e Fpowrd e maogiveg ] auch Irve i o i r vmived. Cinkon 8 emed e’ i wded o grevansly it B e pawe et g wmn
w4
FRTH Pl

If you choose to “Save for Later”, your OHS Committee minutes will be listed as “In
Progress”. You can choose to delete them permanently, or click “Manage” to review or
make any necessary changes.

3 View archived minutes | B Record new meeting minutes | @ Return to worksites list

Clearance v
OHRS A Meeting Date Status
Manage 20210101 In Progress Delste
Manage Committee Minutes
View Archived Minutes

If completed, and no further changes are needed, click on “Submit Minutes”.

You will receive a final confirmation notice. If you are not satisfied with your minutes, or
if your minutes are incomplete, click “Cancel” and make your changes. If accurate and
completed to satisfaction, click “OK”.

Final Confirmation

Select OK to submit minutes and confirm they are a complete and accurate
record of the OHS Committee meeting. (When you select ok, the minutes
will be sent to WorkplaceNL. Additional changes will not be permitted.)

OK Cancel

WorkplaceNL

To get answers to your questions call: 1.800.563.9000 Health | Safety | Compensation
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Your minutes will then be sent to WorkplaceNL and no additional changes can be
made. You will get a confirmation message at the top of your screen stating
“The minutes have been submitted to WorkplaceNL, thank you.”

The minutes have been submitted to WorkplacehL, thank you.

Once submitted, you can view the minutes as a PDF file under “OH&S” on the left-hand
side of your screen and then selecting “View Archived Minutes”. If you do not have this
option check with your Firm Administrator.

WorkplaceNL

Health | Safety | Compensation

To get answers to your questions call: 1.800.563.9000
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Choose which worksite you wish to see the meeting minutes for, then select
“View Minutes” on the right-hand side.

connect | & Halp B Coninct Un Accound -

Hermer < i "
# View OHES meeting minutes
& Mesiages
Selert 4 warkste.
Wkt |rlormation L]
Enpdiypes [ Firm Hamber Hailisgy Addreis WorkplaceNL Worksite Romber Employees  Committes Status
—" z ST Company T ] 2 a7 Amst A i Mz
OHAS &
o Ml s e — A . 12 Ay . JER—
" o 44 Comany Sancr 5 10 h
E T i BAC Ty TamHr Bk 7 13 Ave
AN Carpary EHEEE, & 1 e

4 View Minutes

Choose the meeting date you wish to review and click “View”. The minutes will open as
a PDF Minute report form.

NL connect | OHelp | | EContnctlUs | | Account =
Support
Hame . . .
s View OH&S meeting minutes
T Messages
Chaese which minutes you wish b view, B Retom to Worksite List
Tebarksite Infommation v
Heeling Ciate View Minutes
- " | oetan, a0 £ ven
OHES & San 24, 2000 B i
Jag 13, 2020 £ ve
View Archived Mindies 2, 20 B e
Jan 13, 2020 E vew
May 13, 2100 2 Vit
ESATW Plans ' ==
Kgr 21, 2020 E vien

WorkplaceNL
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9. Troubleshooting

As the administrator, if you would like to create a new user to be responsible for
entering OHS meeting minutes see instructions in the following document:

User guide — User Management Guide

https://info.workplacenl.ca/ConnectSplash/User%20management%20gquide.pdf

TIP: When creating a new user, you will be prompted to assign them services.
You must choose the “OH&S Committee Minutes” service.

Subscribe to WorkplaceNL’s YouTube channel to avail of the How-To Videos.

How to Enter OHS Minutes on Connect

How to Create a User on Connect

How to Manage Worksites on Connect

If you need further assistance with entering your OHS Committee Minutes on connect,
contact the OHS Committee Coordinator at 709.778.1347.

WorkplaceNL
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