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Organization Commitment
1.1 Pembina Hills Regional Division No. 7 (PHRD) Health and Safety Objectives

Pembina Hills Regional School Division (PHRD) is committed to a Health and Safety
Program that protects our staff, our property, and other workers who enter our property,
the general public and the environment. Our commitment to safety is in accordance with
standards outlined in the Alberta Occupational Health and Safety legislation.

Our objective is to prevent injuries and property damage in all work execution and

operations. This will be achieved by creating a work atmosphere in which health and

safety is implemented with everyday operations. Workers at every level are responsible

and accountable for PHRDO6s healt Wwll@mavide saf ety pe
leadership for the Health and Safety Program, will be familiar with the requirements of the

Al berta Occupational Heal t h aHedlth&ral Sadetyy Legi sl at
Program as it relates to their work processes.

This will be achieved by:

i) promoting a work environment based on employee involvement, teamwork,
education, training and commitment;

ii) promoting the philosophy that safety is a value associated with every priority;

iif)  recognizing group and individual achievements;

iv)  treating everyone with dignity and respect; and

v)  verifying all regulatory requirements are met in all work execution and operations,
specifically, the Alberta Occupational Health and Safety Act, Regulation and Code.

PHRD encourages the participation of all employees with the Health and Safety Program.
PHRD will provide the education and tools required so all employees are aware of their
responsibilities and duties under the Alberta Occupational Health and Safety Act,
Regulation and Code.

Employees are responsible for protecting the health and safety of themselves and their
fellow employees by following all policies and procedures, working safely, and improving
health and safety measures where possible.

Accidental loss can be controlled through good management in combination with staff
involvement.

All contractors shall meet the PHRD health and safety requirements and all WCB and
Occupational Health and Safety applicable acts, regulations and codes.

Superintendent Signature Date

Board Chair Date
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Pembina Hills Regional Division No. 7 (PHRD) Occupational Health and Safety
Introduction
To Protect Employees and Students

The Superintendent, senior staff, principals and non-school based department heads have
a statutory obligation to provide a safe and healthy environment in which Division
employees, students and volunteers can work to the best of their abilities.

Many of the components of a proactive workplace Occupational Health and Safety
Program are also applicable to student health and safety (e.g. emergency preparedness,
hazard identification and control, incident investigation, infection control). These
components recognize that all employees have a role to play and are the key to the
program's success.

Note: St udents are not generally defined as fAwor ke
this legislation; however, student safety is paramount in the workplace and it is expected
by the Division that safe work practices extend to all situations.

To Meet Legislative Requirements

Occupational Health and Safety is a legislated requirement in Alberta. Principals and non-
school based department heads, as the employer's representatives at each location, have
statutory obligations to:

1) Ensure that all reasonable precautions are taken in accordance with the Alberta
Occupational Health and Safety Act, Regulation and Code and other relevant acts
and regulations.

2) Identify possible hazards in the work location and take steps to either eliminate or
control them.

3)  Ensure the correct use of appropriate personal protective equipment.

4)  Ensure that employees are aware of and follow codes of practice, e.g. asbestos
removal, safe work procedures.

5)  Ensure that contractors comply with the legislation.

6) Investigate serious injury accidents and incidents that have the potential of causing a
serious injury.

7)  Develop an emergency preparedness plan for the workplace and plan drills and
simulations to keep employees in a high state of readiness.

8)  Ensure that employees are educated in the handling and use of controlled (chemical)
products.

9)  Ensure that employees are aware of their responsibilities and duties under the
Occupational Health and Safety Act, Regulation and Code.

10) Ensure that employees are competent to perform their tasks if the work can
endanger themselves or others.

If an accident or injury occurs at the school or worksite, principals and non-school based
department heads may be liable to prosecution unless they can demonstrate due
diligence.
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To Demonstrate Due Diligence

Due diligence is a legal defense that was defined in 1978 by the Supreme Court of
Canada. If an employee is injured on the job, the employer may be charged under the
Occupational Health & Safety Act, Regulation and Code for failing to protect the
employee's health and safety. The employer's only defense is due diligence by showing
that he or she took all reasonable steps to prevent the injury. This would consist of
anticipating the injury, providing necessary training, ensuring personal protective
equipment is being used, safe work procedures and supervision.

Due diligence is demonstrated by developing plans to meet the legislative requirements.
One key element of any plan is ensuring the competency of employees. Under section 14
(1) of the General Safety Regulation, principals and non-school based

department heads shall ensure, where work is to be done which may

endanger any worker, that the work is done only by a competent worker or

by a worker who is not competent working under the direct supervision of a

competent worker.

This manual outlines those aspects of the legislation that apply to various areas within the
Division. Not all sections will apply to every school or worksite. For instance, Confined
Spaces will only apply to those locations that have an identified confined space, e.g. crawl
space, chillers or elevator shafts.

The Superintendent, senior staff, principals and non-school based department heads
demonstrate due diligence by taking action in three key areas i awareness of

a) legislative requirements,

b) competency of employees and

c)  monitoring of compliance.

The first area is awareness of legislative compliance.

Ignorance of the law is no defense. The Superintendent, senior staff, principals and non-
school based department heads demonstrate due diligence by ensuring that they and their
employees are aware of the legal requirements that pertain to their particular role and
responsibilities. The Occupational Health and Safety Act, Regulation and Code have over
five hundred sections that apply to employers and employees in Alberta.

The second area is competency of employees.

Competency includes awareness of the proper procedures as well as necessary training
and development. Principals and non-school based department heads demonstrate due
diligence by ensuring that their employees are properly trained to handle tasks that could
be considered dangerous to their health and safety. For example, what would take place if
a cleaning assistant, while handling hazardous cleaning chemicals, is badly burned in a
chemical spill at a school? A provincial investigator would determine if the employee:

1 Was competent to handle these chemicals.

1 Had received necessary training in identifying and handling hazardous chemicals.

T Knew where information on this chemical was located.

| Knew how to use the appropriate personal protective equipment.
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If the investigator determined that the cleaning assistant was not competent to handle this
chemical, the head custodian and/or the principal or the non-school based department
head could be held liable and charged under the legislation.

The third area of due diligence concerns monitoring and compliance.

It is not enough for the Superintendent, senior staff, principals and non-school based
department heads to make employees aware of their legal requirements and provide
proper training. They shall also monitor their school or worksite to ensure that employees
are complying with the legislation and working in a safe and healthy manner.

If a serious accident or incident occurs, provincial investigators will want to determine:

| If proper monitoring processes are in place.

1 If employees are receiving ongoing training.

1 If hazards are being identified and controlled.

1 If incidents and accidents are investigated.

| If emergency procedures are reviewed and updated on a regular basis.

The Superintendent, senior staff, principals and non-school based department heads
demonstrate due diligence by ensuring that these processes are in place, utilized on a
regular basis and documented. In determining how much diligence is enough, each
situation will differ. The greater the likelihood of an incident occurring, the more stringent
the monitoring system should be.

To Reduce the Cost of Accidents and Incidents

Accidents and incidents are costly, both from a human or financial perspective. The
Division has a responsibility to provide a safe and healthy environment for employees,
students, volunteers and visitors.

In addition to the human cost, there is a significant financial cost to the Division when
employees are injured on the job. The Division pays an assessment each year to the
Workers' Compensation Board (WCB) to cover costs of medical aid and lost wages for
injured employees who are covered by Workers' Compensation. The assessment is partly
based on the Division's accident experience, as compared with that of other school
districts in Alberta. The majority of teaching staff are not covered by WCB, but are eligible
for Division benefits if they are injured on the job.

When an employee is injured, there are other additional costs incurred to cover hiring,
wages of replacement staff, property damage, reduced efficiency, overtime, etc.

Accidents are preventable through appropriate risk management.
Demonstrating Commitment to Occupational Health and Safety

The Division's commitment to occupational health and safety is manifested in three
important ways:

a) Division Policy,

b)  Roles and Responsibilities of Staff and

c) The Occupational Health and Safety Program.
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Responsibilities

Assignment of Responsibilities

Responsibility can be defined as an individual

Everyone must know their health and safety responsibilities, in order to ensure the Health
and Safety Program achieve its desired results of a healthy and safe work and learning
environment.

Management has set out specific responsibilities for themselves and all employees.
School administration and teaching staff have specific responsibilities set out for students.
The consistent performance of health and safety responsibilities is a component of
performance reviews for management, supervisors and workers and students.

2.1 Pembina Hills Regional Division No. 7

PHRD is responsible for:

a) taking reasonable precautions to protect the safety of all persons who may be
on PHRD worksites;

b)  implementing the Health and Safety Program as well as ensuring PHRD
compliance with the Occupational Health and Safety Act, Regulation and
Code;

c) conducting annual worksite tours to reinforce health and safety practices and
behaviors;

d) providing immediate direction in an emergency that has the potential for a
fatality, personal injury, health exposure or property damage;

e) addressing health and safety issues during staff meetings;

f) ensuring that on-going health and safety education programs and courses are
approved as required; and

g) supporting all PHRD employees or people working for PHRD who promote

empl oyee compliance to PHRDG&s Health
h) i mplementing and enforcing compliance

Safety Program within his/her areas of jurisdiction;

i) monitoring departments and projects under their jurisdiction and holding all
employees and contractors accountable for their individual or collective health
and safety performance;

i) being knowledgeable of and responsible for complying with applicable parts
and sections of the Alberta Occupational Health and Safety Act, Regulation
and Code that apply to their operations;

K)  holding safety meetings or including health and safety issues in staff meetings
guarterly with employees (and subcontractors where appropriate) to review
safety conditions and general safety policies.

2.2 Superintendent

The Superintendent is responsible for:

a) providing a Health and Safety Objective relating to the PHRD health and safety
program. The statement demonstrates a commitment and philosophy that sets
levels of expectation for safety performance throughout the division;

b)  conducting an annual site tour of worksites;

c) providing immediate direction in an emergency that has the potential for a
fatality, personal injury, health exposure or property damage;

5
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d) understanding and implementing the health and safety program as well as
assuring compliance with the Occupational Health and Safety Act, Regulation
and Code;

e) providing all supervisory staff with an understanding of this health and safety
program as well as relevant parts and sections in the Alberta Occupational
Health and Safety Act, Regulation and Code;

f) providing all employees access to a copy of the Alberta Occupational Health
and Safety Act, Regulation and Code;

g) addressing health and safety issues during staff meetings;

h)  providing on-going health and safety education programs and approved first
aid training courses as required;

i) monitoring employees and holding them accountable for their individual health
and safety performance; and

)] taking reasonable precautions to protect the safety of the employees and
themselves in relation to PHRD worksites.

2.3 Safety Coordination Designate

The Safety Coordination Designate is responsible for:

a) verifying that hazard assessments are conducted to reflect activities and
conditions present in areas or facilities within his/her jurisdiction;

b)  verifying that new hires and contracted service providers receive safety
orientations prior to commencing work;

c) verifying that all employees, contractors and temporary hires who work with or
near a controlled product have Workplace Hazardous Materials Information
System (WHMIS) training prior to starting work {OH&S Part 29, Section 397
L}

d)  providing guidance/advice on safe working conditions for all employees,
volunteers and contractors under his/her supervision;

e) providing, and making readily available, safe work procedures, safe work
practices and codes of practice to employees, volunteers and contractors;

f) correcting or requesting assistance to correct physical conditions which are
liable to cause or have caused incidents;

g) undertaking or requesting assistance to undertake the investigations of
incidents or near misses to determine the underlying cause;

h)  providing a good example for employees by always directing and performing
work in a safe manner;

i) conducting or assigning a designate to conduct regular inspections of facilities
for unsafe

) practices and conditions and ensure prompt corrective action to eliminate the
cause of incidents;

k)  educating each employee about the hazards on the job, how to identify new
hazards and how to control them; and

) enforcing all established Safe Work Practices and Procedures through the use
of reporting non-compliance where necessary.

2.4 Principals and Department Heads

A principal or non-school based department head represents the Superintendent and
is responsible for the health and safety of all employees, students and workers who
are present and working in the facility at any given time. This includes:

a) employees who work in the facilities on a regular basis

6
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district employees who are working at the facilities from time to time, e.g.,
maintenance staff, supply staff, hourly staff.

employees employed by contractors who are working at the facilities, e.g.,
custodians.

2.4.1 They are also responsible for:

a) making certain that all personnel are aware of and are effectively
applying the practices and procedures set out in the Division Health and
Safety Program and complying with current Occupational Health and
Safety legislation.

b)  Ensuring the safe performance of personnel and equipment in their
jurisdiction;

c) Establishing Joint Health and Safety Committees, holding safety
meetings, addressing matters with employees (subcontractors where
required), reviewing safety conditions, and reviewing general safety
policies.

d) Holding safety meetings or including health and safety issues in regular
staff meetings with employees.

e) Verifying that safety inspections are conducted in areas of their
jurisdiction;

f) Correcting or requesting assistance to correct physical conditions which
have caused or are liable to cause accidents;

g) Verifying that new hires and contracted service providers receive job
specific training and safety orientations prior to commencing work.

h)  Providing safe working conditions for all employees under his/her
supervision through the use of engineering controls, administrative
controls (such as safe work procedures and safe work practices) and
through the use of personal protective equipment;

i) Undertaking or requesting assistance to undertake the investigations of
accidents, incidents or near misses to determine the underlying cause.
Investigations must be reported in detail to the Superintendent (or
designate) and the required reports/forms completed on a timely basis;

i) Providing a good example for employees by always directing and
performing work in a safe manner;

k)  Enforcing all established safety regulations and work methods by the use
of disciplinary action where appropriate.

2.5 Supervisors, Foreman, Managers and Coordinators

The Supervisors and Coordinators are responsible for:

a)
b)
c)
d)
e)
)
9)
h)
)
)
K)
1)

Setting a good example;

Promoting health and safety awareness;

Establishing safe work procedures;

Instructing workers in safe practices;

Being aware of and help troubled employees;
Correcting unsafe/substandard conditions;

Enforcing health and safety rules;

Inspecting for hazards;

Investigating all incidents;

Ensuring proper maintenance of PPE, tools and equipment;
Compiling with regulations;

Ensuring contractors are fulfilling their safety obligations

7
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2.6 Employee

The employee is responsible for:

a) read, wunderstand, a rHdaltrcaodgafetyProgramhdnd PHRDG6 s
the Alberta Occupational Health and Safety Act, Regulation and Code in
relation to their job tasks;

b)  wearing and maintaining the personal protective equipment and clothing
required by regulations and PHRD;

c) familiarizing themselves with the location and operation of emergency
equipment including fire extinguishing equipment.

d) notifying the supervisor(s) of any unsafe conditions or acts that may be of
danger to themselves or others;

e) refusing any work activity that compromises the health and safety or poses
imminent danger to themselves or others and immediately reporting such
situations to his/her supervisor;

f) reporting all incidents, near misses, accidents, and injuries to the supervisor(s)
as soon as possible;

g) taking reasonable precautions to protect the health and safety of themselves
and others in relation to PHRD worksites;

h)  complying with preventive maintenance safe work procedures and not using
defective equipment;

i) following safe work procedures, practices, best practices and codes of
practice;

)] participating in all aspects of the Health and Safety Program as directed;

k)  providing input to improve the Health and Safety Program; and

2.7 Contracted Service Providers

Contracted service providers are responsible for:

a) ensuringthatal | t heir employees are fully aware
procedures, codes of practice and all other applicable aspects of the Health
and Safety Program;

b)  ensuring that all their employees have a firm understanding of the Alberta
Occupational Health & Safety Act, Regulation and Code in relation to the work
to be performed;

c) ensuring that all their employees who work on behalf of themselves and PHRD
are trained for the work in which they are tasked, prior to allowing them to work
on PHRDO6s worksites;

d) operating according to the requirements of PHRD Health and Safety Plan at a
minimum;

e) cooperating fully with PHRD Health and Safety representatives with respect to
health and safety audits, incident investigations, hazard assessments and
reporting requirements; and

f) maintaining a strong commitment towards health and safety in all of their work
execution and operations.

2.8 Students
Students are responsible for;

a) reading and complying with the schools labs health and safety program,
policies, procedures and codes of practice.
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b)  wearing and maintaining the personal protective equipment and clothing
required by regulations and PHRD;

c) familiarizing themselves with the location and operation of equipment including
fire extinguishing equipment in labs.

d) notifying the instructors(s) or program assistant(s) of any unsafe conditions or
acts that may be of danger to themselves or others;

e) refusing any work activity that compromises the health and safety or poses
imminent danger to themselves or others and immediately reporting such
situations to his/her instructor or supervisor;

f) reporting all incidents, near misses, accidents, and injuries to the supervisor(s)
as soon as possible;

g) taking reasonable precautions to protect the health and safety of themselves
and others in relation to PHRD classrooms;

h)  complying with preventive maintenance safe work procedures and not using
defective equipment;

i) following safe work procedures, practices, best practices and codes of
practice;

)] participating in all aspects of the Health and Safety Program as directed;

k)  providing input to improve the Health and Safety Program of the lab;

) co-operate fully with everyone authorized by the board to provide education
programs and other services;

m)  comply with the rules of the school;

n)  account to his teachers for his conduct;

0) respect the rights of others.

2.9 Visitor and Volunteer Responsibilities

Visitors are responsible for:

a) Reporting to reception;

b)  Obeying all signs as well as directions/instructions given by site supervisors;
c)  Staying out of restricted areas;

d)  Wearing applicable PPE as required:;

e) Reporting any unsafe conditions or incidents to the office

f) Participating in any emergency drills

PHRD Volunteer Code of Conduct

When participating in programs and activities in PHRD schools volunteers are

expected to:

a) Observe similar standards of behaviour and ethical conduct to those required
of School staff. For example, you are expected to act within the law, be honest,
fair and respect other people (including students). Use appropriate language.

b) Appreciate that the principal is the spokesperson for the School.

c) Appreciate that students have rights and aspirations. Treat students with
dignity and respect.

d) Observe confidentiality in respect of all information gained through your
participation as a volunteer/visitor. All information held by schools should be
handled with care. Some information is especially sensitive. Sensitive and/or
personal information requires additional caution in the way it is treated. For
example, you should not discuss or disclose to others personal information
about student s, staff or student sd parent s
thoughtful decisions.
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2.10

Respect the right of the teacher to discipline children

Accept and follow directions from the principal/teacher/supervisor/contact
person and seek clarification where you may be uncertain of tasks or
requirements. Report irregularities to the person in charge.

Observe safe work practices which avoid unnecessary risks, apply reasonable
instructions given by supervisors, and report to the supervising staff and school
administration any hazard or hazardous practice in the workplace.

Report any problems as they arise to your supervisor/contact person, including
incidents, injury or property damage.

Where you have access to school resources, avoid waste or extravagance and
make proper use of the resources of the school/department.

Right to Refuse Unsafe/Unhealthy Work Directive

1.

PHRD is committed to healthy and safe worksites for all employees and
contractors who are performing work at PHRD worksites. All employees and
contractors have the right to refuse work if imminent danger exists or they are
asked to perform a task that they are not qualified to perform. If this situation
occurs, employees are strongly encouraged to stop work immediately and
notify their supervisor.

a) Imminent Danger as defined
Section 35 of the Alberta Occupational Health and Safety Act is:
a) A danger that is not normal for that occupation, or
b) A danger under which a person engaged in the occupation would

not normally carry outtheper sonds wor k.

Responsibilities

a) To refuse any work or operate any tool that the worker believes on
reasonable and probable grounds, that there exists an imminent danger
to the health and safety of that worker or another worker present at the
work site.

b) Tonotify the workerodés employer at
work and the reason for the refusal of work.

c)  Any report of imminent danger shall be investigated immediately.

d) Ifrequired, the supervisor shall stop all work, until an investigation and
associated remedial action are implemented.

e)  Solutions to remedy the situation or working condition(s) shall be
developed and shared with the employee(s) and/or contractors that
expressed the concern.

f) Brief all employees and contractors of the reported issue(s) and
associated remedial actions at departmental, Health and Safety
Committee, and/or toolbox health and safety meetings.

g) The supervisor is required to provide the worker making the refusal with
a copy of the investigation report.

Documentation and Discipline Actions of Work Refusal for Imminent Danger

a) Incident reporting and investigation shall follow Section 10 of this
manual.

b)  All documents associated with an investigation shall be kept on file for a
minimum of three (3) years.

c) No employee or contractor shall be persecuted or terminated for refusing
to do unsafe/unhealthy work that meets this legislation.

10
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2.11 Personal Protective Equipment Directive

1) PHRD is committed to minimizing workplace related injuries to employees and
contractors jointly through the use of Personal Protective Equipment (PPE).
PPE is your last line of defense against hazards at the work place. The use of
PPE is most effective when combined with the use of engineering and
administrative controls. In addition, PHRD values their employees and
contractors and promotes healthy and safe working conditions within the
boundaries of PHRD. Therefore, all employees and contractors should use the
PPE outlined within the hazard assessments, safe work practices, procedures,
and codes of practice.

2) Al PPE will be used, cared for and maintained in accordance with the

manufacturerés specifications. I n the ever
be removed from active service and a replacement will immediately be
provided.

2.12 Unsafe/Unhealthy Worksite Reporting

1) PHRD is committed to identification, assessment and remediation of any
unsafe or unhealthy working condition. Therefore, prompt reporting using the
Unsafe/Unhealthy Worksite Reporting Form (Form OH&S 33) is of high
importance so that PHRD can proactively manage unsafe or unhealthy working
conditions.

2)  Responsibilities
a) Any work that poses an immediate threat to the health and safety of

workers shall be immediately stopped until the threat is addressed.

b) Any employee or contractor that discovers an unsafe or unhealthy
working condition on any worksite regardless of the level of activity must
report the deficiency on the Unsafe/Unhealthy Worksite Report form
(OH&S 33) and forward it to their supervisor.

c) Any employee or contractor that discovers an unsafe or unhealthy
working condition on any worksite, regardless of the level of activity,
must report the deficiency in a prompt manner to their supervisor or main
contact.

d)  All unsafe or unhealthy working conditions must be documented on the
Unsafe/Unhealthy Worksite Reporting Form (OH&S 33) and forwarded to
their supervisor.

e) The supervisor/manager must address the issue and keep the employee
informed of remedial actions taken to address the issue.

f) All completed forms and associated documents shall be kept on file for a
minimum of 3 years.

2.13 Working Alone Directive

1) PHRD is committed to maintaining healthy and safe working environments for
all employees who may be required from time to time to perform specific tasks
alone. A worksite hazard assessment must be performed for all worksites. If a
working alone condition exists, procedures must be developed specific to that
site to protect the health and safety of all affected workers.
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2)  Working alone as defined by Part 28 - Section 393 of the Alberta Occupational
Health and Safety Code is:
a) A worker is working alone at a work site, and
b)  Assistance is not readily available if there is an emergency or the worker
is injured or ill.

2.14 Workplace Violence Prevention Directive

1) PHRD believes in the prevention of violence and promotes a violence-free
workplace in which all people respect one another and work together to
achieve common goals. Any act of violence committed by or against any
worker or member of the public is unacceptable conduct and will not be
tolerated. We are committed to:

a) investigating reported incidents of violence in an objective and timely
manner;

b) taking necessary action; and

c) providing appropriate support for victims.

2)  No action shall be taken against an individual for making a complaint unless
the complaint is made maliciously or without reasonable and probable
grounds. No employee or any other individual affiliated with the PHRD shall
subject any other person to violence.

3)  Acts of violence can assume many forms ranging from an implied threat to
physical contact. Abuse in any form erodes the mutual trust and confidence
thatareessental t o PHRDO6s operational effectiven
destroy individual dignity, lower morale; provoke fear, and breaks down work
unit cohesiveness.

4)  Acts of violence may occur as a single event or may involve a continuing
series of incidents. Violence can victimize both men and women, and may be
directed by or towards PHRDO&6s empl oyees, ¢
of the public.

References:

Form OH&S 21 Non Compliance Notification Form
Form OH&S 33 Unsafe/Unhealthy Worksite Reporting Form
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Rules and Enforcement of Occupational Health and Safety
1. Rules
1)  Theft, misuse or willful damage of Division tools and equipment are strictly prohibited

and may be grounds for immediate dismissal or discipline action.
2)  Seatbelts must be worn when operating PHRD equipped machinery and all Division

vehicles.

3)  Fighting, horseplay, practical jokes or otherwise interfering with other workers is
prohibited.

4)  Harassment or discrimination in any form will not be tolerated in the workplace or
classroom.

5) Hard hats, safety boots and personal protective equipment must be worn in
accordance with the Division Health and Safety Program.

6)  All work shall be carried out in accordance with appropriate safe work practices and
supervisor's direction.

7)  Operate all vehicles and mobile equipment in accordance with site rules and
highway regulations.

8)  Only those tools that are in good repair, with all guards and safety devices in place,
shall be used.

9) Alltools and equipment shall be used for its intended purpose and according to
manufacturerds recommendati ons.

10) Cooperate in any accident/incident investigation so that cause may be determined
and appropriate corrective action can be taken.

11) When exposed to hazards, appropriate protective equipment must be worn in
accordance to WHMIS regulations and safe work practices.

12) Beards or excess facial hair is not permitted on tasks where respirators or breathing
apparatuses are required.

13) Workers shall keep their work area neat, clean and orderly.

14) Report all unsafe acts, conditions, and near-miss incidents to the supervisor. Report
all injury or damage accidents immediately.

15) Consuming or being in possession of alcohol or illegal drugs on Division premises or
on any Division job sites is strictly prohibited. The operation of any Division
equipment or vehicles while under the influence of alcohol or drugs (or prescription
drugs which may cause impairment) is strictly prohibited and may be grounds for
immediate dismissal. The responsible consumption of alcohol at board approved
social functions is permitted, (i.e. rental functions).

2. Enforcement

The integrity of this program lies within the promotion and enforcement of its rules, safe
work practices and job procedures. Management reserves the right to immediately
dismiss an employee based on the severity, or potential severity, of a violation of the rules,
safe work practices or job procedures. In instances where the incident does not warrant
immediate dismissal, the following enforcement procedures will be used to ensure that
violations to the rules, safe work practices and job procedures are dealt with.

Incident reports must accompany all written warnings. Non Compliance Notification Form
(Eorm OH&S 21).
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In general, the following disciplinary actions will be considered depending on the frequency
and severity of the offence:

1)  Verbal Warning (involving Employee and Supervisor).

2)  Written Warning (involving Employee and Supervisor).

3)  Written Warning (involving Employee, Supervisor and Manager).
4)  Suspension (involving Employee, Supervisor and Manager).

5)  Termination

IF THE NON-COMPLIANCE VIOLATION IS OF A SERIOUS NATURE, EMPLOYMENT
MAY BE TERMINATED WITHOUT PRIOR WARNING.

It should be noted that the provisions outlined in any Collective Agreement or active
Discipline Policy shall apply.

Unsafe/Unhealthy Worksite Reporting

PHRD is committed to identification, assessment and remediation of any unsafe or
unhealthy working condition. Therefore, prompt reporting using the Unsafe/Unhealthy
Worksite Reporting Form (Form OH&S 33) is of high importance so that PHRD can
proactively manage unsafe or unhealthy working conditions.

Responsibilities:

a) Any work that poses an immediate threat to the health and safety of workers shall be
immediately stopped until the threat is addressed.

b)  Any student, employee or contractor that discovers an unsafe or unhealthy working
condition on any worksite regardless of the level of activity must report the deficiency
on the Unsafe/Unhealthy Worksite Report Form and forward it to their supervisor.

c)  Any student, employee or contractor that discovers an unsafe or unhealthy working
condition on any worksite, regardless of the level of activity, must report the
deficiency in a prompt manner to their supervisor or main contact.

d)  All unsafe or unhealthy working conditions must be documented on the
Unsafe/Unhealthy Worksite Reporting Form and forwarded to their supervisor.

e) The supervisor/manager must investigate the issue and keep the employee informed
of remedial actions taken to address the issue.

f) All completed forms and associated documents shall be kept on file for a minimum of
3 years.

References:

Form OH&S 21 Non Compliance Notification Form

Form OH&S 33 Unsafe/Unhealthy Worksite Reporting Form
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Hazard Assessment and Control
Occupational Health and Safety

1.

Hazard Assessment and Control Objectives

As

part of PHRDOs commitment to a safe and
requirements contained in the Alberta Occupational Health and Safety Code, we commit to
taking all necessary steps to eliminate or reduce the hazards present on any given

worksite. Before beginning any task or operation, employees are to assess any possible
hazards to themselves and to other persons on the worksite and implement or seek
assistance in implementing necessary control measures.

It is the objective and standard practice of PHRD to:

identify all loss exposures or hazards;

evaluate the risk in each exposure or hazard;

control the evaluated exposures and hazards; and

ensure all employees and students in areas of learning with trade or technical
learning understand the nature of the worksite hazards and use Safe Work Practices
and Safe Job Procedures.

1)
2)
3)
4)

Hazard Assessment

2.1

2.2

Introduction

Determining what hazards are present in the workplace is a critical step because the
remainder of PHRDG6s Health and Safety Progr a
controlling these hazards. It is through the control of hazards that the frequency and
severity of incidents and injuries are reduced, resulting in a parallel reduction in
human and financial costs.

Steps in Conducting a Hazard Assessment

Noo hrwhpE

© x

10.
11.

12.

13.

Assemble the people that will be involved.

Review what possible hazards you are to identify.

Tour the entire operation with the employees.

Look for possible hazards originating from environment, material, equipment,
and people.

Keep asking AWhat if?0

Mark on the checklist all of the items that need attention.

Review the findings with supervisors/employees and solicit their input for
control measures.

Rank the i tems asis. Thefilstwanking estinfiaies. st 0 b
Take corrective action and make recommendations for the control of hazards
(e.g., Safe Work Practices and Safe Job Procedures, rules, administrative and
engineering controls, and personal protective equipment).

Monitor and follow up to verify corrective action is taken.

Ensure hazard assessments are available for all employees and contractors
for review/reference.

Communicate the hazard assessment findings and corrective actions in the
Health & Safety Meeting to ensure awareness.

Hazard assessments are to be completed on an annual basis for facilities and
activities that do not undergo change regularly.
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14. When renovations, demolitions, moves or job duties change, hazard
assessments must be conducted prior to starting work.

2.3 Risk Rating Process

Assessing the risk associated with each task provides a qualitative evaluation that
allows the assessors to determine what tasks must be focused on for hazard
controls. Three parameters are evaluated to give a critical risk rating: probability,
severity and frequency.

Probability: Pr obabi |l ity is best determined by aski:!
|l i keli hood of something going wrong during t
ranking system for determining probability is as follows:

1) Inconceivable i Unlikely to ever occur

2) Remote T Unusual, but possible to occur at some point in time

3) Conceivable i Could occur at some point

4)  Possible i Likely to occur eventually

5)  Most Likely 7 Likely to occur immediately or soon

Severity: How serious could the consequences of an uncontrolled hazard be? The

ranking system for determining severity is as follows:

1) Negligible i No injury, illness or damage

2)  Minor i Minor injury, illness, or damage (no loss time)

3) Moderate i Moderate injury, illness, or damage (medical aid or lost time)

4)  Serious i1 Severe injury, serious iliness, property and equipment damage

5) Imminent Danger - Causing death, widespread occupational iliness, and loss
of facilities

Frequency: How often is the task performed? The ranking system for determining
frequency is as follows:

1) Rarely i Occurs less than 3 times per year

2) Infrequently i Occurs less than 12 times per year

3) Occasionally T Occurs on a monthly basis

4)  Frequently i Occurs weekly

5)  Continuously i Occurs throughout the work shift

Critical Risk Ranking: The critical risk ranking is composed of the sum of the
ratings for probability, frequency and severity for each task. It serves to highlight
which tasks should be focused on for hazard control.

a) Low = 3-5 Review task on an annual basis
b) Moderate = 6-10 Will require the eventual implementation of controls
c) High = 11-15 Immediate action required

An activity or task that has a hazard rating between 11 and 15 (high) should have
administrative controls developed as soon as possible to assist with managing the
health and safety of the employees.

For hazards with a ranking between 6 and 10 (moderate), they will require the
implementation of controls using a schedule for completion determined to be used by
PHRD.

For hazards ranking between 3 and 5 (low), they will require the eventual
implementation of controls or review if situations change around the hazard.
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2.4 Hazard Assessment Form

Refer to Form OH&S 131 Hazard Assessment Form.

2.5 Hazard Control

Hazards can be controlled using one of five general approaches:
a. elimination

b substitution

C. engineering controls;

d. administrative controls; and

e personal protective equipment (PPE).

Elimination

Eliminating the hazard is by far the best method of hazard control. Ways to eliminate
a hazard include: eliminating the task that subjects the worker to the hazard or
allowing an outside contractor to complete the task for the worker.

Substitute

Substitution is a common type of control used with chemical processes. An
employer can substitute a hazardous chemical with a less harmful choice that serves
the same purpose.

Engineering controls

Normally focus on eliminating or physically controlling the hazard.

Examples include substituting a less toxic chemical, substituting a quieter piece of
equipment, guarding a machine, enclosing a noisy cab with sound absorbing
materials, installing ventilation, putting up barricades, or installing more electrical
outlets so cords are not running through traffic areas. Engineering controls are the
preferred method of control as there is a lesser likelihood of human error involved.

Administrative controls

Focus on managing the hazards through procedures or schedules, work procedures

and safe practices. Examples include doing certain tasks when there are fewer

people present to lessen possibility of exposure, job rotation to prevent repetitive

strain injuries, and implementing Safe Job Procedures to ensure hazardous tasks

are done correctly. Signage is also an administrative control. It is important to
understand that administrative controls do n
imanageo the hazard.

Personal protective equipment (PPE)

Is the last and least preferred method of control and is intended to protect the worker

when they come into contact with the hazard. Examples include hard hats, steel-toed

boots, dust masks, safety glasses, gloves, and ear plugs. With PPE, hazards are

not controlled. Itis simply the impact the hazard may have that is controlled. For
instance, it is stildl noi sy but the employee
the roof but did not hit the ground due to fall protection, a rock flew from the lawn

mower but struck the safety glasses and did nc

These methods of hazard control are to be used in response to identified hazards in
the worksite.
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Often, a combination of control measures will be required to eliminate or sufficiently
reduce the risk of hazards to an acceptable level.

2.6 Implementing Control Strategies

Once control measures have been established, they should be implemented.
There should be;

Develop a plan requires an evaluation of each type of hazard control. It must
be determined which type of hazard control offers the best amount of
protection to all involved. This may require a budget or long term plan to
implement hazard controls. It is always recommended to control the highest
risk tasks first.

Implementation of the plan once, the plan is complete, set out putting the
plan into motion. This gives the controls to be used to be checked for
effectiveness and practicality by the workers.

Monitor and follow-up to confirm that the control method or corrective action
was implemented and whether it is effective in eliminating the potential hazard.
Results of follow up should be discussed and documented in health and safety
meetings or staff meetings.

The purpose of this is to emeagddtionsh Adue ¢
may have speci al hazards that are beyond t
experience. Outside expertise may be required in such instances.

Hazard assessment and control are mandator
Safety Program. All staff and contract service providers must participate in

hazard assessment and control. Fewer injuries and illnesses, increased

productivity, and reduced costs associated with injuries, not to mention

increased safety awareness, are some direct results of a hazard assessment

and control process.

It is important to recognize that a hazard assessment does not deal strictly with

items and issues that are wrong at the present time. The assessment should

also deal with things that have the potential to go wrong in the future. When

examining the people, environment, materials, equipment and tools, keep

asking the question fAwhat 1if 2?0 The knowl ec
conducting the assessment are of vital importance; hence, the hazard

assessment should always be management/supervisor-led. A team approach

achieves the best results.

References:

Form OH&S 13 Workplace Hazard Assessment
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Safe Work Practices

Everyone wants to perform work correctly. To most people that means on time, on budget, and

to the organizationdés satisfaction. However, a m
getting it done safely. Getting the job done safely means that the people involved follow Safe

Work Practices and Safe Job Procedures.

1. Definition

a) A Safe Work Practice lists the safety precautions that are needed to ensure the job is

done safely.
i) I't can also be described as a set of fADo0OS:s
2. Intention of Safe Work Practices

Safe work practices are ways of controlling hazards and doing jobs with a minimum risk to

people and property. To reduce risk, Safe Work Practices have been written outlining

what is to be done for each job considered to be hazardous. These have been developed

to fit PHRDOs particular needs. Management und
Work Practices which include:

a) safe work practices are in writing;

b)  all employees understand the Safe Work Practices that apply to them;

c) all equipment and management support to permit compliance are available; and
d)  supervisors ensure that all Safe Work Practices are followed.

i) An annual review is conducted by a sub-committee appointed by the
Superintendent within Pembina Hills Regional Division No. 7. This sub-
committee should consist of supervisory and non-supervisory employees who
use the safe work practices regularly.

i) This sub-committee will review the Safe Work Practices and provide
recommendations to the appropriate personnel for review and adoption.

This review format will assist in preventing divisions duplicating work for practices that are
common across the Pembina Hills Regional Division No. 7.
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TITLE General Office Safety
GENERAL Protecting workers from injuries associated with office environment
APPLICATION To ensure employees are aware of the potential and existing hazards in the office
environment
PROTECTIVE Safe work procedures
MECHANISMS ERP (Emergency Response Plan)
Manufacturers recommendations
Alberta Fire Code
Local Legislation
MSDS
Working Alone Policy
SELECTION As per safe work procedure
AND USE ERP
MSDS
SUPERVISOR Supervisors are responsible to facilitate and/or provide proper instruction to their

RESPONSIBILITY

workers on protection requirements and training

WORKER
RESPONSIBILITY

Ensure you are conversant with emergency evacuation.

Ensure that all electrical cords are in good condition and are not overloaded.
Ensure that computer monitors are adjusted to correct height and kept clean.
Ensure fans/space heaters are used to manufacturer specifications.

Ensure floors and aisles are kept clear and not cluttered.

Ensure that only one drawer of filling is open at one time and those drawers are
closed when not in use.

Ensure proper type of fire extinguisher is available.

When transporting materials of a heavy nature ensure that handcarts and
trolleys are used properly.

9. Operate microwave according to manuf
10. Ensure coffee makers are used according to manufacturer specifications.

11. Ensure photocopier is maintained acc
12. Ensure chairs are in good repair.

13. Ensure rugs are kept clean and in good repair i free of tripping hazard.

14. Ensure paper cutter blade is placed in closed lock position.

15. Ensure all loose clothing is tied back when using paper shredder.

ouhrwNE

© N

* The information presented in this publication is intended for general use and may not apply to every
circumstance. Itis not a definitive guide to government regulations and does not relieve persons using this
publication from their responsibilities under applicable legislation.
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TITLE Computer Ergonomics
GENERAL Protecting workers from injuries associated with office environment
APPLICATION To ensure employees are aware of the potential and existing hazards in the office
environment
PROTECTIVE Safe work procedures
MECHANISMS ERP (Emergency Response Plan)
Manufacturers recommendations
Alberta Fire Code
Local Legislation
MSDS
Working Alone Policy
SELECTION As per safe work procedure
AND USE ERP
MSDS
SUPERVISOR Supervisors are responsible to facilitate and/or provide proper instruction to their

RESPONSIBILITY

workers on protection requirements and training

WORKER
RESPONSIBILITY

Ergonomic Computing Habits

Improper or prolonged keyboard use may result in injury.

Viewing the monitor screen for extended periods of time may result in eyestrain.

For comfort and efficiency, observe the following ergonomic guidelines when you set
up and use your computer system:

1. Position your system so that the monitor and keyboard are directly in front of you
as you work. Special shelves are available to help you correctly position your
keyboard.

2. Set the monitor at a comfortable viewing distance (usually 510 to 610 millimeters
[20 to 24 inches] from your eyes).

3. Make sure that the monitor screen is at eye level or slightly lower when you sit in

front of the monitor.

4, Adjust the tilt of the monitor, its contrast and brightness settings, and the lighting

around you (such as overhead lights, desk lamps, and the curtains or blinds on

nearby windows) to minimize reflections and glare on the monitor screen.

Use a chair that provides good lower back support.

Keep your forearms horizontal with your wrists in a neutral, comfortable position

while you use the keyboard or mouse.

Always leave space to rest your hands while you use the keyboard or mouse.

Let your upper arms hang naturally at your sides.

Sit erect, with your feet resting on the floor and your thighs level.

0. When sitting, make sure the weight of your legs is on your feet and not on the
front of your chair seat. Adjust your
to maintain proper posture.

11. Vary your work activities. Try to organize your work so that you do not have to

type for extended periods of time. When you stop typing, try to do things that use
both hands.

o u
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Monitor screen at or below eye level

Wrists relaxed and flat

Arms at desk level

Feet flat on the floor

Monitor and keyboard positioned directly in front of user

agroNE

* The information presented in this publication is intended for general use and may not apply to every
circumstance. It is not a definitive guide to government regulations and does not relieve persons using this
publication from their responsibilities under applicable legislation.
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TITLE Working Alone
GENERAL Protecting workers from the hazards associated with working alone
APPLICATION Staff who is at risk because of working alone.
PROTECTIVE Safe work procedures
MECHANISMS Permits {if required}
PPE
Manufacturers specifications
ERP (Emergency Response Plan)
SELECTION As per job requirement
AND USE
SUPERVISOR Supervisors are responsible to facilitate and/or provide proper instruction to their

RESPONSIBILITY

workers on protection requirements and training

WORKER
RESPONSIBILITY

Safe work Practice for working alone

1. Ensure doors are secured after you enter.

2. Ensure that you have a fully charged cell phone or landline available to you.

3. Use the sign in sign out sheet in the school

4, Indicate on sign out sheet your room number.

5. If an emergency arises call your designated emergency contact.

6. When working alone and it becomes necessary to leave the building
ensure that you have your keys before exiting.

7. Be aware of your surroundings when exiting and entering the building

8. When you are alone, do not let strangers into the building. If they need
assistance offer to call for help.

9. When you | forgette sighoun 6 t

* The information presented in this publication is intended for general use and may not apply to every
circumstance. It is not a definitive guide to government regulations and does not relieve persons using this
publication from their responsibilities under applicable legislation.
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TITLE Refueling Equipment

GENERAL Protecting workers from injuries associated with refueling operations

APPLICATION Refueling of equipment is a daily task in construction industry which may be
hazardous if not carried out properly

PROTECTIVE Safe work procedure Applicable Legislation

PPE

MECHANISMS Alberta Fire Code ERP (Emergency Response Plan)

SELECTION As per safe work procedure
AND USE Applicable Legislation
SUPERVISOR Supervisors are responsible to facilitate and/or provide proper instruction to their
RESPONSIBILITY | workers on protection requirements and training
1. Turn off your vehicle engine while refueling. Put your vehicle in park and/or set
WORKER the emergency brake. Disable or turn off any auxiliary sources of ignition such
RESPONSIBILITY as a camper or trailer heater, cooking units, or pilot lights.
2. Do not smoke, light matches or lighters while refueling at the pump or when
using gasoline anywhere else.
3. Use only the refueling latch provided on the gasoline dispenser nozzle; never
jam the refueling latch on the nozzle open.
4, Do not re-enter your vehicle during refueling.
5. In the unlikely event a static-caused fire occurs when refueling, leave the

nozzle in the fill pipe and back away from the vehicle. Notify the station
attendant immediately.

6. Do not over-fill or top-off your vehicle tank, which can cause gasoline spillage.

7. Avoid prolonged breathing of gasoline vapors. Use gasoline only in open areas
that get plenty of fresh air. Keep your face away from the nozzle or container
opening.

8. When dispensing gasoline into a container, use only an approved portable

container and place it on the ground when refueling to avoid a possible static
electricity ignition of fuel vapors. Containers should never be filled while inside
a vehicle or its trunk, the bed of a pickup truck or the floor of a trailer.

9. Only store gasoline in approved containers as required by federal or state
authorities. Never store gasoline in glass or any other unapproved containers.

10. When filling a portable container, manually control the nozzle valve throughout
the filling process. Fill a portable container slowly to decrease the chance of
static electricity buildup and minimize spilling or splattering.

11.  Fill container no more than 95 percent full to allow for expansion.

12.  Place cap tightly on the container after filling - do not use containers that do
not seal properly.

13. If gasoline spills on the container, make sure that it has evaporated before you
place the container in your vehicle. Report spills to the attendant.

14.  When transporting gasoline in a portable container, make sure it is secured
against tipping and sliding, and never leave it in direct sunlight or in the trunk of
acar.

15. Never siphon gasoline by mouth nor put gasoline in your mouth for any reason.
Gasoline can be harmful or fatal if swallowed. If someone swallows gasoline,
do not induce vomiting. Contact a doctor immediately.

16. Keep gasoline away from your eyes and skin; it may cause irritation. Remove
gasoline-soaked clothing immediately.

Use gasoline as a motor fuel only. Never use gasoline to wash your hands or as a

cleaning solvent.

* The information presented in this publication is intended for general use and may not apply to every circumstance. It
is not a definitive guide to government regulations and does not relieve persons using this publication from their
responsibilities under applicable legislation.
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TITLE Cell Phone Usage

GENERAL Protecting workers from injuries associated with the IMPROPER use of cell phones
while operating a motor vehicle.

APPLICATION Using a cell phone improperly while operating a motor vehicle may be hazardous to
the worker and general public.

PROTECTIVE Safe work procedure

MECHANISMS Highway Traffic Act
Local Regulations
Manufacturers Recommendations

SELECTION Safe work procedure

AND USE Manufacturer recommendations

SUPERVISOR Supervisors are responsible to facilitate and/or provide proper instruction to their

RESPONSIBILITY

workers on protection requirements and training
Enforcement
Compliance

WORKER
RESPONSIBILITY

Drivers shall not:

1 Use hand-held cell phones when driving

i Text or email when driving

i Use electronic devices like laptop computers, cameras, or video
entertainment displays when driving

1 Entering information on GPS unit when driving

i Reading printed material, or writing when driving

i Personal grooming when driving

Drivers shall make driving their first priority by using hands-free devices or pulling
over to a safe location to receive a call.

* The information presented in this publication is intended for general use and may not apply to every
circumstance. It is not a definitive guide to government regulations and does not relieve persons using
this publication from their responsibilities under applicable legislation.

25




Occupational Health and Safety Handbook

TITLE Driving (Winter)
GENERAL Protecting workers from injuries associated with winter driving

Operation of motor vehicles must be performed according to all vehicle codes, traffic
APPLICATION | aws, company procedures, and manufactu

Company Rules

PROTECTIVE Safe work procedure ,
MECHANISMS Highway Traffic Act Manufacturers Recommendations
SELECTION As per safe work procedure
AND USE Company Rules

Manufacturers Recommendations
SUPERVISOR Supervisors are responsible to facilitate and/or provide proper instruction to their

RESPONSIBILITY

workers on protection requirements and training
Compliance

WORKER
RESPONSIBILITY

Enforcement

1 Ensure you have avalidoperat or 6 s | i cense.

2 Be conversant with traffic laws and regulations.

3 Drive defensively.

4. Ensure the vehicle has an emergency road kit.

5. Ensure to clear snow from all windows, lights and mirrors.

6 Avoid using cruise control on icy roads.

7 Accelerate and brake gently to reduce skids or spinouts.

8 Increase following distance to three times of summer distances

9. Ensure winter clothing does not restrict movement, vision or hearing.

10.  Ensure fuel tank is full when possible.

11.  Have a full service before winter starts and have the anti-freeze tested.

12.  Check tires regularly (at least every 2 weeks) and keep them properly inflated. Make
sure you have the legal minimum tread depth of 1.6mm. Check tires after even short
journeys on cold days.

13. Check that your lights are clean and working.

14.  Always keep the windshield and windows clean and the washer bottle filled with washer
fluid.

15. Before making any journey, listen to the news and weather broadcasts. If conditions are
very bad, avoid making the journey unless it is absolutely necessary.

16. If you do decide to travel in very bad weather, always let someone know where you are
going and what time you 'hope' to arrive, so that the alarm can be raised if you get into
difficulties.

17. Eat a good breakfast when you know you will be travelling in bad weather - but don't eat
immediately before driving.

18. Stop every 2 hours, if you can, for fresh air and hot drinks - but no alcohol.

19. Keep your vehicle well ventilated. The car heater full on can make you drowsy.

20. Make sure you know and understand the hazards and risks of all types of weather
conditions, especially ice, snow and fog - before you venture out.

21.  Always reduce your speed on slippery surfaces. Avoid harsh braking and acceleration.

22.  Always increase the gap between you and the vehicle in front in poor conditions. Your
tire grip will not be as good and it will take longer to brake. Allow up to TEN TIMES the
normal distance for braking, especially on highways.

23. KEEP YOUR SPEED DOWN

Refer to Safe Work Practice for nCel I Phon g

Refer to Working Alone policy when driving in isolated areas.

* The information presented in this publication is intended for general use and may not apply to every circumstance. It
is not a definitive guide to government regulations and does not relieve persons using this publication from their
responsibilities under applicable legislation.
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TITLE Driving
GENERAL Protecting workers from injuries associated with driving operations.
APPLICATION Operation of motor vehicles must be performed according to all vehicle
codes, traffic | aws, company proced
operating guidelines.
PROTECTIVE Safe work procedure
MECHANISMS Highway Traffic Act
Company Rules
Manufacturers Recommendations
SELECTION As per safe work procedure
AND USE Company Rules
Manufacturers Recommendations
SUPERVISOR Supervisors are responsible to facilitate and/or provide proper instruction to

RESPONSIBILITY

their workers on protection requirements and training
Compliance
Enforcement

WORKER
RESPONSIBILITY

Ensure you have a valid

Be conversant with traffic laws and regulations.

Drive defensively.

Back in when practical.

Ensure the vehicle has an emergency road Kit.

Ensure you are not under influence of alcohol or drugs.

Avoid driving when fatigued.

Ensure seatbelts are worn at all times when traveling.

Be familiar with vehicle and its capabilities.

10. Avoid offering rides to strangers or hitchhikers.

11. Perform a Awal k aroundo prior to

12. Use good judgment and understand the basic recovery skills
appropriate to the vehicle you are driving.

13. Refer to SWP for fACell

operator

©COoN>UAWNE

Phone Use

* The information presented in this publication is intended for general use and may not apply to
every circumstance. It is not a definitive guide to government regulations and does not relieve
persons using this publication from their responsibilities under applicable legislation.
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TITLE Knives
GENERAL Protecting Workers from injuries associated with the use of knives
APPLICATION No worker shall use any hand tool without good knowledge of safe work
practices, the associated hazards and safe work procedures
PROTECTIVE Safe job procedures
MECHANISMS Manufacturers specifications
PPE
ERP (Emergency Response Plan)
SELECTION As per job requirement
AND USE
SUPERVISOR Supervisors are responsible to facilitate and/or provide proper instruction to

RESPONSIBILITY

their workers on protection requirements and safe work practices when using
knives

WORKER
RESPONSIBILITY

Wear eye protection when using knives

Visually inspect any knife before using

Use the tool for intended purpose

Keep tools sharp

Be careful when laying tools on bench no sharp edges hanging over
edge

Fixed knife blades are made for aggressive usage and are more
durable

Razor knives do not use fully extended

Retract blade when not in use

When you are using a knife, don't cut toward you or your fingers. Pay a
lot of attention to where the edge of your sharp blade is pointing, and
make sure it cannot get you if you slip a bit.

Don't leave sharp knives loose in a drawer

Do not try and catch dropped knives.

Do not put knives in the sink. If you have a dirty knife, don't put it in the
dishwater as it will not be visible and will cause cuts. Wash the knives
separately.

Put knives down safely. When you are working with a knife and you lay
it down, don't lay it down with the blade pointing up and make sure it is
away from the surface edge.

Put tools back in their proper place when you are finished with them

arwnpE
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10.
11.
12.

13.

14.

15.  When buying tools do not sacrifice quality for price

* The information presented in this publication is intended for general use and may not apply to
every circumstance. It is not a definitive guide to government regulations and does not relieve
persons using this publication from their responsibilities under applicable legislation.
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Safe Job Procedures

Safe Job Procedures are positive guidelines which include pertinent rules and regulations for the
correct and safe completion of a specific task. In carrying out their tasks at work, what
employees do not know can hurt them.

1. Definition

A Safe Job Procedure is a written step-by-step description of how to complete a job safely
and efficiently from start to finish.

2. Intent of Safe Job Procedures

Job procedures are sometimes referred to as proper job procedures or methods. Written
job procedures are used to train new employees and employees that are moved to new
jobs. Job procedures are also used by employees as a reference, especially for complex
jobs, for particularly hazardous jobs, or for jobs that are not done very often. Job
procedures contain step by step instructions on how to complete a task and highlight
safety points.

2.1 The current library of safe job procedures should not be considered all inclusive and
PHRD should be consulted when a project may present hazards for which Safe Job
Procedures have not been developed.

2.2  When new equipment or vehicles are purchased by a division or district, the safe job
procedure must be bas e dtioasrorusa mstrficdiondfaruser 6 s
are typically contained in handbooks that accompany the equipment or vehicle.

2.3 An annual review is conducted by a sub-committee appointed by the Coordinator of
Occupational Health and Safety. This sub-committee should consist of supervisory
and non-supervisory employees who use the safe job procedures regularly. This
subcommittee will review the Safe Job Procedures and provide recommendations to
the appropriate boards for review and adoption. This review format will assist in
preventing divisions duplicating work for procedures that are common across PHRD.

2.4 ltis recognized that Safe Job Procedures are often required by law. They are
commonly referred to either as Codes of Practice or procedures under the
Occupational Health and Safety Act, Regular and Code.

3. Code of Practice

A Code of Practice is a guideline on how to perform a specific activity in a healthy and safe
manner. These activities tend to have inherent risks attached to them and the
development of a specific code of practice may be required by legislation. Codes of
practice are intended to provide guidance to all departments that may be performing a
specific activity. It is the responsibility of the department managers and supervisors to
ensure that:
3.1 Codes of practice are in writing and are reviewed annually and updated as
tasks and conditions change;
3.2 All equipment, training and management support to permit compliance are
available, and
3.3 All employees understand the code of practice that applies to them.

An annual review is conducted by a sub-committee appointed by the department manager.
This sub-committee should consist of supervisory and non-supervisory employees that are
familiar with the code of practices. This sub-committee will review the code of practices
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and provide recommendations, to reflect the cha
back to the department manager for review and signature.

4, Best Practices and Procedures

Best practices are identified through a variety of industries that have been proven to serve
exceptionally well in regards to maintaining the health and safety of employees and improving
conditions at worksites. Often best practices have been developed through the investigation of
undesired events such as accidents, illnesses and near misses. The procedures assist in
guiding employees in performing activities and/or tasks in a healthy and safe manner and can be
used to train new or transferred employees. Furthermore, procedures can also be used for
i mproving an organizationdés efficiency towards t h
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Preventative Maintenance Program

1. Introduction

a. This section has been included in Pembina Hi
Health and Safety plan to highlight the importance of proper maintenance as a vital
part of PHRDG6s Health and Safety Program and
maintenance program.

b. In addition to ensuring that employees use the tools and equipment properly, it is
important that tools and equipment be properly inspected, maintained, and kept in
good repair. The goal of a maintenance program is to reduce the risk of injury,
damage, and lost production.

2. Maintenance Personnel Qualifications
The qualifications of maintenance personnel are vital to the success of a maintenance
program.
a.  Allindividuals who perform maintenance work will have;
i) The appropriate skills,
i)  Accreditation, and/or certification for their specific process or task.

This certification applies both to PHRD employees and to contracted maintenance
services.

2.1. Operator Qualifications
The qualifications of operators are a key success of the maintenance program. All
individuals who operate our mobile equipment and vehicles will have the appropriate
skills, accreditation, and/or certification. This applies both to PHRD employees and
contracted equipment services.

The approval process to operate PHRD mobile equipment and vehicles include the

following:
211 Possession of a v adpprapriadclasscter 6s | i cense
2.1.2 Successful completion of a practical operating examination administered
by competent and authorized personnel.
2.1.3 Adequate physical condition, including, but not limited to,
a. vision,

b hearing,

C. no history of epilepsy,

d. no disabling heart conditions or

e any other physical disability or impairment that could affect the safe
operation of equipment.

Should supervisors deem it necessary, appropriate tests will be

conducted by competent and authorized medical personnel.

214 Training:

Operator should be trained in the following areas:

a. responsibilities,

b.  familiarity and comprehension of safety requirements for the piece
of mobile equipment which they intend to operate,

C. manufacturerds operating and maint en:

d. how to communicate to maintenance personnel when there is a
problem with that specific piece of equipment; and

e. hand signals and/or other requirements.
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Preventative Maintenance Directive

a. Alltools and equipment shall be properly maintained so as to reduce the risk of injuries
to employees or damage to property.

b.  Supervisors shall ensure that all preventive maintenance is carried out by qualified
personnel according to established schedules and that maintenance records are
maintained. The department supervisors shall be responsible for the application of the
program in his or her area of responsibility.

C. All employees shall regularly check all tools and equipment that they are working with,
and shall take out of service any tools or equipment that poses a hazard due to a need
for repair.

d. Employees will bring the defective tools and equipment to the attention of their
supetrvisor.

e.  All sites should be formally inspected yearly by a competent inspector or by the Safety
Coordinator to identify hazards and possible risk, watch work processes and talk with
staff about safety concerns.

f. All site inspections shall be followed up on twice a year to ensure that corrective
actions are being put into place and that due diligence is being performed.

3.1 Preventative Maintenance Inventory and Schedule
3.1.1 An inventory of all equipment, vehicles and tools requiring regular
maintenance as outlined by the manufacturer shall be compiled on a
maintenance log and reviewed by the appropriate personnel on an

annual basis.
3.1.2 The frequency of service activities that is required to maintain equipment,
vehicles and applicable tools shall also be indicated on the inventory list.
3.1.3 As maintenance activities progress, all works shall be recorded on a

maintenance log.
a. The log shall indicate:
i) the equipment, vehicle, or tool being maintained,
i)  types of maintenance work completed,
iii)  the date in which the maintenance work is completed and
iv)  when the next scheduled service is planned.

Monitoring

The monitoring functions in a maintenance program fall into two areas. First, the people
responsible for operating and/or maintaining equipment should monitor the equipment to
ensure that appropriate checks and maintenance are done. Secondly, management should
monitor the entire programtoensurethat it i s functioning in

Scheduled Inspections and Maintenance

All mobile equipment is to be inspected and maintained according to:

a. Manufacturerés instructions.

b. Inspection protocols supplied by the manufacturer must be used.

C. Records of all inspections and maintenance are to be completed and filed.

d. Maintenance of equipment is to be performed only in approved areas. Spills and
leaks from equipment are to be cleaned up promptly.

5.1. Pre-operation Walk-around Checks
A walk-around check on any piece of mobile equipment is necessary to ensure the unit
is safe to operate both from personnel safety and safe equipment operation
standpoints, that is, all fluids should be at the correct level and all components should
be intact. Each department with mobile equipment or vehicles will ensure that vehicle
inspections are performed as to their legislative requirements.
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5.2. Hand Tool Maintenance
Employees and students using hand tools are responsible for ensuring the tools are
safe to use. All damaged tools should be returned to an area designated for broken
tools and tagged with an appropri &dre |
Repairo or fADo Not Operatebo

The tag should include:
a. the empl oyeebds mamwithinstructosandudent s
b.  the date.

6. Maintenance Records
The maintenance program should contain a recording system. The recording system
should:
a. document what maintenance work was done,
b. when the work was done, and
C. by whom the work was completed by.

Facilities and Maintenance Supervisors should keep records of all maintenance work and
inspections completed by division personnel and outside contractors.

An inventory of all tools and equipment should be compiled. An inventory allows for
accurate tracking of equipment that is broken or needs repair. It also assists in budget
forecasting and reviewing if appropriate equipment to complete tasks safely is available.

This inventory is best maintained and updated using a computer system.

7. Inspection of Sites
7.1. General Inspection
All PHRD employees are responsible for general inspections of their work area. This
would include a general survey of the work space throughout the work day for any
hazards or risks that could pose a threat to themselves, other workers, contractors
performing work for PHRD, students or public that are present on PHRD work sites.

Concerns would either be dealt with directly by the worker or reported to their
supervisor.

7.2. Formal Inspections
A monthly formal inspection will be performed by the site administration and/or a
designate.

7.3 Follow Up Informal Inspections
Follow up inspections can be done by the Safety Coordinator, Director of Plant
Operations, the site administrator or a designate. These follow up visits are to
ensure that corrective action(s) stated during the formal inspection have been
completed.

REFERENCE:

Form OH&S 12 Formal Worksite Health and Safety Inspection
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Formal Inspection Directive

1.

Purpose

Formal worksite inspections are conducted to:

a) Ensure that facilities are healthy and safe for staff, students and public.

b)  Ensure that methods used to control or protect staff, students or public from health
and safety hazards are effective and used.

c) Toidentify and control any other health and safety hazards

Conducting Formal Inspections

2.1 Formal inspections are to be conducted by the manager and supervisory staff, this
would include;
a) Manager, Superintendent of schools
b)  Supervisors, Directors of Departments and Principals of Schools

2.1.1 Supervisors can have assistance from his/her staff in conducting formal
inspections this can be:
a) A designated worker to perform formal inspections.
b)  Arotating formal inspection position among staff.
2.1.2 The Manager will participate in three (3) formal inspections per year.
2.1.3 The Supervisors will participate in at least one formal inspection a year.

2.2 Should two or more departments or schools be sharing facilities?
a) The department having the major occupancy will conduct formal inspection on
shared areas or facilities.
b)  Each department or school will be responsible for conducting formal inspection
in their work area.

Frequency of inspections
All work sites will be formally inspected every month of normal operations. E.g. a School
10/year, Plant Operations 12/year

Documenting Formal inspection

4.1 All reports will be written for all formal inspections and submitted to the site director
or principal for review and completion.

4.2 Completed inspection reports are to be reviewed at safety meetings and posted to
be shared with employees.

Informal Inspections
All operations are to be informally inspected on an ongoing basis to ensure no
uncontrolled hazards are evident

Training
All managers, supervisors and workers who are leading formal worksite inspections must
receive training in conducting formal worksite inspections.
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Formal Inspection Procedure

1. Formal inspections are to be completed by the supervisor. The supervisor must
participate in at least one formal inspection of their area per year. This inspection may be
lead by the supervisor or by a worker from that department. A copy of the last formal
inspection should be taken so follow up can be performed during the inspection.

2.  The manager must participate in at least three (3) formal inspections per year. These
formal inspections can be from different areas within the School Division and may be lead
by: the manager, the supervisor of the area, or a worker from the area.

3. On the written report indicate:

The School or Department

The secondary location if only inspecting a part of the area or a lab or room.
If inspecting a vehicle include the unit number.

The date of the inspection

Who is performing and participating in the formal inspection.

=8 =4 =4 =4 =4

4, Review the areas of inspection and check all the areas that apply that they have been
inspected. Ensure that you look at the environment, the equipment and activities or work
process that is going on within the area being inspected.

5. Reports will indicate any positive conditions, processes, practices, or feedback from
employees at the bottom of the report.

6. For any unhealthy or unsafe conditions;
1 Mark them down in the unsafe condition column.
1 Corrective actions for the unsafe condition will be placed in the Corrective actions
column.
a simple corrective actions may be fAget
b)  More complex solutions may require planning or budget items, be more
detailed if this is the case.
1 A specific personbs name must be placed
may be:
a) The person who is planning the corrective action.
b)  The person who is physically doing the corrective action.
Do not place a department or company name in the person responsible column.
The date completed is the location where the actions took place. This may not be
the actual day the repair took place but rather the date the planning happened or the
repair request was made.
T For work orders a number can be indicated so work orders are not duplicated for the
same item.
The inspection form is submitted to the area supervisor for review and signature.
Each individual responsible for corrective actions will notify the supervisor of
completed actions so the follow up can be checked, dated and initialed.
1 The inspection report will be discussed at the next safety meeting and signed by the
chairman of the safety meeting.

=a =

E

| A copy of the signed inspection report will be posted for all staff to review.
| The inspection form is then filed to be reviewed by the school division Health and
Safety Coordinator.
REFERENCE:

Form OH&S 12 Formal Inspection i Worksite, Health & Safety
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Training and Safety Meetings

1.

Training and Safety Meetings Objectives

The purpose of this objective is to provide for general and specialized health and safety
training throughout all levels of the organization.

Pembina Hills Regional Division No. 7 (PHRD) will provide, and employees will participate
in, all safety-related training that is necessary to minimize losses of human and physical
resources of PHRD.

This training will include, but not be limited to:

safety orientations for newly-hired or seasonal personnel;
job-specific training;

safety training for management and supervisors;

task and trade-specific training and certification;
specialized safety and related training; and

refresher and update training.

~poooTw

Introduction

Health and safety training at all levels of our organization is vital to the on-going success of
the PHRD Health and Safety Program. The Health and Safety Program includes at least
the following three employee training components:

a. new-hire, substitutes or seasonal worker safety orientation;

b. job-specific training; and

c. safety meetings and operations review.

2.1 Additional specialized health and safety training may be required. This may include
items such as:

Workplace Hazardous Materials Information System (WHMIS);
First Aid;

Construction safety training system
Transportation of Dangerous Goods (TDG);
Confined Space Entry;

Air Quality Monitoring;

Asbestos Awareness;

Lockout/Tag out;

Mould Awareness;

Fire Extinguisher Training;

Fire Safety Training;

Fall Protection;

Defensive Driver Training;

JHSC training.

S3ITARTTIQ@QT0a00

2.2 Our Health and Safety Program realizes a need for safety training for our
management and supervisors. Such training should include the specialized training
mentioned above. It may also include training in areas such as:

a. Hazard Assessment and Control;
b. Principles of Safety Leadership;
C. Health and Safety Audits;
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d. Incident Investigation; and
e. WCB Claims Management.

3. Employee Training Records

See Form OH&S 10 Employee Training Records

4.  Job-Specific Training

4.1 Job-specific training ensures that each employee can do the job and knows how to
do it right. This type of training should be conducted:
a. at time of hire;
b.  when an employee is assigned new or different work; and
C. when an employee is moved to a new site or location.

42 I n every <case, the approach is the same. T
should conduct job-specific training. The supervisor should:

a. review with the employee the PHRD Safe Work Practices and any Job
Procedures that apply to the specific job;

b. bring all known safety hazards that may affect the employee to his/her
attention;

C. determine what the employee can do and how he/she does it. This includes
both discussion with the employee and observation of how he/she does the
work; and

d. provide the employee all information that is necessary for the employee to do
the job safely and correctly.

Depending on the complexity of the job and the
specific training may take anywhere from a few minutes to several months. Hard
copies of training records should be kept for all training and included in each
empl oyeebs file. A record of all training st
employee should be assigned to ensure that training records are kept current and that
employees are notified when training expires and courses need to be taken.

5. New Employee Orientation Forms

See Form OH&S 20 New Employee Orientation Checklist

6. Health and Safety Meetings

The primary tool for continual health and safety communication and risk reduction is the
Health and Safety meeting. For teaching staff this involves teachers and principals. For the
central office this involves the administration and support staff. For transport, facilities and
maintenance staff this involves workers and their supervisors. These meetings are held at
the same day and time on a regular basis. Typically, the health and safety meeting is held
in conjunction with previously scheduled staff meetings. Attendance must be taken. The
department manager or their designate should prepare the meeting. Meeting minutes
should be kept and filed.
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6.1 An agenda for a health and safety meeting should include the following:

a.  review of minutes of the previous meeting, including the status of any concerns
raised;

b. review of any newly identified hazards to add to the hazard assessment;

C. review of incidents (injuries, damaged property, near misses);

d. review of planned inspections conducted since the last meeting, including
status of corrective actions;

e. comments and concerns of workers; and,

f. presentation of a monthly Health and Safety topic(s).

6.2 The meeting need only be 20 to 60 minutes long but should:
a. start on time;
b stay strictly to topics;
C. be conducted in an orderly manner following a prepared agenda; and
d have minutes recorded.

7. Health and Safety Meeting Guideline Form

See Form OH&S 14 Health and Safety Meeting

8. Toolbox Meetings
Toolbox meetings are short and informal meetings held on a daily or weekly basis. This is
where you would communicate information from the hazard assessments, safety
committee meetings and site specific information that needs to be communicated.

8.1 To make the toolbox meetings effective, there are a few points to remember:

a) hold the meeting at least once every week; Monday thru Thursday, never on a
Friday or all the information will be forgotten by Monday.

b)  an optimal time to hold the meetings is at the beginning of the day when
everyone is alert. If more convenient, however, the meeting can be held either
right after lunch or after a break;

c) the meetings should be held somewhere on the job where workers can sit and
relax;

d)  be sure to limit each meeting to not more than 10 to 20 minutes. Any subject
on which there is a great deal of unfinished discussion can be discussed in the
next toolbox meeting;

e) spend some time and thought prior to the meeting so you can be prepared to
stimulate discussion if necessary;

f) although the meeting may be opened by a statement of the subject and a
presentation of the hazard problem, attempt to encourage the group to get into
a discussion of the subject. A summation of the solution which will provide
safety should be made at the end of the discussion;

g) positive approaches and conclusions should be used whenever possible; and

h) tailgate meetings must be reviewed by the assigned supervisor.

REFERENCES:
Form OH&S 10 Employee Training Record

Form OH&S 14 Health and Safety Meeting
Form OH&S 20 New Employee Orientation Checklist
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Alcohol and Drug Program

1.  The use of alcohol or any prohibited substances on the premises or while on contractor
business poses a serious threat to the health and safety of our employees and students,
compromises the quality and reliability of our services, and jeopardizes the protection of
Pembina Hills Regional Division No. 7 (PHRD) owned property.

Therefore, PHRD has established the following prohibitions.
a) Use, possession or sale of prohibited drugs or alcohol on PHRD owned premises or
during PHRD business.
b) Use of drugs or alcohol off PHRD premises which could adversely affect or impair
the employeeds work performance or his/ her o
c) Use of prescription drugs which may impair the performance of the job duties (e.qg.,
equipment/vehicle operation). Employees taking prescription drugs which may
impair their performance must report this circumstance to their supervisor prior to
work where an adverse effect may ensue.

2. Violation of these prohibitions wild/l r-fersaud @ i n
by PHRD obtained drug and alcohol lab testing result.

Testing Lab

1.  Alltesting will be conducted by an accredited independent laboratory. A test is considered
positive for drug if the level detected exceeds limits established by the Mandatory
Guidelines for Federal Workplace Testing Programs. A test is considered positive for
alcohol if the blood alcohol limit is sufficient to demonstrate intoxication under Federal
Law.
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Incident Investigation

1.

Incident Investigation Objective

It is the objective of Pembina Hills Regional Division No. 7 (PHRD) to have all incidents
that result in injury or property damage, or that could have resulted in serious injury or
property damage, thoroughly investigated.

The purpose of such investigation is to determine the causes of the incident so that
appropriate action can be taken to prevent recurrence.
1.1. Allincidents must be recorded and include;
injuries,

property incidents,

chemical spills,

work place violence,

fires and explosions,

collapse of building or structural damage
upset of hoist or crane,

alarms ringing other than drills and

near misses

TT@Too0 T

An overview of these occurrences may be discussed at health and safety meetings
or toolbox meetings keeping the anonymity of the persons involved.

1.2 Incidents resulting in the potential for a WCB claim or a legal requirement of the
Occupational Health and Safety Act, Regulation and Code must be investigated by:
a) the supervisor (who is trained in incident investigation)
b)  who then reports to the Superintendent
c) these incidents must be reported within 24 hours of the occurrence.

Supervisors are responsible for conducting investigations and retaining reports on
file. The supervisor will determine and implement or seek assistance in determining
or implementing appropriate measures to prevent recurrence of the incident.

Introduction

An incident is any unplanned and unwanted event which results in damage or injury or

which could have resulted in damage or injury. Almost every incident is the result of a

combination of causes. The primary purpose of an investigation is to identify the causes

so that corrective action can be taken to prevent a recurrence of the incident. Additionally,

information collected will be valuable in meeting the WCB and OH&S reporting

requirements.

2.1 Investigations should be conducted by the manager/supervisor in charge of the area
and personnel involved.

2.2 Copies of incident reports for investigations of injured persons will be forwarded to
the Superintendent.

2.3 Near miss and equipment damage incident reports can be retained by the
supervisor. All incidents should be discussed in the health and safety meeting to
communicate to employees how to avoid similar incidents in the future.
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Preservation of Evidence

Where practicable, the scene of any accident should be left untouched, except for
activity necessitated by rescue work or to prevent further failures or injuries, until the
accident has been investigated. Without disturbing the scene of the accident, the
area will be made as safe as possible with road blocks, turning off power or gas or
evacuating personnel, to prevent any further injuries or damage to property.

When an accident occurs or has potential for causing serious injury, refer to the
designation of serious injury and accident regulation under the Alberta OH&S Act.

3.1

3.2

Serious Injuries and Accidents
As per the Alberta Occupational Health and Safety Act:

Section18
1)
2
a.
b.
C.
d.
e.
3
a.
b.
C.
4.1

If an injury or accident described in subsection (2) occurs at a worksite, the prime
contractor or, if there is no prime contractor, the contractor or employer responsible
for that worksite shall notify a Director of Inspection of the time, place and nature of
the injury or accident as soon as possible.

The injuries and accidents to be reported under subsection (1) are:

an injury or accident that results in death,

an injury or accident that resultsinaworker6 s bei ng admitted
more than 2 days,

an unplanned or uncontrolled explosion, fire or flood that causes a serious
injury or that has the potential of causing a serious injury,

the collapse or upset of a crane, derrick or hoist, or

the collapse or failure of any component of a building or structure necessary
for the structural integrity of the building or structure.

If an injury or accident referred to in subsection (2) occurs at a worksite or in any
other serious injury or any other accident that has the potential of causing serious
injury to a person occurs at a worksite, the prime contractor or, if there is no prime
contractor, the contractor or employer responsible for that work site shall:

carry out an investigation into the circumstances surrounding the serious injury
or accident,

prepare a report outlining the circumstance of the serious injury or accident
and the corrective action, if any, undertaken to prevent a recurrence of the
serious injury or accident, and

ensure that a copy of the report is readily available for the inspection by an
officer.

Occupational Health and Safety Reporting Requirements
4.1.1.For the purposes of OH&S Regulations, serious injury includes:

a.
b.

@~oao0

h.

any injury that results in death;

fracture of a major bone, including skull, spine, pelvis, femur, humorous,
fibula or tibia, radius or ulna;

amputation, other than a portion of a finger or toe;

loss of sight of an eye;

internal hemorrhage;

third degree burns;

unconsciousness that results from concussion, electrical contact,
asphyxiation, poisoning; or

an injury that results in paralysis (permanent loss of function).

4.1.2.For the purposes of OH&S Regulations, incidents having the potential of
causing serious injury include:

a)

any injury that results in death;
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b)  an uncontrolled explosion;

c) failure of a safety device on a hoist, hoist mechanism or hoist rope;

d) collapse or upset of a crane;

e) collapse or failure of any structural load-bearing component of a building
or structure under construction;

f) collapse or failure of a temporary support structure;

g) aninrush of water, fire or explosion in an underground working;

h)  collapse or cave-in of a trench, excavation, wall, underground working or
stockpile; and

i) accidental release of a designated substance.

The prime contractor, contractor or employer who prepared the report referred
to in subsection 4.1 (3) shall retain the report for a minimum of 2 years after
the serious injury or accident.

NOTE: If you are required to report an accident or incident to an Occupational Health and

Safety Division Director of Inspection, listen carefully to what they tell you

when talking with them on the phone. They will either:

1 Advise you that they will be coming out/or sending someone out to
investigate the incident/accident; or

1 They will advise you to proceed with the investigation and have a report
available for inspection by an Alberta Human Resources and
Employment 1 Occupational Health and Safety Division Inspector.

You will be required to complete an investigation of the accident or incident

whether or not an Occupational Health and Safety Inspector is sent out to

complete an investigation. Incident investigation reports of serious incidents

shall be kept indefinitely in the case of any legal proceedings.

4.1.3.The local police have to be contacted if the accident involves death.

Alberta Occupational Health and Safety Office Contact Information:
Edmonton and North Central Regional Office 1-866-415-8690
If using a cell phone, call direct 1-780-415-8690

5. Incident Investigation Guidelines

Investigations should be conducted by those trained in incident investigations. When
undertaking an investigation of a serious injury or accident, be prepared and have
the necessary tools for the job such as:

5.1

5.2

a. Required safety equipment and clothing for the area(s) you wish to enter;

b. If you are not familiar with the area(s), you will need someone to accompany
you or orient you concerning the hazards you could encounter;

(of Writing materials for notes, statements, sketches, etc;

d. Photographic equipment if appropriate. (must use intrinsically safe equipment
in potential explosive atmospheres);

e.  Testing equipment;

f. Measuring tape; and

g. Required permits and notifications.

The person or team conducting an investigation into an incident should proceed as

follows:

a. Take control of the scene;

b.
C.
d

Ensure that any injured persons are cared for;
Ensure that no further injury or damage occurs;
Take photographs of the scene;
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Take measurements and complete a rough drawing of the incident scene;
Collect and safeguard any physical evidence;
Interview people involved and obtain written statements where appropriate;
Obtain additional information from other appropriate resources such as
inspection reports, previous investigation reports, employee orientation and
training records, hazard assessments;
i. Analyze all the information to determine the root causes;
j- Determine what corrective action will prevent recurrence by focusing on the
root causes;
K. Complete the report; and
l. Communicate the results to all affected employees.
Note: Incident investigations are not conducted to assign blame. They are
conducted to prevent recurrence.
5.3 The WCB injury report form is not an investigation report. A separate investigation
report must be completed and Human Resources contacted.
a. The workers report
b.  The employers report
5.4 Incident Investigation Report Form
Refer to Form OH&S 17 - Incident Reporting Form
5.5 Incident Witness Statement Form
Refer to Form OH&S 181 Incident Witness Statement Form

SQ ™o

Incident Definitions

The Unsafe Act: any departure from an accepted, normal, or correct procedure or
practice which may cause an accident or injury.

The Unsafe Condition: any hazardous arrangement which, if left uncorrected, may lead
to an accident.

Direct Cause: the unsafe act or condition that immediately preceded the accident.
Indirect Cause: any factor which may have contributed to the direct cause of an accident.

Direct Causes of Incidents: direct causes of accidents may be attributed to unsafe acts,
unsafe conditions, or an Act of God (e.g., tornado, flood).

Examples of unsafe acts and unsafe conditions are listed below and may be used as a
guide by the inspector.

6.1. Incident Examples
6.1.1 Unsafe Acts
a) Operating without authority, failure to secure or warn:

i) starting, stopping, using, operating, firing, moving without authority;

i) without giving proper signal;

iii)  failure to lock, block, or secure vehicles, switches, valves, press
rams, other tools, materials and equipment against unexpected
motion;

iv)  releasing or moving loads without giving warning;

v)  failure to place warning signs, signals, or tags; or

vi)  failure of crane signalman to give signal or proper signal.
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b)

d)

f)

Operating or working at unsafe speed:

i) running;

i)  feeding or supplying too rapidly;

iiiy  driving too rapidly;

iv)  driving too slowly;

v)  throwing material instead of carrying or passing it;

vi)  walking backwards; or

vii)  working too fast or too slow, endangering self and others.

Making safety devices inoperative:

i) removing safety devices;

i) blocking, plugging, typing of safety devices;

iif)  replacing safety devices with those of improper capacity (e.g., high
amperage electric fuses, low capacity safety valves);

iv)  misadjusting safety devices;

v)  disconnecting safety devices; or

vi)  failure to secure safety devices.

Using unsafe equipment or using hands instead of equipment for

equipment safety:

i) using defective equipment (e.g., mushroom head chisels);

i) unsafe use of equipment (e.g., iron bars for tamping explosives,
operating pressure valves at unsafe pressures, volumes); or

iii)  gripping objects insecurely, taking wrong hold of objects.

Unsafe loading, placing, mixing, combining:

i) overloading, crowding or unsafe piling;

i) arranging or placing objects or material unsafely (e.g., parking,
placing, stopping, or leaving vehicles, elevators, and conveying
apparatus in unsafe position for loading and unloading);

iii) injecting, mixing, or combining one substance with another so that
explosion, fire, or other hazard is created (e.g., injecting cold water
into hot boiler, pouring water in acid);

iv)  introducing objects or materials unsafely (e.g., portable electric
lights inside of boilers or in spaces containing flammables or
explosives; moving equipment on congested workplaces, smoking
where explosives or inflammables are kept); or

v)  placing on working surfaces (e.g., tools, materials, debris, rope,
chain hose, electrical leads).

Taking unsafe position or posture:

i) exposure under suspended loads (fixed or moving);

i) putting body or its parts into shaft ways or openings, (e.g., standing
too close to openings;

iii)  walking on girders, beams, or edges of working surfaces when not
necessary; not using proper methods of ascending or descending);

iv)  entering confined spaces without adequate environmental testing
for temperature, gases, electric, or other types of potential
exposures;

v)  working on high tension conductors from above instead of below;

vi)  lifting with bent back or while in awkward position;

vii)  riding in unsafe position (e.g., on platforms, tailboards, and running
boards of vehicles, tailing on or stealing rides, riding on apparatus
designed only for materials);

viii) exposure on vehicular right of way, passing on grades and curves;
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9)

h)

ix)  while driving cutting in and out, abrupt lane changes, improper use
of lanes; or

X)  exposure to falling or sliding objects.

Working on moving or dangerous equipment:

i) getting on and off moving equipment (e.g., vehicles, conveyors,
elevators, animals);

i) cleaning, oiling, or adjusting of moving equipment;

iiiy  caulking or packing of equipment under pressure (e.g., pressure
vessels, valves, joints, pipes, fittings);

iv)  working on electrically charged equipment (e.g., motors,
generators, lines, and other electrical equipment); and

v)  welding or repairing of equipment containing dangerous chemical
substances.

Distracting, teasing, abusing, startling:

i) calling, talking, or making unnecessary noise;

i)  throwing material;

iiiy teasing, abusing, startling, horseplay;

iv)  practical joking; or

v)  quarreling or fighting.

Failure to use safe attire or personal protective equipment:

i) failing to wear or use eye protection, gloves, masks, aprons, shoes,
leggings, protective hats,

i) harnesses and other fall protection components;

iii)  wearing long sleeves, loose clothing, ties, cuffs on trousers; or

iv)  failure to report safety apparel defective.

6.1.2 Unsafe Conditions

a)

b)

d)

Improper guarding of equipment or worksites:
i) inadequately guarded gears, belts, shafts, drums, conveyors and
worksites;
i) inadequate or absent floor hole covers, construction barriers,
excavation barriers; or
i)  poorly placed shoring.
Defective equipment
i) rough, slippery, sharp edges;
i) low material strength;
i) inferior composition; or
iv) decayed, aged, worn, frayed, and cracked.
Hazardous arrangement or procedure:
i) unsafely stored or piled tools, material;
i) congestion of working spaces;
iii) inadequate aisle space, exits blocked;
iv)  unsafe planning and/or layout of traffic or process operations;
v)  unsafe processes;
vi)  misaligning equipment within spaces;
vii)  inadequate drainage;
viii) poor housekeeping, debris on floor; or
ix)  oil, water, grease, paint on working surfaces.
Improper illumination:
i) insufficient light or glare; or
i) unsuitable location or arrangement (e.g., producing shadows or
contrasts).
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7.

e) Insufficient ventilation:

i) insufficient air exchange, unsuitable capacity, location, or
arrangement of system;

i) impure air source, dust, gas, fumes; or

iii)  abnormal temperature and humidity (e.g., confined area).

f) Unsafe dress or apparel:

i) eye or face protection, gloves or mitts, aprons or sleeves, shoes,
respirators, leggings, hardhats, or safety belts defective, unsafe, or
unsuited for work;

i) loose hair or clothing;

iiiy inadequately clothed;

iv) welder 6s hel met or hand shields;
work; or

v, wel derds protective clothing (e.

and others), defective, unsafe, or unsuited for work.
g) Unsafe design or construction:
i) poorly designed, too big, small, poor material, poorly constructed,
inadequate bracing.

6.1.3 Indirect Causes of Incidents
The following may be used as a guide by the investigator when completing a
report of an incident:

worker unsuitable for assigned work, poor personnel selection;

lack of, or inadequate, training of worker for the job;

safe job procedure not developed for hazardous job;

safe job procedure not enforced by supervisor;

insufficient emphasis on safe work procedures;

safety equipment not provided;

use of safety equipment not enforced;

suitable tools or equipment not provided,;

lack of adequate instructions to workers;

incorrect instructions given;

deliberate disregard of safety regulations by management;

lack of a regular safety inspection system;

professional advice not used in planning;

hazards not recognized by management or planning staff;

known hazards ignored by management;

management failed to take adequate preventive action following a

previous incident which was similar;

lack of planned maintenance system;

lack of a lock-out system or systems not enforced,;

unsafe design; or

use of drugs, alcohol.

TOoS3ITATTSQ@TOQO0DT
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Workers Compensation Board Reporting Requirements
7.1 The following types of injuries must be reported to the Workers Compensation Board
(WCB) for insured workers:
a. Outside Medical Aids (a visit to a doctor or medical clinic):
i) Must be reported within 72 hours to WCB and the associated WCB
paperwork must be completed.
b. Lost Time Injuries:
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i) Must be reported within 72 hours to WCB and the associated WCB
paperwork must be completed.

iii)  The supervisor is responsible for providing the appropriate WCB forms
for employees and is also responsible to ensure that they are submitted
as required.

8.  First Aid Records

a. First Aids must be reported to the supervisor as soon as reasonably possible after
the First Aid occurs.

b.  Supervisors must keep a record of the first aid and keep it in the employee file for a
minimum of three years. In cases where students are reporting files will be kept for a
minimum of three years

C. A First Aid should be treated as an incident requiring investigation. Copies of the
incident investigation form can be left adjacent to the first aid kit. Employees can
begin to fill in details and the supervisor trained in incident investigation can assist
the employee in filling out the remainder of the form. Student first aid reports can be
kept in the facility office and school staff can assist in filling out the report.

REFERENCES:

Form OH&S 171 Incident Reporting Form
Form OH&S 1817 Incident Witness Statement Form
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Environmental Program

1. Pembina Hills Regional Division No. 7 (PHRD) is an active participant in the conservation
and preservation of the environment. To achieve this goal of environmental protection, and
through the principles of waste management, PHRD has provided personnel with the
ability to recycle and dispose of waste material in a responsible manner without the threat
of negative environmental consequences.

2. PHRD employees are provided with proper personal protective equipment and training on
the responsible handling and disposal of controlled products. On projects which contain an
environmentally sensitive task, supervisors sha
government legislation.

3. Through use of waste management techniques, engineering controls, and employee
training, PHRD remains committed to protecting the environment through current,
proactive and responsible procedures.
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Personal Protective Equipment (PPE)
1. Personal Protective Equipment Directive

Pembina Hills Regional Division No. 7 (PHRD) is committed to minimizing workplace
related injuries to employees and contractors jointly through the use of Personal Protective
Equipment (PPE). PPE is your last line of defense against hazards at the work place. The
use of PPE is most effective when combined with the use of engineering and
administrative controls. In addition, PHRD values their employees, students and
contractors and promotes healthy and safe learning as well as working conditions within
the boundaries of PHRD.

Therefore, all employees, students and contractors should use the PPE outlined within the
hazard assessments, safe work practices, procedures, and codes of practice.

Al PPE wi |l be used, cared for, and mai
specifications. In the event the PPE becomes defective, it will be removed from active
service and a replacement will immediately be provided.

2. Legislative Requirements

2.1 Under provincial legislation, the District is expected to ensure that employees use
the appropriate Personal Protective Equipment (PPE). The provider of the PPE can
be either the employee or the employer. (See District Personal Protective
Equipment Guide for further information.)

Personal Protective Equipment is regulated under the legislation below:
Alberta Occupational Health and Safety Act Regulation and Code

- Part 18, Personal Protective Equipment

- Part 9, Fall Protection

- Part 16, Noise Exposure section 222 Hearing Protection

2.2 Wherever there are hazards that may require the use of personal protective
equipment, the employer is required to take reasonable measures to reduce the
hazard by means of elimination, substitution, engineering controls, administrative
controls or work practices. If these measures do not eliminate or reduce the hazard
to where there is no danger to the health and safety of employees, then PPE can be
used.

OH&S Handi-Guide
Part 18, Personal Protective Equipment
Duty to use personal protective equipment:

228 (1) If the hazard assessment indicates the need for personal protective
equipment, an employer must ensure that:

a) Employees wear personal protective equipment that is correct for the hazard
and protects employees.

b)  Employees properly use and wear the personal protective equipment.

c) The personal protective equipment is in a condition to perform the function for
which it was designed,

nt ai
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d)  Workers are trained in the correct use, care, limitations and assigned
maintenance of the personal protective equipment.

(2) An employee must:

a) Use and wear properly the appropriate personal protective equipment specified
in the Operational Health and Safety code in accordance with the training and
instruction received.

b) Inspect the personal protective equipment before using it.

C) Not use personal protective equipment that is unable to perform the function
for which it is designed.

(3) An employer must ensure that the use of personal protective equipment does
not itself endanger the employee.

2.3 The District employee has the obligation to ensure that they purchase the PPE that
is required for their job. The District employee shall, if needed, receive clarification
from their supervisor on PPE purchase responsibilities.

2.4  Student or visitors taking part in learning or programs that require PPE have the
obligation to purchase the PPE that is required for them to take part in the program.
For programs where PPE is supplied by the site or school, students and visitors will
comply with the program PPE requirements and wear and care for the PPE. If
students or visitors have questions about PPE in programs they should contact the
Instructor for information.

3. Personal Protective Equipment Compliance
3.1 Personal Protective Equipment (PPE) is judged from an adequate protection
standard for all actual or potential work hazards to which employees, students,
visitors and volunteers could be exposed. The questions a government inspector
would ask are:

1 Do all employees have PPE designed or constructed to provide adequate
protection from work hazards that could cause them bodily injury and do they
know how to use it?

Has a written hazard assessment been completed?
Where needed, is there a code of practice for respiratory protective
equipment?

E

If the answers are YES, then there is compliance.

Principals, non-school based department heads and employees are responsible for

ensuring that:

a.  Work hazards have been identified.

b.  Where possible, a written hazard assessment has been completed and all
methods of controlling hazards at the source have been implemented

C. Appropriate PPE is available for employees, students, visitors and volunteers
when needed.

d. Employees, students, visitors and volunteers wear the required PPE.

e. Meetings are held to promote proper use of equipment and specific values to
be received from wearing it.

f. Employees have been competently trained and know when to wear the
appropriate PPE and how to wear it correctly.
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g. Violations of failing to wear required PPE are investigated to determine their
causes.

h. Based on the Safe Job Procedures and Safe Work Practices, affected
employees will wear CSA-approved safety glasses, CSA Grade 2 safety boots,
long trousers, minimum short sleeved shirt and any other specialty PPE
required for a work activity.

i. All PPE used by PHRD will be within the requirements of OH&S regulations
and CSA standards.

J- Al PPE used by PHRD wil|l be maintained ir
instructions and requirements.
k. Issued PPE will be inspected at time of issue and before each use by the

employee using the PPE.
l. All PPE that is of questionable reliability, damaged, or in need of service or
repair will be removed from service immediately.
m.  All PPE that has been removed from service will be taggedn OUT OF
SERVI CABYWPPEtaggedi OUT OF S EvRIMOt BeEaiurned to
service until repaired and inspected by an authorized person.
n. PHRD will maintain appropriate inspection and service logs for specialty PPE.
oo No piece of PPE will be modified or change
instructions or specifications or OH&S Regulations.

The safety information in this document does not take precedence over OH&S Act,
Regulation and Code. All employees must be familiar with the OH&S Act, Regulation and
Code.

3.2 Employees are competently trained if they know:
a.  Their responsibility in following related codes of practice.
b When to wear personal protective equipment (PPE).
C. How to select PPE appropriate to the hazard.
d. How to fit, clean and maintain their PPE.
e The necessity to remove sub-standard or damaged PPE from service.
f. Their responsibility to replace any PPE loaned to them if they lose it.

4.  Guidelines for Meeting Legislative Requirements
4.1. Head Protection

4.1.1 Industrial headwear

Part 18, OH&S Code

234(1) Subject to sections 235, 236 and 237, if there is a foreseeable

danger of i nj ury taowork sitavand thezer i & sigiifieaatd a

possibility of lateral impact to the head, an employer must ensure that the

worker wears industrial protective headwear that is appropriate to the hazards

and meets the requirements of

(@) CSA Standard CAN/CSA-Z94.1-92 (R1998), Industrial Protective
Headwear,

(b) ANSI Standard Z89.1-1997, American National Standard for Industrial
Head Protection for Type Il head protection, or

(c) ANSI Standard Z89.1-2003, American National Standard for Industrial
Head Protection for Type Il head protection.

51



Occupational Health and Safety Handbook

4111 (hard hat) shall be worn in the workplace when there is danger of
empl oyee,

injury to

i. Falling objects.

ii. Bumps.

an

iii. Harmful substances, e.g., chemical spills, splashes.

iv.  Contact with energized substances

4.1.1.2. Most head protection is made up of two parts:
i. the shell (light and rigid to deflect blows); and
il. the suspension (to absorb and distribute the energy of the

blow).

4.1.1.3. Both parts of the headgear should be compatible and maintained

according

with headwear, they should be designed specifically for use with

t o

manufacturer 6s

the specific headwear used. Bump caps are not considered a
helmet. In Alberta, bump caps can only be used when the only

hazard is where an employee might strike his/her head against a

stationary object.

41.1.4 Proper care is required for headgear to perform efficiently. The
service life is affected by many factors including temperature,

chemicals, sunlight, and ultraviolet radiation (welding). The usual

student , Visi.:t

nstruct.i

maintenance for headgear is simply washing with a mild detergent
and rinsing thoroughly.

4.1.2.DO

a. replace headgear that is pitted, cracked, or brittle;
b. replace headgear that has been subjected to a blow even though

damage cannot be seen;

2o

instructions; and

and

remove from service any headgear if its serviceability is in doubt;
replace headgear

components

e.  consult Workplace Health and Safety (WHS) or your supplier for

information on headgear.

4.1.3.DO NOT
a. drill, remove peaks, or alter the shell or suspension in any way;
b. place stickers all over the headgear, especially metal based stickers;
C. use solvents or paints on the shells (causes shells to breakdown);
d. put chin straps over the brims of headgear;
e. use any liner that contains metal or conductive material; or
f.

4.1.4 Hard Hat Types

a. ANSI Type |/ CSA Type 1 hard hats meet stringent vertical impact and

penetration requirements.

carry anything in the hard hat while wearing the hard hat.

b.  ANSI Type Il / CSA Type 2 hard hats meet both vertical and lateral
impact and penetration requirements and have a foam inner liner of
expanded polystyrene (EPS).

C. A Class E hard hat has been proof-tested to insulate up to 20,000 volts

of electrical potential.

d.  ANSI has compliance for hard hats and their combustibility or

flammadbility criteria.

accordi
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4.1.5 Head Protectors shall:

a. Be comfortably fitted.

b.  Not be painted on, marked, have accessories added or holes put in shell.

C. Be regularly inspected for damage and have suspension regularly
checked.

d.  Accessories to protective headwear such as earmuffs, chin straps and
winter liners should be used when needed.

e.  There are a number of other types of headgear designed for workplace
use, such as hoods, hair nets and bump caps. These are usually used
for specific purposes, such as when using respiratory protection, keeping
hair away from food or keeping hair away from moving machine parts.
They may provide some protection against minor bumps and cuts and for
reasons of cleanliness but they offer no protection against impact injuries
and shall not be used as a substitute for proper protective headgear.

4.2 Eye Protection

OH&S Legislation
229(1) I f a wor ke rbéisjuresl prarstatechat @ work site, an employer
must ensure that the worker wears properly fitting eye protection
equipment that
(@) is approved to
(i) CSA Standard CAN/CSA-Z94.3-92, Industrial Eye and Face
Protectors,
(i) CSA Standard Z94.3-99, Industrial Eye and Face Protectors,
or
(i) CSA Standard Z94.3-02, Eye and Face Protectors, and
(b) is appropriate to the work being done and the hazard involved.

(2) Prescription eyewear may be worn if it
(a) is safety eyewear,

(b) meets the requirements of
(i) CSA Standard CAN/CSA-Z94.3-92, Industrial Eye and Face

Protectors,
(i) CSA Standard Z94.3-99, Industrial Eye and Face Protectors, or
(i) CSA Standard Z94.3-02, Eye and Face Protectors, and

(c) s appropriate to the work and the hazard involved.

(2.1) Prescription safety eyewear having bifocal, trifocal, or progressive glass
lenses must not be used if there is danger of impact unless it is worn
behind equipment meeting the requirements of subsection (1).

(2.2) If the use of plastic prescription lenses is impracticable, and there is no
danger of impact, a worker may use lenses made of treated safety glass
meeting the requirements of
(@) ANSI Standard Z87.1-1989, Practice for Occupational and

Educational Eye and Face Protection, or
(b) ANSI Standard Z87.1-2003, Practice for Occupational and
Educational Eye and Face Protection.

(3) If aworker must wear a full face piece respirator and the face piece is intended
to prevent materials striking the eyes, an employer must ensure that the face
piece
(@) meets the requirements of CSA Standard Z94.3-02, Eye and Face

Protectors, or
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(b) meets the impact and penetration test requirements of section 9 of ANSI
Standard Z87.1-1989, Practice for Occupational and Educational Eye
and Face Protection.

Contact lenses

230 An employer must ensure that, if wearing contact lenses poses a hazard to the
workerés eyes during work, t he worker
alternatives to wearing contact lenses.

Electric arc welding

231 A worker must not perform electric arc welding if it is reasonably possible for
another worker to be exposed to radiation from the arc unless the other worker
is wearing suitable eye protection or is protected by a screen.

4.2.1 Eye Protectors shall be:
i) Comfortably fitted to the employee, student, and visitor or volunteer so as
not to interfere with movement or hinder performance of task.
i)  Any eye protection should be cleaned and sanitized on a regular basis.
iii)  Face shields are not an acceptable substitute for eye protection
equipment. Suitable eye protectors shall be worn underneath face shield.
iv)  Contact lenses are not a substitute for safety eyewear. Protective
equipment shall be worn over them. For more information regarding
contact lens safety and when they should be worn, refer to guidelines for
Use of Contact Lenses in Industry available from Alberta Labor.
4.2.2 DO
i) Ensure your eye protection fits properly (close to the face);
i) Clean safety glasses daily, more often if needed,
iiiy  Store safety glasses in a safe, clean, dry place when not in use; and
iv)  Replace pitted, scratched, bent, and poorly fitted PPE (damaged
face/eye protection interferes with vision and will not provide the
protection it was designed to deliver).
4.2.3 DO NOT
i) Modify eye/face protection; or
i) Use eye-face protection which does not have a CSA certification (CSA
stamp for safety glasses is usually on the frame inside the temple near
the hinges of the glasses).

Situations can arise in which the eyes are exposed to multiple hazards all at the
same time. When this happens, protection must be provided against the highest
level of each hazard. For example, if the work involves both flying particles and
the possibility of an acid splash, using spectacles is not good enough. At a
minimum, Class 2B goggles must be used. The following paragraphs describe the
CSA Classes of protective equipment available.

4.2.4 CSA classification of eye and face protectors
The CSA Standards classify eye and face protection into seven classes as
follow:
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Class 1 0 Spectacles (see Figure 1)
1 Class 1A spectacles for impact protection with side protection
i Class 1B spectacles for impact and radiation protection with side protection

Fig 1 e O %‘

Class 28 Goggles Class 1A Class 1B
1 Class 2A goggles for impact protection with direct ventilation

| Class 2B goggles for impact, dust and splash protection; non-ventilated and
indirectly ventilated

1 Class 2C goggles are Class 2A or 2B goggles with radiation protection

Figure 2
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Class 2A Class 2B Class 2C

Class 30 Welding helmets (see Figure 3)
This Class includes a variety of configurations

Figure 3 Welding helmets

Class 40 Welding hand shields (see Figure 4)
1  This Class includes a variety of configurations

Figure 4 Welding hand shields

L S
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Class 56 Non-rigid helmets (hoods) (see Figure 5)
Class 5A non-rigid helmets have an impact-resistant window

Class 5B non-rigid helmets are intended for dust, splash and abrasive materials
protection

Class 5C non-rigid helmets have radiation protection
Class 5D non-rigid helmets are intended for high-heat applications

E | E

Figure 5 Non-rigid helmet (hood)
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Class 5A Class 5B Class 5C Class 5D

Class 60 Face shields (see Figure 6)
1 Class 6A face shields offer impact and splash protection
1 Class 6B face shields offer radiation protection
| Class 6C face shields are intended for high-heat applications

Figure 6 Face shields

o
At e b Spnar

Class 6A Class 6B Class 6C

Class 7 0 Respirator face pieces (see Figure 7)

1 Class 7A respirator face pieces offer impact and splash protection

1 Class 7B respirator face pieces are Class 7A respirator face pieces with radiation
protection

| Class 7C respirator face pieces have loose-fitting hoods or helmets

| Class 7D respirator face pieces are Class 7C respirator face pieces with radiation

protection
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Figure 7 Respirator face pieces

Class 7A Class 7B Class 7C Class 7DV
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-Table 70-315.1

Nature of Typical Hazardous Spectacles Goggles Welding | Welding | Non rigid Face Respirator
Hazard Activities Class 1 Class 2 Helmets Hand Hoods Shields Face Shields
Class 3 Shields Class 5 Class 6 Class 7
Class 4
A B A | B A |B |C A | B A |B |C

Flying objects Chipping, scaling drilling, grinding, X X | X X | X X

hammering, wire handling, buffing,

Lathe work, etc.
Flying particles, Woodworking, Sanding, metalwork & | X X | X X | X X X X X
dust, wind, etc. machining, aggregate handling,

Painting, plastering, material mix

batching, etc.
Heat, sparks and Casting, pouring molten metals, X X X X
splash from brazing, soldering, spot welding,
molten metals. welding, hot dipping operations etc.
Acid splash, Acid and alkali handling, glass X X X
chemical burns breakage, chemical spray, liquid

chemical handling
Abrasive Sand blasting, shot blasting, X X X X X
sandblasting shotcreting
materials
Glare, stray light Reflection, bright sunlight, reflected X X X

welding flash, photographic copying
Optical radiation Torch cutting, welding, brazing, X X
(where moderate furnace work, metal pouring, spot
protection is welding, photographic copying
required)
Optical radiation Torch cutting, welding, brazing, X X X
(where large furnace-work, metal pouring, spot
reduction of welding, photographic copying
optical radiation is
required)
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4.3 Foot Protection
233(1) An employer must ensure that a worker uses footwear that is appropriate

®3)

(4)

)

to the hazards associated with the work being performed and the work
site.
If the hazard assessment identifies that protective footwear needs to have toe
protection, a puncture resistant sole, metatarsal protection, electrical
protection, chainsaw protection or any combination of these, the employer
must ensure that the worker wears protective footwear that is approved to
(@) CSA Standard CAN/CSA-Z195-M92 (R2000), Protective Footwear, or
(b) CSA Standard Z195-02, Protective Footwear.

Despite subsection (2), if a worker is likely to be exposed to a hazard other than

those referred to in subsection (2), the employer must ensure that the worker
uses footwear appropriate to the hazard.

If a worker is unable, for medical reasons, to wear protective footwear that complies

with subsection (2), the worker may substitute external safety toecaps if the

employer ensures that

(@) the safety toecaps meet the impact force requirements of CSA Standard
Z195-02, Protective Footwear,

(b) metatarsal protection is not needed to protect the feet from injury,

(c) the hazard assessment confirms that the worker will not be exposed to
any sole penetration hazards, and

(d) wearing the safety toecaps does not itself create a hazard for the worker.

Footwear approved to the CSA standards offers, alone or in combination,

(1)
(2)
3)
(4)
®)

toe protection,

a puncture resistant sole,

metatarsal protection (protection to the top part of the foot),
electrical protection, and

chainsaw protection.

Approved CSA - Grade 1 Green Triangle, Grade Il Yellow Triangle and Grade Il Red
Triangle protective footwear shall be worn when there is danger in the workplace of
injury to the employeebs feet.

Green Triangle Grade | will withstand 125 joules, or 93 ft. Ibs.; a 50 Ib weight
dropped from a height of 22 in.

Yellow triangle Grade Il will withstand 90 joules, or 65 ft. Ibs; a 50 Ib. weight
dropped from a height of 16 in.

Red triangle, Grade Il will withstand 60 joules, or 45 ft. Ibs.; a 50 Ib. weight
dropped from a height of 10.5 in.

4.3.1 Categories of potential workplace foot hazards.

Cateqgory 1
The hazards present require footwear approved to

(@) CSA Standard CAN/CSA-Z195-M92 (R2000), Protective Footwear, or

(b) CSA Standard Z195-02, Protective Footwear.

Because safety footwear is only approved to the specific hazards listed in
the standards, the employer must be aware of hazards to which workers are
exposed and against which the footwear provides protection.
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If a hazard requires metatarsal protection, i.e. protection to the top surface
of the foot, metatarsal protectors must be an integral part of the footwear.
This form of protection is typically required in foundries and heavy
manufacturing where steel plates, beams or rails are handled, but it is not
normally required in construction. Metatarsal protectors that only attach to
the laces or are only strapped in place do not meet the requirements of the
referenced CSA standards. Such protectors must not be used because
there is no assurance that they will be properly supported by the toecap.

Construction sites were toe cap, puncture proof sole, electrical protection,
still meets the category 1 classification. Metatarsal protection may not be
required but other protective safe guards within the design of the foot
protection are:

Cateqory 2
Some hazards are present that require foot protection but not necessarily to

the level of category 1. For example, it is unlikely that a teaching assistant
needs footwear with safety toe protection. It is much more likely that the
assistant needs footwear offering protection against cuts from objects on the
playground or within the school environment.

Hazards for which protection may be required include slipping, uneven
terrain, abrasion, ankle protection and foot support, temperature extremes
and corrosive substances. CSA Guideline Z195.1-02, Guideline on
Selection, Care, and Use of Protective Footwear, helps employers assess
hazards and select the most appropriate protective footwear for the
situation.

Cateqory 3
There are no hazards of foot injury for which specific protective footwear is

necessary. This situation applies to most workers in an office setting.

4.3.2 Potential Hazards Protective Footwear

Impact - something falling on the foot;
Compression - something rolling over or
squeezing the foot

Punctures - a sharp object sticking into the
foot, e.g., nail, glass

Shall have metal toe caps and a metal plate in
the sole or insole that will protect against
penetration, along with in-step protection.

Slips - on hazardous surfaces

Shall have proper footwear

Temperature extremes - burns from hot
materials, e.g., molten metal

Shall be made of leather.

Freezing from cold materials

Shall be thermo-insulated.

Explosive/electrical shocks - contacting
energized electrical conductors

Shall be made of non-sparking and/or non
conducting materials, except for metal box toe
(e.g., shock resistant and/or anti-static soles)

Dangerous liquids - corrosive or dangerous
substances where feet could be immersed

Shall be constructed of impermeable materials
or specially treated. Shall be checked to see
that there are no holes or substance sticking to
the sole.
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4.4.

a)

b)

It is the employeebs responsibility to
unless otherwise advised. (Refer to CSA Standard Z2195-02 or Z195-

M92, Protective Footwear, for more information).

PHRD will reimburse employees who are subject to high levels of foot

injuries a sum of $100 per year or an accumulation of $200 over two

year s. For i nf or maualifyirgror therbooktatiopvdncey e e 6 s
contact your supervisor.

For all of these hazards, protective footwear should be inspected

regularly by the employer for excessive wear, e.g., footwear with shock

resistant soles will lose its effectiveness if it gets wet or contaminated by
common chemicals like road salt. If the toe cap is exposed through worn

| eat her or has been knocked | oose it pr
crushing injury. Also, boots candét prot
sprains nearlyaswe | | if they arenét | aced and t

4.3.3 Prohibited Footwear
Any footwear that does not conform to the potential hazards to which the
employee will be exposed on the job is prohibited.

4.3.4 Exceptions
Rubber boots with steel toes and steel shanks will be acceptable when working
in wet conditions.
Your choice of footwear should always over-protect, not under-protect.

4.3.5 DO
i) choose footwear according to job hazard and CSA standards;
i) lace up boots and the laces securely; boots do not protect if they are a
tripping hazard or fall off;
iii)  use a protective boot dressing to help the boot last longer and provide
greater water resistance (wet boots conduct current); and
iv)  choose a high cut boot to provide ankle support (less injury).
4.3.6 DO NOT
i) wear defective safety footwear (e.g., exposed steel toe caps); or
ii) under-protect your feet or modify safety footwear.

Hearing Protection

Part 16 OH&S Code

216 An employer must ensure that all reasonably practicable measures are used to
reduce the noise to which workers are exposed in areas of the worksite where
workers may be present.

222(1)

(2)

3)

An employer must ensure that hearing protection equipment provided to

workers exposed to excess hoise

(@) meets the requirements of CSA Standard Z94.2-02, Hearing
Protection Devices i Performance, Selection, Care, and Use, and

(b) is of the appropriate class and grade described in Schedule 3,
Table 2.

An employer must

(a) provide workers with training in the selection, use and maintenance
of hearing protection equipment required to be used at a worksite
in accordance with the manufacturero:

(b) ensure that affected workers wear the hearing protection
equipment required to be used.

Workers who are provided with hearing protection equipment must wear

and use the equipment in accordance with the training provided by the

employer.
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4.4.1 CSA-approved hearing protection should be worn when there is, or may exist
danger of noise levels greater than the legislated limits for unprotected
exposure in the workplace resulting in injury or loss of hearing to the
employee, student, visitor or volunteer. Hearing protection should be worn
when operating equipment including, but not limited to:

i)
ii)
i)
iv)
v)
Vi)
Vi)

a.

heavy equipment;
chain saws;

shop equipment;
standby motors;
ventilation rooms;
power saws; and
grinders.

Hearing protection is designed to reduce the level of sound energy
reaching the inner ear. The rule of thumb for hearing protection is: use
hearing protection when you cannot carry on a conversation at a normal
voice volume when you are 3 feet apart. Remember, this is only a rule of
thumb. Any sound over 85 decibels (dBA Lex) requires hearing
protection. Hearing loss can be very gradual, usually happening over a
number of years.

The most common types of hearing protection are earplugs and
earmuffs. It is important to have different styles of hearing protection
available. Different styles allow better chances of a good fit. Each
personds head, ear shape and si ze
every person. If hearing protection does not fit properly or is painful to
use, the person will likely not use it. If the hearing protection is not
properly fitted, it will not supply the level of protection it was designed to
deliver.

Most earplugs, if properly fitted, generally reduce noise to the point
where it is comfortable (taking the sharp edge off the noise). If your
hearing protection does not take the sharp edge off the noise, or if
employees have ringing, pain, headaches, or discomfort in the ears, your
operation requires the advice of an expert.

Employees should have their hearing tested at least every year, twice a
year if they work in an area of high noise level.

(Refer to CSA Standard Z294.2-02, Hearing Protection Devices - Performance,
Selection, Care and Use for mare information).

)

i)

Earplugs are best for employees, students, visitors or volunteers who
work in noise but must also wear other safety gear such as helmets,
respirators or goggles.

Earmuffs are best for employees who work all day in noise as they
provide greater protection for those staff intermittently exposed as they
are easier to put on and take off.

4.4.2 Hearing Protection shall:

a.

2o

Be inspected and cleaned daily if non-disposable plugs, kept dry and
stored appropriately.

Fit appropriately and be the correct type for specific noise conditions,
substitutions or alteration shall not be made.

Work well with other personal protective used.

Be suitable for temperature and humidity conditions at the workplace.
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Refer to the section Hearing Conservation in the manual for further information
and guidelines for the development of a Hearing Conservation Program at the
workplace.

4.4.3 The District will provide the appropriate hearing protection where applicable.

45 Limb and Body Protection
4.5.1 Approved limb and body protection, e.g., gloves, aprons, leggings, arm

coverings, waist supports, uniforms / coveralls and wrist supports shall be worn

when there is danger in the work place of injury to the employee, student,

visitororvol unt eer 6s hands, arms, body trunk or

i) Temperature.

i) Motion, e.g., scrapes, abrasions, punctures, or repetitive strain.

i)  Chemicals, e.g., caustics, acids, substances that are skin absorbed.

iv)  Biological, e.g., bacteria, viruses, fungi.

V) Electrical.

vi)  Occupational cleanliness, e.g., food service.

4.5.2 Limb and body protection shall

a. be appropriate to the work being done and properly fitted to the
employee, student, visitor or volunteer.

b.  If the protective wear should become contaminated from a work process,
then that body protective wear will remain on site and be cleaned at the
work site or replaced.

C. Employees, students, visitors or volunteers shall ensure their clothing,
hair accessories, rings or other jewelry is tied, fitted, covered or secured
as to prevent entanglement or contact.

d.  When an employee or a volunteer is required to be outside for fifteen
minutes or more and the UVR rating is four or above, the employee,
student, visitor or volunteer should wear a skin barrier protective cream
adequate to protect all exposed areas of skin during the entire period of
exposure. This product should be supplied by the individual themselves.

4.5.3 The District will provide the specialized limb and body protection where
applicable.

4.6 Hand Protection
4.6.1 PPE for the hands includes finger guards, thimbles and sheaths, hand pads,
mitts, gloves, and barrier creams. Choose hand PPE that will protect against
the job hazard. Gloves should fit well and be comfortable. This type of PPE
has to protect against chemicals, scrapes, abrasions, heat and cold,
punctures, and electrical shock.

Gloves are the most commonly used hand PPE and are made from leather,
synthetic rubbers, and other man-made materials, or combinations of
materials. Vinyl coated or leather gloves are good for providing protection while
handling wood or metal objects. When selecting hand PPE, keep the following
in mind: look for anything at the worksite that may be a hazard to the hands.

If gloves are to be used, select the proper type for the job to be done.
Inspect and maintain hand PPE regularly. If in doubt about the selection or

need for glove or hand PPE, consult your safety supplier, MSDS, or local
OH&S Office.
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i) use the proper hand PPE for the job;

i) f ol |l ow ma n osfrugtiors orrtree cabesandiuse of the hand PPE
you are using;

iii)  ensure that gloves fit properly;

iv)  inspect hand PPE for defects before using;

v)  ensure exposed skin is covered (no gap between the sleeve and the
hand PPE); and

vi)  wash all chemicals and fluids off gloves before removing them.

4.6.3 DO NOT

i) wear gloves when working with moving machinery (gloves can get
tangled or caught);

i)  wear hand PPE containing metal parts when working near electrical
equipment; or

iii) use hand PPE that is worn out or defective.

4.6.4 PHRD sites are not required to supply gloves to workers for the purpose of
regular occupational tasks. Individual site managers may decide to supply
gloves depending on risk levels or as a control to limit incidents. Barrier gloves
for the purpose of administering first aid or student care will be supplied by the
site for PHRD staff.

4.7 Fall Protection
4.7.1 A Fall protection system such as an approved CSA safety belt, lanyard or
lifeline must be used at a temporary or permanent work area above three
meters.

Some examples of work platforms are scaffolds, unguarded work structures,
and ladders. A power lift may be used for areas above three meters. See
section on power lifts below. If scaffolding or a ladder is used, employees
must be trained and comply with Part 23 of the Occupational Health and Safety
Code. Training must comply with section 15(1) of the Occupational Health and
Safety Regulation and be approved by the Division Fall protection must comply
with CSA standards for fall protection.

4.7.2 Employees using the fall protection must have completed District-approved
training for the relevant equipment.
a) Fall awareness and Fall end-user training is required
b)  The District will provide the appropriate Fall protection and/or safe work

practices where applicable.

i) obtain expert advice before purchasing a Fall arresting device;

i)  properly train and practice with the system you decide to use;

iii)  use webbing type harnesses instead of leather harnesses;

iv) use only manuf aeotsfor replacément gadsmp o n

v)  inspect carefully before each use (inspection to be performed by a
trained employee);

vi)  have the harness fitted snugly to the employee using the system;

vii)  ensure that the anchor points are secure and able to support the load in
the event of a fall;

vii) foll ow the manufacturerdéds instructions

ix)  ensure all lines used with the system have thimbles;

X)  use only the proper safety rated fastenings with the system; and

xi)  use a full body harness with shock absorber whenever possible.
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4.7.4 DO NOT
i) modify, change, or put additional holes in the harness or hardware;
i)  jerry-rig the system;
iii)  use the system for any other than its intended use; or
iv)  use the lifeline for a service line.
4.7.5 Powered Lifts
Powered lifts are sometimes referred to as man-lifts, elevating platforms or
aerial devices. This type of equipment does not require fall protection unless
specified in the manufacturer6 s i nstructions or CSA specif
a. The District has powered lifts available for use to access areas above
three meters. Any employees using the powered lift must have
completed District-approved training for powered lifts. This equipment
must not be used by untrained individuals unless under the direct
supervision of a competent operator.

4.8 Respirators

OH&S Legislation

244(1) An employer must determine the degree of danger to a worker at a
worksite and whether the worker needs to wear respiratory protective
equipment if

(@) a worker is or may be exposed to an airborne contaminant or a mixture
of airborne contaminants in a concentration exceeding their occupational
exposure limits, or

(b) the atmosphere has or may have an oxygen concentration of less than
19.5 percent by volume.

(2) In making a determination under subsection (1), the employer must consider
(@) the nature of any contaminants,

(b) the concentration or likely concentration of any airborne contaminants,

(¢ the duration or I|ikely duration of the

(d) the toxicity of the contaminants,

(e) the concentration of oxygen,

()  the warning properties of the contaminants, and

(g) the need for emergency escape.

(3) Based on a determination under subsection (1), the employer must provide
and ensure the availability of the appropriate respiratory protective equipment
to the worker at the worksite.

(4) A worker must use the appropriate respiratory equipment provided by the
employer under subsection (3).

4.8.1 Approved CSA respirators shall be worn when there is danger of injury to the
employee from:
i) Toxic gasses
i) Toxic or harmful dust
i)  Mould
iv)  Biological hazards such as mouse droppings
v)  Oxygen-deficient atmosphere.
vi)  Chemicals that produce vapors or mists.
vii)  Working with materials that present a serious inhalation hazard, e.g.,
asbestos. (Refer to CSA Standard, Z94.4-02 Selection, Use and Care of
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Respirators or CSA Standard Z180.1-00 Compressed Breathing Air
Systems, for more information).

4.8.2 The District will provide the appropriate respirators where applicable.

4.8.3 All respiratory protective equipment should be:

a) selected, used, and maintained according to
recommendations and government regulations.

b) fit tested

c) If you are unsure of what type of respirator protection to use, consult the
MSDS, the local OH&S office or supplier.

4.8.4 Respiratory protection falls into two major categories. The first category is air
purifying respirators (APR) which has particle (dust) chemical cartridges. The
second category is supplied air respirator (SAR), including self-contained
breathing apparatus (SCBA), air line systems and protective suits that
completely enclose the employee and incorporate a life support system.

a) Air Purifying Respirators (APR)
With the air purifying respirator, the ambient air is passed through a filter
or cartridge that removes the particulate, vapors, gases or other
contaminants before they are inhaled.
It is important to remember that APRs are limited to areas where
there is enough oxygen to support life. APRs do not supply or make
oxygen.

b) Self Contained Breathing Apparatuses (SCBA)
With SCBA the user carries a compressed container of breathing air. The
air supply is ambient air that has been compressed and dried but has the
same make up of normal air. The air is supplied to the user through a
series of regulators or controls, face mask and air lines. The users
breathing air is completely separated from the atmosphere around them.
It is important to note that the SCBA only protects the respiratory
system, the skin may still be affected depending on the level and
contaminate.

4.8.5 DO
i) train employees very carefully in the APRs use, care, and limitations;

i) ensure that respirators are properly cleaned and disinfected after each
shift, according to the manufacturerés
iii) dispose of exhausted cartridges and masks in sealed bags or containers;
iv) keep new, unused filters separate from old, used filters;
v)  monitor APR use; they are useless just hung around the neck; and
Vi) replace the filters before breathing becomes difficult.

4.8.6 DO NOT

i) use for protection against materials which are toxic in small amounts;

i) use with materials that are highly irritating to the eyes;

iii)  use with gases that cannot be detected by odor or throat or nose
irritation;

iv)  use with gases not effectively halted by chemical cartridges regardless of
concentration (read the cartridge label); and

v)  use APRs where oxygen content in the air is less that 19.5%.

4.8.7 Storage and use
Respiratory equipment will be
(@) stored in a readily accessible location,

(b) stored in a manner that prevents its contamination,
(c) maintained in a clean and sanitary condition,
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(d)
(€)

(@)
(b)

inspected before and after each use to ensure it is in satisfactory working
condition, and

serviced and used in accordance with th
4.8.8 Quiality of breathing air
Breathing air that is used in a self-contained breathing apparatus or an air line
respirator

is of a quality that meets the requirements of Table 1 of CSA Standard
Z180.1-00, Compressed Breathing Air and Systems, and

does not contain a substance in a concentration that exceeds 10 percent
of its occupational exposure limit.

4.8.9 Effective facial seal
Respiratory protective equipment that depends on an effective facial seal for its
safe use is correctly fit tested and tested in accordance with

(a) CSA Standard Z94.4-02, Selection, Use and Care of Respirators, or

(b) a method approved by a Director of Occupational Hygiene.

(2) An employer must ensure that, if a worker is or may be required to
wear respiratory protective equipment and the effectiveness of the
equipment depends on an effective facial seal, the worker is clean
shaven where the face piece of the equipment seals to the skin of
the face.

4.8.10 Respiratory Protective Equipment Selection

When selecting specific respiratory protective equipment consider the

following:

i) whether the equipment is to be used under emergency or normal
conditions;

i)  the types of airborne contaminant(s) possible and their form (e.g.,
particulate, mist, vapor, or gas);

iii)  the duration, or likely duration, of employee exposure;

iv)  the toxicity of the contaminant and the occupational exposure limit (OEL)
of the identified contaminant;

v)  the warning properties (e.g., odor, taste, and eye irritation) of the
contaminant;

vi)  the oxygen concentration. Workers in an oxygen deficient atmosphere
(less than 19.5%) require air supplied, respiratory protective equipment;
and

vii)  the need for backup equipment, for situations where an employee loses

the air supply or where there is an accidental contaminant release.

For more information on selection and use of respiratory protective equipment,
refer to the MSDS and seek advice from a competent authority.

4.8.11

(a)
(b)

(c)
(d)

Equipment for immediate danger

If breathing conditions at a worksite are or may become immediately
dangerous to life or health, the employer must ensure that a worker
wears self-contained breathing apparatus or an air line respirator that

is of a type that will maintain positive pressure in the face piece,

has a capacity of at |l east 30 mi
assessment indicates the need for a greater capacity,

provides full face protection in situations where contaminants may irritate
or damage the eyes,

in the case of an air line respirator, is fitted with an auxiliary supply of
breathable air of sufficient quantity to enable the worker to escape from
the area in an emergency, and
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(e)

4.8.12

in the case of a self-contained breathing apparatus, has an alarm
warning of low pressure.

Equipment - no immediate danger

OH&S Legislation
Section 252 An employer must ensure that a worker wears self-contained

4.8.13

breathing apparatus or an air line respirator having a capacity
of at least 30 minutes if
(@) the employer determines under section 244 that conditions at the
worksite are not or cannot become immediately dangerous to life or
health but
(i)  the oxygen content of the atmosphere is or may be less than
19.5 percent by volume, or
(i)  the concentration of airborne contaminants exceeds or may
exceed that specified by the manufacturer for air purifying
respiratory equipment, and
(c) the complete equipment required by the section Equipment for
immediate danger.
Emergency escape equipment

If normal operating conditions do not require the wearing of respiratory
protective equipment but emergency conditions may occur requiring a worker
to escape from the work area, the employer may permit the escaping worker to

wear

(@)

(b)

()

4.8.14

a mouth bit and nose-clamp respirator if

() the respirator is designed to protect the worker from the specific
airborne contaminants present, and

(i)  the oxygen content of the atmosphere during the escape is 19.5
percent or greater by volume, or

alternative respiratory protective equipment that can be proven to give

the worker the same or greater protection as the equipment referred to in

clause (a).

Before permitting a worker to use the equipment referred to in subsection

(1), the employer must consider the length of time it will take the worker
to escape from the work area.

Abrasive blasting operations

If a worker is performing abrasive blasting, the employer must ensure that the
worker wears a hood specifically designed for abrasive blasting supplied with
air that is at a positive pressure of not more than 140 kilopascals.

4.8.15

Respiratory Protective Equipment Inspection

Respiratory protective equipment requires proper care and inspection in order
for it to provide the protection for which it was designed.

a)

b)

c)
d)

Respiratory protective equipment should be inspected according to
manufacturerds instructions.
Respirators used daily should be inspected daily.

Respirators used occasionally should be inspected before each use.
Respirators not used routinely but kept ready for emergency use should
be inspected at least once per month.
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5.  Training Requirements
5.1 All new and present employees who are expected to wear personal protective

equipment (PPE) as part of their job shall be trained in proper fitting, use, cleaning,
maintenance and storage of the equipment. See Section 13 Safe Work Practices.
a) training shall occur:

i) During job orientation for new employees,

i)  Atregular intervals, particularly when employees use the equipment on

an infrequent basis.
i)  When new equipment is introduced into the workplace.
iv)  When there are changes in the legislation.

6. Implementation Process
6.1 Getting Started

Principals and non-school based department heads shall:

a. identify the hazards in the workplace where personal protective equipment
(PPE) will be necessary.

b.  Select and purchase the appropriate PPE for the hazard(s) according to
District guidelines and standards.

C. Ensure employees have the PPE necessary for their job or emergency
situations they might encounter.

d. Post signs in areas where there are hazards warning any employee, student,
visitor or volunteer coming into the area about the hazard, calling attention to
what PPE is required before entry.

6.2 Ongoing Activities

Principals and non-school based department heads shall:

a.  Ensure that required PPE is present, and in sufficient quantities, in the areas
where it is required.

b.  Conduct periodic inspections to ensure that PPE is being used where required.
Documentation of these inspections should be maintained.

C. Ensure that appropriate on-going cleaning and maintenance of PPE occurs.
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7. District Personal Protective Equipment Guide

Type of Equipment
Needed

Task(s)

Effected employees

Supplied by

Burning - goggles and

Oxy-acetylene welding,

Support services

Plant Operations

welding helmet burning or cutting 1 Projects Transportation Dept.,
1 Repairs Contractor
Burning - goggles and | Oxy-acetylene welding, Teaching/Support School

welding helmet

burning or cutting

1 Career & Technology
Studies (CTS) Shops

Chemical goggles

Handling of hazardous
chemicals which may

Caretaking
1 Cleaning Chemicals

Caretaking Services/ Plant
Operations, Transportation

splash or leak | Vessel Cleaning/Testing Dept,
f Mechanical Rooms with Contractor
chlorine systems
Chemical goggles Handling of hazardous Teaching/Support School

chemicals which may
splash or leak

fLabs
1CTS Shops

Chemical suits

Mixing of corrosive

Caretaking/Contractor

Caretaking Services/Plant

(coveralls) and/or chemicals 1 Boiler Room Operations, Transportation
aprons 1 Cleaning Areas / Infection Dept,

Control Contractor
Chemical suits Mixing of corrosive Teaching/Support School
and/or aprons chemicals fLabs Contractor

I CTS shops

Cold weather Working in extreme Support services Employee/Contractor
clothing weather conditions 1 Grounds Plant Operations

e.g., snow clearing

1 Crawl Spaces
1 Driving/working in extreme
weather conditions

Transportation Dept

Cold weather

Working in extreme

Caretaking

Employee/Contractor

clothing conditions 1 Outdoors Contractor
TWalk-in Freezers
Dust masks Working around heavy Support services Caretaking, Transportation
concentrations of dust and 1 Projects, Shops Dept, Contractor, Plant
other airborne particles i Caretaking Operations, IT Department
I General Cleaning Areas
Dust masks Working around heavy Teaching/Support School
concentrations of dust and 1 CTS Shops
other airborne particles
Face Shields Handling of corrosive Support services Plant Operations
chemicals, inspecting fire 1 Repairs Transportation Dept
boxes, working on pressurized 1 Renovations, Projects Contractor, Caretaking
equipment, using high-pressure | q Caretaking Services
equipment, using high pressure | q vessel Cleaning
water, arc welding, or
performing any operation that
may put the face at risk from
flying objects, extreme
temperatures, splashed acid or
caustic substances
Face Shields Handling of corrosive Teaching/Support School

chemicals, using high pressure
equipment, using high-pressure
water, arc welding, or
performing any operation that
may put the face at risk from
flying objects, extreme
temperatures, splashed acid or
caustic substances

1 CTS Shops
i Labs
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Type of Equipment
Needed

Task(s)

Effected employees

Supplied by

Fire-retardant clothing.

Working in areas with
potential for explosion or flash
fire as defined by
occupational health and
safety regulations

Support services
T Projects
1 Confined Spaces

Plant Operations
Transportation Dept
Contractor

Gloves Handling of sharp objects, Support services Plant Operations
chemicals, hot or cold objects, | {Projects Transportation Dept
ropes or cables or contact 1 Repairs Contractor, Caretaking
with biohazardous substances | { Caretaking Services

I General Cleaning Areas
1 Boiler Rooms
1 Infectious control

Gloves Handling of sharp objects, Teaching/Support School
chemicals, hot or cold objects, | {Labs
ropes or cables or contact 1 Infection Control
with biohazardous substances
e.g., molds or cultures

Hard hats All worksites where a danger Support services
of injury to a| fCrawl Spaces
exists or may exist { Projects

Hard hats All worksites where a danger Teaching/Support
of injury to a]| TCTSShops
exists or may exist T Labs

Hearing Working at sites with noise Support services Plant Operations

protection levels greater than legislated A Projects Transportation Dept
limits for unprotected A Confined Spac| Contractor, Caretaking
exposure A Shops Services

A Lawn mower an
removal equipment Caretaking

A Boiler/Electr
A Propane burni

Hearing Working at sites with Teaching/Support School

protection noise levels greater than CTS Shops
legislated limits for A Music Rooms/ G
unprotected exposure A Food Services

High visibility Working with traffic Support services Plant Operations

safety vests

or around mobile
equipment

A Grounds

Transportation Dept,
Contractor, Caretaking
Services

Hoods Sandblasting, handling Support services Plant Operations
caustic acid 1 Repairs Transportation Dept
1 Renovations, Projects Contractor, Caretaking
{ Caretaking services
1 Vessel Cleaning
Oxygen and Working in areas with Support services Plant Operations

other monitors

potential for shortage of
oxygen or toxic atmosphere or
high concentration of
particulates in air

1 Repairs

1 Renovations, Projects
1 Caretaking

1 Vessel Cleaning

Transportation Dept
Contractor, Caretaking
Services

Hoods Sandblasting, handling CTS labs, Science labs School
caustic acid 1 Repairs
1 Projects

Oxygen and Working in areas with CTS labs, Science labs School
other monitors potential for shortage of 1 Repairs
oxygen or toxic atmosphere or 1 Projects

high concentration of
particulates in air
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Type of Equipment
Needed

Task(s)

Effected employees

Supplied by

Respiratory
protective
equipment

Working in areas where
there is potential for
exposure to oxygen
deficiency or toxic gases
exceeding regulated
exposure limits (i.e.,
Tanks)

Support services
1 Repairs
1 Renovations, Projects
1 Caretaking
1 Vessel Cleaning
1 Asbestos removal

Plant Operations
Transportation Dept, IT
Dept,

Contractor, Caretaking
Services

Respiratory
protective equipment

Working in areas where
there is potential for
exposure to oxygen
deficiency or toxic gases
exceeding regulated
exposure limits (i.e.,
Tanks)

CTS labs, Science labs
1 Repairs
1 Projects

School

Full body harness,
lanyards and

Working from ladders,
scaffolds, suspended

Support services
1 Projects (e.g., roof

Plant Operations,
Transportation Dept, IT

lifelines cages or at heights repair) dept,
specified by Workplace { Confined Spaces/ Caretaking Services,
Health and Safety Rescue Contractor
regulations { Aerial platform work
Safety goggles/ Welding, cutting, drilling, Support services Maintenance Dept/
glasses grinding or performing any 9 Projects Contractor
operation with potential 1 Repairs Caretaking Services/
exposure to flying objects, { Caretaking Contractor
or excessive heat or light 1 Vessel Cleaning
Safety goggles/ Welding, cutting, drilling, Teaching/Support School
glasses grinding or performing any 91 CTS Shops
operation with potential 1 Labs

exposure to flying objects,
or excessive heat or light

Safety helmets
(bump helmets)

Riding open cab grass
mowers or snow removal
equipment or other mobile
equipment were a potential
of head injury may occur

Support services
9 Grounds
9 Caretaking
9 Outdoors

Maintenance Dept/
Contractor
Caretaking Services

Safety-toed
footwear

Working in areas where
feet are at risk from falling
objects or other hazards

Support services

1 Projects

1 Shops

1 Warehouse (e.g.,
shipping, receiving,
driving)
Caretaking/Contractor
School

Employee/Contractor

Cellular phone or
other communication
devices

Working in areas or times
were working is considered
to be working alone by
OH&S legislation

Support services
1 Repairs
1 Renovations,
Projects
9 Caretaking

9 Driving

Plant Operations,
Transportation Dept, IT
Dept, Office staff,
Caretaking Services,
Contractor
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BUSINESS CONTINUITY PLAN

PANDEMIC PLANNING

FOREWARD

In the event of an Emergency including an influenza pandemic, the Pembina Hills Regional
Division will have an important role to play in protecting the health and safety of their students
and staff. This Business Continuity Plan (BCP) is intended to prepare and assist all staff and
students in the event of an emergency, in particular an influenza pandemic. The BCP
recognizes the importance of close collaboration between School Authorities, Health Authorities,
and it advocates for the coordination of community-based pandemic response planning.

Local School Division planning activities address:

1 The protection of students and staff.

| Coordination of essential school business operations based on risk management
principles.

1 Preparation for the orderly closure of school operations (in the event this is required) and
eventual school reopening.

1 Potential use of school facilities by community partners during the pandemic.

The Pembina Hills Regional Division No. 7 BCP has been created through the combined efforts
of the Business Continuity Planning Committee composed of staff members from the following
departments:

Corporate Services
Human Resources
Facilities

Safety

School Administrators
Transportation

Input for the creation of the plan was also received from Alberta Education, Alberta School
Boards Association, Alberta Health, and Emergency Management Alberta.

PURPOSE OF THE PLAN

The BCP provides for the continuation of critical school functions and recovery of suspended
services in the event of an emergency such as pandemic influenza. Many potential
contingencies and disasters can be averted, or the damage they can cause can be reduced, if
appropriate steps are taken to manage through the event. The statistics included in this plan are
reflective of estimates suggested by the World Health Organization and Canadian Health
Authorities and are for illustrative purposes only.

This completed BCP outlines the course of action to be taken in the event of an emergency and
the process for each department to follow in their recovery to normal business operation.
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It is intended to:

Provide an orderly and efficient transition from normal to emergency conditions.
Provide specific guidelines appropriate for complex and unpredictable occurrences.
Provide consistency in action.

Prevent activity inconsistent with the philosophy of this Division.

Establish a threshold at which an emergency response is triggered and determines who
may authorize the response.

= =4 -8 -8 9

OBJECTIVES OF THE PLAN

This Business Continuity Plan is intended to:

1 Define critical operations that must be continued, those operations that can be postponed
for a period of time and those operations than can be postponed indefinitely.

1 Provide a planned transition for normal operations to emergency operations and
maintaining only those functions defined as critical or vital operations.
1 Provide a level of security and safety for employees.
1 Provide a standard of testing for the business Continuity Plan.
1 Ensure continuation of services and the protect
1 Maintain confidence in schools.
1 Meet regulatory requirements imposed by the Province or other regulatory agency.
1 Manage successfully through an emergency and reduce the disruption to services.
1 Provide leadership by example.
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PART 1: PANDEMIC PLANNING

1. BACKGROUND ON PANDEMIC INFLUENZA

WHAT IS AVIAN INFLUENZA (BIRD INFLUENZA)?

The World Health Organizati on
disease that can affect all species of birds but can, less commonly, infect mammals. Avian
Influenza viruses are highly species-specific, but on rare occasions, have crossed the species

barrier to infect humans.

AWHOO )

An influenza pandemic occurs when a novel influenza
A virus strain emerges with an ability to efficiently
spread in human populations and cause significant
mor bidity and mortal i tepza
pandemic has occurred 3 to 4 times per century. In
the last century, there were 3 pandemics: the
ASpani sh I nfluenzabod of i
I nfluenzao of 1957 (H2 N2
I nfluenzad of 1968 (H3N2)

Today, a new influenza strain i influenza A (H5N1) i
is spreading through bird populations across Asia,
Africa, and Europe, infecting domesticated birds,
including ducks and chickens, and long-range

migratory birds. The Avian Influenza virus is not

usually passed on to humans. However, there are cases of humans getting Avian Influenza
from handling sick birds. The first recorded appearance of H5N1 in humans occurred in Hong
Kong in 1997. Since then, the virus has infected over 400 people with a mortality rate over 62

percent.

At this time, the H5N1 virus is primarily an animal disease. Human infections have been the

result of individuals directly in contact with poultry infected
with H5N1. If the virus develops the capacity for
sustained, efficient, human-to-human transmission, it
could result in a pandemic.

Another influenza pandemic is inevitable. Its timing and
epidemiology is less predictable.  Given increased
globalization, an influenza pandemic is likely to reach
Canada in less than three months of being determined
elsewhere in the world.

The impact of the next influenza pandemic is dependent
on the virulence of the strain, how effective the

transmission is, and the effectiveness of the prevention and control strategies. Pandemic plans
need to be flexible to be useful and need to be adaptable to a wide range of possible impacts.
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2.  THE PLAN OF THE PROVINCE OF ALBERTA

The Province of Alberta has developed a response plan to a
possible pandemic emergency. In 1999, the Government of Alberta
began work to prepare the health system and the province for an
influenza pandemic. The work was led by Alberta Health and
Wellness and involved a range of partners, including other provincial
ministries, regional health authorities, municipalities, emergency
response agencies, utility and transportation companies, and
professional organi zations. The Province of Al be
with the Canadian Pandemic Influenza Contingency Plan, prepared by a partnership of federal,

provincial, and territorial governments.

The goal of Al bertabds plan is to reduce the num
minimize disruptions to daily life by providing access to appropriate prevention, care, and

treatment. The plan outlines roles, responsibilities and key activities before, during, and after an

influenza pandemic. It is a work in progress, and will be updated and added to as situations

change.

Who is responsible for what in a pandemic?

An influenza pandemic is an international health event. International, federal, provincial, and
local agencies will work together to respond.

International:

- The WHO watches for the emergence of new strains of influenza throughout the world. If
an influenza pandemic strain emerges, it will notify federal health authorities and provide
information to governments, the media, and the public on immunization and anti-viral
medication use.

Federal:

- Health Canada will provide nationwide coordination for the influenza response. They will
monitor the spread of the disease in Canada, provide links with the WHO and other
nations, and obtain and distribute vaccines.

- A National Pandemic Influenza Committee with representation from provincial, territorial,
and the federal governments will coordinate a national influenza response.

Provincial:

- Alberta Health Services will lead the health sector response. During an influenza
pandemic, the department will establish a Pandemic Response Centre. It will support The
Regional Health Authority, coordinate vaccine delivery across the province, provide
information, collect data on the spread of the disease in Alberta and help resolve any
health care issues that may arise. Alberta Municipal Affairs will lead the response
regarding the non-health consequences of a pandemic, primarily through Emergency
Management Alberta (EMA). EMA will communicate with municipalities, monitor the effect
of the pandemic on essential services, coordinate volunteer activities and federal
assistance programs, and monitor the need for support among families of victims.

- Each provincial government department will have contingency plans for the delivery of
provincial services and will assist Alberta Health Services, Emergency Management
Alberta, The Regional Health Authority, and municipalities to respond to a pandemic.
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- All provincial ministries and municipal governments will have contingency plans for an
influenza pandemic, which will include plans to keep essential services operating and
identification of back-ups for key personnel.

Local:

- The Regional Health Authority will provide
services to meet priority health needs. In
addition, they will provide information on the
number of cases, hospitalizations, deaths from
influenza, deliver vaccines and anti-viral drugs,
and establish and maintain communications in
their regions.

- Municipal governments will set priorities for
maintaining public safety and other essential
public  services (fire, police, waste
management, water, and utilities), support Regional Health Authorities in providing
information to the public, and, where necessary, close public buildings and establish
alternative care sites for the delivery of health care and immunization to the public.

Al bertabds pandcami)c i mlcdudEetshe i

- Working with health officials worldwide to look for evidence of disease;

- Rapid distribution of a vaccine when it becomes available;

- Ensuring the health care system can manage the surge of patients during the pandemic;
and

- Readying emergency planning services.

The Plan is divided into three phases:

1. Pre-Pandemic Phase: a new type of influenza virus has not been detected anywhere or a
new strain has been found only in a small number of people, most likely outside of
Canada.

2. Pandemic Phase: the WHO declares that an influenza pandemic is underway and the new
flu is detected in Canada. There will be localized outbreaks of the flu to start, followed by
broader outbreaks that will occur in waves.

3. Post-Pandemic Phase: the number of cases and deaths from the flu returns to normal
levels and the pandemic is declared to be over.

Action will be taken in the following key areas:

- Surveillance;

- Immunization;

- Health services;

- Emergency preparedness; and
- Communications.

Al berta intends to conduct and
exercise in responding to a pandemic, to help ensure that provincial
ministries, regional health authorities, and municipalities have both
plans and written procedures that are suitable for a pandemic
influenza situation.
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3. RISK MANAGEMENT

In risk management, foresight is critical; the focus of pandemic planning is on prevention. The
event of influenza pandemic, it is possible employee absenteeism could be in the 30% to 40%
range, with at least 20% absenteeism being likely. For example, employees may be absent due
to their own illness, family illness, or employees may not report to work due to the fear of
becoming ill. This level of absenteeism could result in school closures. Suppliers and other
services upon which School Authorities rely such as garbage removal or food distributors may
not be available. This shortage of supplies and services may last a few weeks with several
waves of more extreme shortages.

It is important to plan ahead for an influenza pandemic because of the serious impact it may
have on a School Division. Pandemics evolve quickly and require a co-coordinated and timely
response.

Pembina Hills Regional Division No. 7 will identify and assess exposures to injury and identify
critical operations to be maintained during an influenza pandemic, and those operations the
Division may have to suspend. Plans will be made to ensure the highest priority tasks can be
completed with the resources, physical and human, reasonably available to the Division.

4.  ASSUMPTIONS

I n preparing this plan it i s as seitherdeinfectedably the35 % o f
influenza and unable to work or to attend work because they are needed to care for family
members.

A pandemic may occur at any time during the year
services offered by the school division must be considered in a Business Continuity for
Pandemic Plan.

5. WHAT DOES THIS MEAN TO PEMBINA HILLS SCHOOL DIVISION?

Assuming this moderate scenario, 35% of the school population will be infected, that is
(Pembina Hills) students and staff will be observed to be ill and receive some form of medical
treatment.

50% will seek outpatient care 2750 students and staff.

1% will be hospitalized and recover i (55) students and staff.

0.4% may die 1 (22) students and staff.

If the pandemic is severe:
10% will be hospitalized i 550 students and staff.
2% may die (110) students and staff.

Dealing with ADLC students that would impact the school division the numbers would be;
50% will seek outpatient care 4500 students and staff.

1% will be hospitalized and recover i (90) students and staff.

0.4% may die 1 (36) students and staff.

If the pandemic is severe:
10% will be hospitalized i 900 students and staff.
2% may die (180) students and staff.
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Absenteeism will be the major issue that Administration and schools will be forced to deal with.
Students and employees will be absent from work for many reasons, including illness, caring for
others, fear of going to work, pandemic related public health measures (e.g. school closures)
and normal baseline absenteeism.

When preparing this plan the planning team considered that:

1 The pandemic virus may spread rapidly leaving little or no time to prepare due to the high
level of global traffic

1 The pandemic will be widespread with simultaneous outbreaks. Divisions or schools will

not be able to rely on neighboring divisions to assist

There will be shortages of healthcare, emergency, and essential services personnel due to

illness and absenteeism

There will be severe disruptions in essential services

There will be shortages of equipment and supplies

There will be scrutiny from media and the public and fear will be abundant.

= —a =9 =

6. PANDEMIC PLANNING

The World Health Organization has established six distinct phases to facilitate Pandemic
preparedness planning.

Phase Description
1 No virus circulating among animals have been
reported to cause infections in humans
2 An animal influenza circulating among domesticated
or wild animals is known to have caused infection in
humans.
3 Sporadic cases of small clusters of disease in

people, but has not resulted in human-to-human
transmission sufficient to sustain community level

outbreaks.
4 Verified Human to Human Transmission
5 Widespread Human Infection into at least two

Countries, in one WHO Region. Phase 5 is a strong
indication that a Pandemic is imminent.

6 Widespread Human Infection, Community level
outbreaks in at least one other Country, in a different
WHO Region

The designation of phases will be included in various locations throughout this plan to assist in
determining appropriate responses throughout the cycle of a pandemic event.

A pandemic event will affect the entire world. Assessment of such a global event will likely be
determined by the World Health Organization (WHO). Likewise assessments in the provincial
and regional divisions will occur as a pandemic event occurs. Many terms used in this plan will
be similar or identical to language used by WHO, the provincial government and/or the regional
health authorities. The assessment of the phase of the pandemic, as it relates to this plan, is
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assumed as a local assessment. This assessment may be determined by advice from other
authorities; however a local determination will be made by the Superintendent of Schools.

This plan only considers the effect of a Pandemic Influenza on operations of the Pembina Hills
Regional Division No. 7, and outlines the manner in which those services deemed critical and
vital will continue to be delivered throughout a pandemic event. All services offered by the
Division were considered and rated as critical, vital, necessary and desired. Once critical and
vital services are established, necessary services will be established and then desired services
as resources become available. These will be exercised in the context of the pandemic phases
as identified eatrlier.

Critical are services that must be provided immediately without which, loss of life or injury,
infrastructure destruction and loss of confidence in government. These services normally
require resumption within 24 hours, but for the purposes of pandemic planning they are the core
services of the Division.

Vital are services that must be provided within 72 hours without which would likely result in loss
of life or injury, infrastructure destruction, loss of confidence in government and disproportionate
recovery costs. For the purposes of pandemic planning, these are vital and necessary services
that would normally need to be performed or completed within a two to four week business cycle
to avoid significant damage or loss. These are services that may be performed on a rotating
schedule.

Necessary are services that must be resumed within two weeks or could result in considerable
loss, further destruction, or disproportionate recovery costs. For purposes of pandemic planning
these are services that staff will be allocated to either last or on a need to do priority.

Desired are services that could be delayed for two weeks or longer, but are required in order to
return to normal operating conditions, or alleviate further disruption. For pandemic planning
purposes, these are services that will be deemed as non-essential until such time as either staff
levels are back to normal and/or priority necessitates.

Factors that may be considered in prioritizing services may include, but are not limited to:

1 Immediate external obligations.

1 Immediate internal obligations.

1 Dependencies on other departments, service providers or agencies.

1 Other agencies dependent on your services.

1 Contractual obligations and liabilities.

1 Regulatory requirements.

| First response obligations.

1 Access to essential information.

| Minimum manpower required to provide services.

During a pandemic or other serious interruption o

may become ill and not able to make decisions or may lose their life. This plan will also be the
basis that outlines the criteria, including scope of responsibility for available senior staff to
activate and implement the plan.
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PLAN ACTIVATION

Once the first confirmed case of pandemic influenza is found in Canada and it is
progressing toward Al berta Phase 5, t he
Pandemic Plan is on standby and activated when appropriate. Significant consideration
must be committed to the decision to activate the plan. The risks inherent with the delay of
implementing the plan must be considered and conversely the premature activation of the
plan. The Division will regularly update and inform key stakeholders of ongoing
preparations during the pre-planning and activation stages.

The Superintendent or designate shall have the authority to activate the Pandemic Plan
(Phase 5 located within Pembina Hills Regional Division No. 7), and shall have the
authority to suspend the delivery of services as required based on the resources available
to deliver those services and to redeploy staff as necessary. Those services defined as
desired will be the first to be suspended, followed by those defined as necessary. If the
public need for any of the services identified as critical or vital were to decrease, their
continued operation will be reviewed and may be suspended, and any staff made available
by the suspension redeployed to another service.

Once the plan has been activated communications with staff (both at work and at home)
must strive to address or assist with a wide range of concerns, from questions regarding
service delivery to assistance in providing information on health care and shelter-in-place
suggestions.

Emergency notifications

A pandemic outbreak may last for weeks and up to several months in duration, therefore
during all levels of a pandemic response the Regional Office Emergency and Disaster
Operations Center (EDOC) shall be the primary contact for the management and
execution of the Pandemic plan. In the event of significant emergency events occurring,
the Superintendent or designate would contact the Field Services Liaison Manager or
Zone Director from Alberta Education.

The EDOC may also liaise with the following organization and agencies:

Alberta Emergency Management Agency 780-422-9000
Regional Public Health Office, Aspen Area 2 780-674-3408
Communicable Disease Nurse

Regional Medical Director, 780-674-2246
Barrhead Medical centre

Field Services Liaison Manager or Zone Director 780-427-9296
from Alberta Education

Alberta Health and Wellness 780-427-7164
Health link Alberta 1-866-403-4565
Town of Barrhead 780-674-3301
County of Barrhead 780-674-3331
Town of Westlock 780-349-4444
County of Westlock 780-349-3346

Town of Swan Hills 780-333-4477
County of Woodlands 780-778-4800

81

Di vi si



Occupational Health and Safety Handbook

Members of the Pembina Hills Regional Division No. 7 (PHRD) Emergency/Disaster
Operations Centre (EDOC) will be on standby. The Superintendent or designate will
assess the severity of the situation, and activate in whole or in part, the EDOC. Upon
receiving notification from the Superintendent or designate, the members of EDOC shall
immediately assemble in the Board Room (Regional Office), or another room or alternative
Campus or worksite, as appropriate, as designated by the emergency plan for the EDOC.

PHRD Communications

In the event of a pandemic situation there are many sources of information available to
staff, students and the public. It is PHRDOGS
ongoing monitoring and protective measures being done within the Division. These
communications may include but not limited to:

Letters being sent.

Media releases

Public information boards

Direct face to face communication

Emergency phone lines

Web site

Phone calls

Electronic messaging (email)

E R I I ]
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All information will be delivered under the direction of the Superintendent or
designate in the Superintendentodés absence.
All letters that pertain to the current pandemic situation, that are to be issued to
parents will be directed by the Superintendent or designate in the absence of the
Superintendent.
3.  Information on the protection of staff and the well of being students will be issued out

to the divisional sites through the Coordinator, Occupational Health and Safety to

ensure that only one source of information is being delivered to limit confusion.
4. Al media statements given by the Board will be in consultation with the

N

r

Superintendent or designate in the Superinte

Public Health Notification and Investigations

Aspen Area 2 Communicable Disease Nurse keeps in regular contact with local schools
within the Division to assess the spread of influenza. If the absentee rate of the school
rises quickly or the absentee rate should reach 10% of the student population the health
office may trigger an investigation into the illness. This investigation may include visits to
the school, visits to infected homes and visits with possible individuals who may have been
exposed and testing done through oral swabs. The seriousness of the spread of an
infection will be communicated to all school sites either through the public health office or
through PHRD Regional office under the direction of the Public Health office. This
communication will be through direct face to face contact, phone calls, emails, or letters.
Communications may involve the Division, individual schools, cases or persons who may
be at risk of being exposed or who have been exposed.
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GUIDELINES

The following guidelines will be used to evaluate the specific circumstances in a school if
the student to staff ratio increases, however the delivery method of curriculum changes. |If
students are in school, and, if a teacher is available for a group of students, then an
appropriate form of educational program shall be delivered.

Guideline for safe staff/student ratios per classroom (for Phase 6)

Staff/Students Ratio Curriculum Staff/Students Ratio

K-4 30-40 Homework will not be sent home
5-8 35-45 Homework will not be sent home
9-12 40-50 ADLC modules may be available for purchase by

students OR
www.Tools4Teachers.ca for other distance learning
materials.

K-12 40-50

Due to the nature of a Pandemic outbreak, teachers will advance curriculum programs
where possible. The Division will consider providing tutorials for senior high students.
Programming will be adapted to assist returning students that have been absent.
Alternate delivery methods and materials may be used.

SUCCESSION PLAN

It is possible in the event of a pandemic, that senior management may not be capable of
functioning in their normal positions.

If a person is not available, the person in the position listed immediately below that person
on the chart will assume that position.

Superintendent

Deputy Superintendent
Secretary i Treasurer
Assistant Secretary i Treasurer
Directors

In the event the Superintendent is not available, the Designate or his/her replacement will
assume the responsibilities of the Superintendent. In the event the Superintendent is not
available, the Designate or his/her replacement will assume the responsibilities of the
Superintendent. In the event that both the Superintendent and Deputy Superintendent are
not available the Secretary Treasurer and/or appropriate Directors will assume the
leadership responsibility in consultation with the Board Chair and /or Vice Chair.

It is also recognized that staff in one school or department may be affected by the
pandemic to a greater extent than others. In this event, existing staff may be asked to
assist in areas of responsibility that are different from their regular staff assignment. The
school principal shall identify an acting principal candidate for the consideration of the
Superi ntendent 6s consideration.
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11.

MINIMIZING ILLNESS AMONG STAFF
Primary strategies which will be used in order to minimize illness among staff include:

1 Restrict workplace entry of people with influenza symptoms.

| Promote good personal hygiene practices and workplace cleaning practices.

| Enforce social distancing (3 meter workspace rule, no shaking hands, and limit
number of meetings).

Enable work from home strategies.

Assist staff who become ill at work as described below.

Provide flexible worksites and work hours to minimize face to face contact.
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=
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The Division will ensure that sufficient supplies of hand cleansers and single use tissues
are available in the work places and that used tissues are disposed of immediately. The

Division will also strivet o provi de a #fAcleand environment,

clean environment i s not necessarily a

provided in areas of schools and wor kpl aces

include waterless hand cleanser, spray bottles and wipes which contain disinfectant.

If staff choose to use a mask such mask would be provided by the staff member, unless it
is required as a tool for the isolation room. Masks must be disposed of as soon as it
becomes moist or after any cough or sneeze, placed in an appropriate waste receptacle
and hands must be thoroughly washed and dried after the mask has been discarded.
Employees demonstrating respiratory infection at work shall be instructed to leave work
and immediately contact a health professional for advice and direction. Infected
employees shall not return to work until they are no longer infectious (as defined by the
regional health authority). Current research indicates that improper use of a mask may
result in increased risk of contracting a virus to the mask wearer.

MINIMIZING ILLNESS AMONG STUDENTS AND STAFF

Schools within the Division expect to continue to operate during a pandemic event; School
Division will also take steps to minimize the spread of infection. The primary strategy for
achieving this is to send staff and students home if they are suspected of being infected.
While this action is straight forward with staff (as they can be directed to return home),
more preparation is required to accommodate students. When a student is identified as
being in respiratory distress, the student shall be isolated from the unaffected student and
staff population, to be held there until
them home. Each school shall identify, in advance of a pandemic event (during Phase 1),
an isolation room that will provide for the care of infected students until they are picked up.
The isolation room shall be established in consultation with the Director of Plant.
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12.

Isolation rooms shall be established using the following guidelines:

Characteristics:

E R I ]

Large enough for size of school (to accommodate up to 10% of students population)
Water and/or washroom should be easily accessible

Room surfaces should be easily cleanable (not carpet)

Should be isolated from other parts of school where ever possible

Near an exit

Room shall have communication capability with school office

Cleaning of Isolation Room:

1
1
1
1

)l

Custodian to wear protective clothing

Custodial staff to receive training for standard of cleaning

Cleaning equipment used in isolation room to be cleaned after each day

Cleaning equipment used in isolation room to be dedicated to use in that room only
during a pandemic

Cleaning of isolation room to be completed in isolation of the remainder of the school

Supplies Required:
Protective clothing for workers to include:

=A =7 = A -a_-8_-9_9_-9_-9_-9a_-°2_-°a_-2°

wn = —a-a_-a_-98_9_-9_-29

Gowns

Gloves

Masks (masks shall be N95 standard)
Eye protection

Waterless hand wash
Cleansing supplies

Spray disinfectant

Wipes

i Me s s ¢to ckeantupsvomit)
Soda Crackers

Bottled water

Mattresses and bedding

oom Attendant:

Must wear protective clothing

Shall be trained in the appropriate use of and care of protective clothing and
equipment

Care for students that are located in room

Is assigned to the room for extended period of time during school operations
Assists in clean up

Transfers infected students to parents

Should be in good physical health

Should have influenza vaccination

Be trained in cleaning standards

Several candidates should be considered for each school

UPPORT TO EMPLOYEES AND EMPLOYEESOG FAMI
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The Division plans and prepares to allow staf
wellness and safety.

To assist maintaining employees at work and to ensure that employees who are sick do
not return to work and infect other employees, the Division shall institute modified
employee benefit policies during a pandemic as follows:

Human Resources will continue regular operations during a crisis and will not lay off
employees.

Sick Leave Accommodations

Teachers
1 All Teachers will be entitled to 90 sick days as outlined in the Collective Agreement.
If caring for others that may be deemed to be ill (not part of Collective Agreement
and non binding outside of a pandemic event).
1 | f possi bl e, a doctorodés note wil/l be require

Support Staff
1 All Support Staff will be entitled to their accumulated amount of sick days.
If caring for others (may be deemed to be ill).

| | f possible, a doctords note will be require
| Support Staff will be provided information on Sick Benefits through Employment
Insurance.

1 Please reference AP 40-53 Temporary Emergency Modified Pandemic Sick Leave
Benefits for further information

Compassionate/Bereavement Leave
1 As per the Division collective agreement, policy and procedure.

An AEmMployee & Family Assistance Plano is avail
families.

Fitness for Duty Policy

A fitness for duty policy provides guidelines on how long employees who have
demonstrated they are suffering the effects of influenza should stay away from work. This
period of time will be established once the effects of the influenza are known. The policy
shall also facilitate employees returning to work once they are well. Staff will be trained in
respiratory etiquette and symptom recognition.

Travel restrictions

To contain the spread of influenza and to protect those staff and students who are well,
travel restrictions shall be instituted. When Pandemic Phase 5 is reached in a local area
Staff shall be restricted from traveling to meetings outside their place of work. Likewise,
during Phase 5 or higher student travel for any reason shall be discontinued. Schools and
staff may choose to limit travel during earlier phases to reflect current conditions or
concerns.

13. RECOVERY PROCESS
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14.

Previous pandemics indicate that there will be a second and third wave of the pandemic.
The subsequent wave may be of a lesser severity and may have reduced effect because a
vaccine may be available. Therefore the Division will have to regroup quickly to determine
its status in terms of staffing, availability of supplies or services from external suppliers and
what role the municipality needs to play in the recovery of its residents and the public and
non-profit sectors.

As part of the recovery process, the Division will develop plans for the replacement of
employees unable to return to work and prioritizing hiring efforts. This will largely be
driven by the reintroduction of the desired and necessary services.

The Division shall evaluate the plan following the first wave and make any adjustments
that are deemed necessary, based on experience or on advice from health professionals.

TESTING AND MAINTAINING THE BUSINESS CONTINUITY PLAN

Plan testing is essential to this BCP Plan. The plan shall be tested, via a table top

exercise, annually to determine if environmental changes or plan and policy changes affect

this plan. Ti me wil | al so erode staffods

Other benefits or regular testing include:

1 Ensuring adequacy to this plan

1 Determining additional training that may be required, particularly as a result of staff
changes

bl Identifying any deficiencies in this plan

1 Demonstrating that the Division has the ability to provide services during an
emergency.

A record of the date and time of the test of this plan shall be maintained.
Testing, training and exercising of this plan should include social distancing techniques

including work from home capabilities and impacts of reduced staff on families and
essential functions and services.
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15. IDENTIFICATION OF ESSENTIAL SERVICES

Department i Corporate Services

Service Function How is Notes
Service >
i S|
Provided ‘_3 B ﬁ E
= © (3} 0
fu =t [} (O]
O |>|z]|AO
FOIPP Follow duties as described in the FOIP X
Phase 1 -6 Act in the event of an application under
that Act.
Payroll Process employee payrolls and issue DO orhome | X
Phase 2 - 6 payment. Ensure employee group plan by 2 staff.
coverage is maintained and employees
are receiving benefits due.
Phase 2 - 6 | ssue T46s. X
Finance Process payments for supplier invoices. X
Phase 2 - 6
Phase 2 -6 Complete and submit GST returns. X
Phase 1 - 6 Ensure sufficient funds are available to X
meet obligations.
Communications Routine communications X
Phase 1-6 Communications necessary as a result of | Working X
the pandemic. from home
Phase 1 - 6 Update the website with information as X
directed.
Technology Maintain and ensure the operation of the X
Phase 1-6 internal computer network.
Phase 2 - 6 Facilitate the ability of staff to work from X
home if necessary and approved.
Health and Safety Liaise with health and emergency X
Phasel - 6 contacts.
Phase1-6 Communications and assistance as X
necessary as a result of the pandemic
plan.
Human Resources To help coordinate services required from | Division X
Phase 1 -6 HR Office
Facilities and Ensure delivery service to schools X
Maintenance
Pre Pandemic Train RO staff on disinfecting and proper X
cleaning of their space.
Transportation
Family School Wellness
Student Services
c&l
Superintendency
Caretaking To maintain essential cleanliness By custodian | X
Phase 1 -6 or other RO
staff
Reception
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Department: School Administration

Service

Function

How is Service
Provided

Critical
Vital

Necessary

Notes

Instructional
Leadership

* Programs of Study

* Ensure access to current
Programs of Study for every
teacher in every subject is
being administered to K-12
students through routine
inspection and observation of
teachers by principal or
designate.

X| Desired

* ADLC
* Telus2Learn

* Implement programs which
will enable students to meet
the provincial graduation
requirements.

* Deliver programming to
children who are eligible for
Alberta Education funding for
Early Childhood Special
Education (ECS) and PUF.

* Support the education of
First Nations, Metis and Inuit
learners with appropriate
instruction by teachers.

* AlISI

* Provide opportunities for
teachers to coordinate and
implement AISI initiatives in
collaboration with school
administration and the
Division Curriculum and
Instruction Coordinator.

* Special Education

* Provide Special Education
Programs based on
Individualized Programs
Plans (IPP) to students with
special education needs,
including those who are gifted
and talented by teachers,
specialists or outside
agencies.

* Staff Professional
Development

* Make necessary resources
available or provide access to
promote staff development.

Evaluation of
Students and
Programs

* Evaluation of P.A.T.

and D.I.P. results

* Collaborate with teachers to
evaluate students and
programs to identify areas of
strength and those needing
improvement.

* Reporting of
Student
Achievement/GLA

* Communicate student
progress to parents regarding
achievement and grade level
of achievement by teachers.

Standards of
Education

* Provincial
achievement tests,
diploma exams

* Teachers and
Administration will distribute,
test and collect Provincial
Achievement Tests and
Diploma exams for grades 3,
6, 9 and 12.

* Alberta Ed will
make decisions
regarding
and DI P6s
pandemic
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Service Function How is Service Notes
Provided 2
= 21
o — O] =
= © 3] 7]
5|5 2|8
Management of the | School Plans including: | * Identify key goals, X
School * Three Year Plan strategies, performance X
* Technology Plan measures, results and time X
* Safety Plan lines for school based plans. X
* Communication Plan X
* AERR report X
* Budget X
Implementation of * Implement plans and * as related to
School Plans including: | monitor their effectiveness. X | pandemic
* Three Year Plan Modify plans as necessary. X
* Technology Plan (as it
relates to Pandemic X
activities)
* Safety Plan (as it
relates to Pandemic
activities) X
* Communication Plan
(asitrelates to
Pandemic activities) X X
* AERR report X
* Budget X
* Program Organization | * Provide access to minimum X
and Delivery hours of instruction for
students.
* Configure teaching X - as related to
assignments, room allocation, pandemic
student timetables and
support staff responsibilities.
Technology * |CT outcomes * Supervise and evaluate the X
incorporation of ICT
outcomes by teachers as
directed by Alberta Education
* Maintain and ensure the X - as related to
operation of the internal pandemic
computer network by LAN
Tech and Division
designates.
* Foster and promote the X
integration of technology by
teachers in all subject areas.
* School web-site * Ensure web-site is X
functional and periodically
updated to adequately reflect
information related to the
school.
Safe and Caring * Supervision of * Provide students with a safe | X
Environment students and caring environment that
fosters and maintains
respectful and responsible
behaviours.
* Safety of Staff * Provide staff with proper X

education and safety
procedures to ensure a safe
and healthy workplace with
adherence to Occupational
Health and Safety Standards.
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Service Function How is Service - Notes
Provided ]
ks a2l ©
of | | =
=S| ® o %)
| = (0] (O]
ol > z| A
* Routine inspections | * Provide training to safety X
of safety equipment, team within school in
facility, grounds coordination with the Division
Safety Manager to carry out
annual inspections.
* Communicate, * Practice and review safety X Practice safety
implement and procedures including fire procedures as they
update Safety Plan drills, lockdowns and severe pertain to
weather. Pandemic Plan
Communication * Communication with | * meet with staff to educate X
staff and inform of necessary
information.
* Communication * Update school community X
between school and with necessary information in
home all aspects to maintain quality
education and a safe and
caring environment.
* Communication with | * Communicate to get X
School Councils feedback with School
Councils.
* Communication with | * Establish ongoing X
School Division communication with the
Regional Office staff Superintendent and other
Division Office personnel
regarding all information
required to successfully carry
out quality education and a
safe and caring environment
within the school.
Teacher/Staff * Evaluate the * Provide feedback to X
Supervision and teachers and support | teachers using the Teacher
Evaluation staff employed in the | Effectiveness Framework to
school promote quality education.
* Teacher Quality * Ensure all teachers are X
Standards meeting the Teacher Quality
Standards and implement
Supervision Cycle for those
teachers not meeting these
standards.
Adherence to Carry out those X - as per Pandemic

Collective Agreement

duties that are
assigned to the
principal/designate by
the Board in
accordance with the
regulations and the
requirements of the
school council and
the Board.

Plan
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Department: Transportation

Service Function | How is Service _ Notes
i @©
Provided § ) § E
=S| ©f o »
—| = (D) Q
O > Z2| O
Transportation | Pandemic | Drivers continue to drive X Department is involved in
Phase 3 their daily routes pandemic awareness
Bussing Regular office planning and preparation
administration services
Pandemic | With evidence of X In-service on hygienic
Phase 4 increased transmission practices; appropriate
Bussing drivers continue to drive disinfectants/gloves
their daily routes stockpiled; combining of
Coordinators update the routes prepared
office on driver absence
and any significant
change in student rider
ship daily
Regular office
administration services
Pandemic | With evidence of XX Transportation is provided
Phase 5 significant human to by combining of bus routes
Bussing human transmission gate and contingency for central
service is suspended pick up points are planned
Coordinators report for for as driver availability
each route student rider declines; hygienic practices
ship and the status of the required daily; department
driver updated daily on driver
Office administration availability; field trips and
priority to verify daily rider non-mandated shuttle
ship for the following day service is cancelled; right of
to update driver directions refusal of transportation
for route combinations services for children
identified as ill.
Pandemic | Lastresort - Parent X | Notifying parents of
Phase 6 provided transportation suspension of transportation
Bussing service through

announcements on local
radio and school
communication on the
status of the pandemic
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Department: Facilities

Function How is Service o Notes
i IS
Provided T“j ) g E
S| ©f ol »
= =t [} [
o| > z| 0
Cleaning
General Cleaning By Custodial Staff X Classroom, halls and general cleaning. Floors, wall
spotting, glass.
Garbage By Custodial Staff | X Garbage to be removed dalily.
Washrooms By Custodial Staff | X Necessary to be cleaned daily for sanitary reasons and
disease control.
Food prep-areas By Contractors X Maintain health standards.
and/or staff
Isolation Room By Custodians X Primary area for disease control. Protocols will be
followed...
Recycling By Students X | Dry recycle can be retained for some time pending
space needs and fire issues.
Recycling By Students X Juice/milk containers to be removed from the school
every couple of days
Heat By Maintenance X One half day shutdown will not create critical problems
- ¥4 day shut down, Staff with the building freezing. Temperatures may drop to
cold weather levels requiring occupants to wear coats.
Closing the school will be determined by the principal in
conjunction with the Superintendent.
Consult with Maintenance Department.
Heat By Maintenance X A full day shutdown of heat requires the maintenance
-one day shut down, Staff department to start to winterize the building.
cold weather Likely the school will not open for school in the morning.
Closing the school will be determined by the principal in
conjunction with the Superintendent.
Consult with Maintenance Department.
Heat By Maintenance X Specific action depends upon the actual outdoor
-warmer winter Staff temperature.
weather Mitigation can be to shut the ventilation systems down.
Consult with Maintenance Department.
Heat By Maintenance X Heat is not as critical. May go 1 day or more without
-spring/fall Staff heat.
Mitigation strategies may be shutting the ventilation
system off.
Services by Maintenance Trades
Air Conditioning Maintenance and X | Most often tied into the heating system (heat pumps).
Contractors
Ventilation By Maintenance X Longer shut downs affect air quality, but in cold weather
Staff also retain interior temperature levels. Short term shut
downs have minimal impact on school.
Fresh Air By Maintenance X Consider 100% fresh air for systems capable of
Staff handling this. Very cold outdoor temperatures would
create problems.
Exhaust By Maintenance X Exhaust systems provide odor and dilution control. Not
-Washrooms Staff critical but should be repaired in a few days.
Exhaust By Maintenance X Exhaust systems provide odor and dilution control. Not
-cafeteria Staff critical but should be repaired in a few days. Consult
X with Maintenance Department.
Power Provided by the X Not critical from the safety of the building. May disrupt
Outage under 2 Utility the education operations of the school.
hours.
Power Provided by the X Power loss of over 4 hours would require closing of the

outage over 4 hours
Mechanical Systems

Utility

school as determined by the principal in consultation
with the Superintendent.
Consult with Maintenance Department.
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Function How is Service Notes
Provided >
- Sl 5
S| | 8L
28|38
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Power Provided by the X Cold weather power failure for short periods of time will
- outage in winter, Utility decrease temperature levels, but not affect the building.
short term Closure of the school will be determined by the principal
in conjunction with the Superintendent.
Consult with Maintenance Department.
Power Provided by the X Will require the closing of the school
Loss of power Utility Preparation for freezing may be required.
1 day or more Consult with Maintenance Department.
Water By Municipality or | X Sanitary sewer issues need consideration. Drinking
Loss of water service | by Maintenance water will be delivered using bottled water.
for up to 4 hours for Wells Closure of the school will be determined by the school
principal in conjunction with the Superintendent.
Consult with Maintenance Department.
Water By Municipality or X School will be closed.
Loss of water service | by Maintenance Consult with Maintenance Department
for more than 4 hours | for Wells
Water X The municipality maintains service to the meter.
Loss of potable water If water is contaminated (i.e. boil water orders),
service beyond 4 Maintenance will arrange for bottled water for drinking.
hours Water can be used for toilets
School closure is not contemplated.
Sanitary Sewer By Municipality X Loss of water restricts ability to use sanitary sewer.
Due to loss of water Closure of the school will be determined by the principal
in conjunction with the Superintendent.
Consult with Maintenance Department
Sanitary Sewer Inside schools i X If total blockage occurs in a school, it becomes critical
Due to total sewer by Maintenance within in a few hours.
line blockage Closure of the school will be determined by the principal
in conjunction with the Superintendent.
Consult with Maintenance Department.
Sanitary Sewer Inside Schools i X If only portions of the school are affected plans must be
Due to partial sewer by Maintenance implemented by staff to use the remaining toilets.
line blockage Closure may not necessary in these situations.
Consult with maintenance department
Septic Fields/ Lift By Maintenance | X If main system fails it becomes critical in two hours and
Stations i system Staff requires school closure.
failure for more than School closure will be determined by the principal in
2 hours conjunction with the Superintendent.
Building Maintenance
Snow Cleaning Contractors and X
Parking lots Maintenance Staff
Snow Cleaning Custodian Staff X
sidewalks
Ongoing A variety of X Telephones, intercoms, security systems, doors and
Maintenance systems requiring hardware and a range of other items need
Maintenance maintenance. The priority will be determined by the
other critical items and the ability to provide resources
to these items.
Deliveries
Malil Provided by X For the short term, not critical, for ongoing operations it
Division Staff becomes critical.
Supplies Provided by X Generally not critical as schools carry their own
Division Staff inventory however for sustained periods it will become
critical
Supplies Provided by X Supplies necessary for Pandemic response will be
Division Staff stocked centrally.
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SCHEDULE #AAO
SAMPLE MEMO TO STAFF DURING PLANNING PHASE

This is a draft memo to staff of the School Division during the influenza pandemic planning
phase outlining the current efforts of the School Division to prepare for a possible influenza
pandemic outbreak.

To: All Employees

From:

Date:

Subject: PANDEMIC PLANNING

On a regular basis, we hear about the outbreak of Avian Influenza and how it is spreading to
countries around the world. While the Avian Influenza is not yet in Alberta, it may arrive here in
the future. This strain of Avian Influenza is not easily transmitted from person-to-person. Birds,
however, are extremely susceptible to the virus. Scientists and public health professionals are
concerned that the highly pathogenic HSN1 Avian Influenza virus may mutate so that it can
easily infect people and spread rapidly from person-to-person. This would cause a worldwide
influenza outbreak, called a pandemic. Even if this does not happen, a different, brand new
influenza virus could emerge with little warning. There were three influenza pandemics in the
20th Century and experts believe another is imminent.

While no one looks forward to an influenza pandemic, the School Division is taking a proactive
approach in addressing influenza pandemic issues for schools. This includes the development
of a written Influenza Pandemic Action Plan. We are working closely with health officials to
share the most up-to-date information as it becomes available. We are coordinating our efforts
with other agencies involved in influenza pandemic planning and we will continue to monitor the
situation so that we are able to efficiently respond to any changes. We will provide you with
periodic updates.

In the meantime, we encourage you to learn more about influenza pandemic by visiting
www.health.gov.ab.ca/influenza/pandemic_plan.html. This website contains valuable
information about what each of us can and should be doing to prepare for the possibility of
influenza pandemic.

Should you have any questions or concerns, please do not hesitate to contact us.
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SCHEDULE nBO

SAMPLE MEMO TO STAFF IF PANDEMIC
IS OCCURRING IN OTHER PARTS OF THE COUNTRY

This is a draft memo a School Division could send to staff if influenza pandemic cases are
occurring in other parts of the country. The memo reinforces risk reduction measures and
informs employees of the possibility that a school may have to close if the situation worsens.

To: All employees

From:

Date:

Subject:  Influenza pandemic cases in other parts of Canada

Health officials have confirmed that cases of influenza pandemic are now occurring in other
parts of the Country. It is critical we all work together to reduce the risk to our students and to
ourselves.

Students may come down with influenza pandemic-like symptoms while at school. These
include fever of more than 38.6°C, and coughing or sore throat, usually combined with muscle
aches. Unlike a cold, influenza symptoms usually occur rapidly. If any student exhibits these
symptoms, he/she should immediately be sent to the school office and be isolated from other
students.

If you have influenza-like symptoms, you should stay home until you no longer have a fever. If

symptoms start while you are at work, please report immediately to your school principal for

evaluation. Stay at least three feet away from other people, and cover your mouth with a tissue

when you cough or sneeze, or cough or sneeze into the bend of your arm. Please practice and

reinforce good hygiene procedures to minimize the spread of the influenza virus:

- Encourage students and your colleagues to wash their hands thoroughly with soap and
water before eating, and do so yourself.

- Remind students to avoid touching their eyes, nose or mouth, because this practice can
transfer the influenza virus from the hands into the body.

- Discourage students from sharing food or utensils. This is especially important because it
is possible to spread the influenza virus to others before you have symptoms yourself.

If the situation worsens, there is a possibility that schools may be advised to close for a period of
time. We will inform you immediately if a decision is made to close schools.

Thank you for your cooperation in a difficult situation.
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SCHEDULE ACO

HELPFUL WEBSITES

Health Departments:

World Health Organization:
www.who.int/csr/disease/avian _influenza/en/index.html

Public Health Agency of Canada Influenza Watch:
http://www.phac-aspc.gc.ca/fluwatch/index.html

Capital Health:
http://www.capitalhealth.ca/EspeciallyFor/EmergencyPreparedness/Avianinfluenza/default.htm\

Calgary Health Region:
http://www.calgaryhealthregion.ca/pandemic/pdf/ResponsePlan.pdf

Alberta Health and Wellness:
www.health.gov.ab.ca/influenza/pandemic.html

Health Canada:
http://www.hc-sc.gc.caliyh-vsv/diseases-maladies/pandem e.html

Other online resources:
http://www.pandemicflu.gov/ (American website)

http://www.redcross.org/news/ds/panflu/ (American Red Cross)
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SCHEDULE nDO
ADDITIONAL RESOURCES

The Capital Health Authority posted a Pandemic Preparedness Guide for schools at:
www.capitalhealth.ca/Especiallyfor/Pandemiclnfluenza/default.htm

AAl bertads Plan for Influenza pandemico:
http://www.health.gov.ab.ca/Influenza/PandemicPlan.html

ARAl berta Government, Munici pal Excell ence Network
http://www.menet.ab.ca/541.asp

Al tos i n ftiplwww.health.dos.@b:cal/influenza/Self Care.html

Booklet
Influenza Self-Care: It's in your hands

Fact Sheets

Hand washing to prevent Influenza

How to take a temperature - children and adults
Over-the-counter (non-prescription) medications for Influenza
Influenza antiviral medications

Dealing with stress or feelings of fear because of Influenza
Influenza pandemic

For more information:
Health Link Alberta
Edmonton, call 408-LINK (5465)

Calgary, call 943-LINK (5465)
Outside Edmonton and Calgary local calling areas, call toll-free 1-866-408-LINK (5465)
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SCHEDULE AEO

MEDIA TIPS

Media Planning tips:

Pick one person to deal with the media, preferably someone who knows a lot about the
school or School Division and can answer questions.

Have the Influenza Pandemic Plan in place and make sure staff knows what information is
appropriate to release.

Create a master media list with telephone/fax numbers and contacts. Add to this list as other
media call.

Create a list of PR experts to call for help.

Use technology. Establish an e-mail group for updates to staff, board members, and media.
List news updates on Web sites.

Have media kits on hand, including School Division facts, names of school board trustees,
regional office personnel and administrators, school floor plans, and community description.

Il nclude a <clear statement explaining the School
student information and facilities and make sure staff understands the policy.
When reporters are coming:
- Create a central communication post for news briefings and assign a spokesperson.
- Anticipate reporters needing to use telephones workspace, electrical outlets. Don 6t f or ge't
about restrooms.
- Plan regular briefings and announce them as far in advance as possible. Ask reporters to
refrain from questions until all designated speakers have released statements.
- Assign one telephone number, releasing it to the media to publish and broadcast.
- Ef fective media relations are | udaltcomnmeatignart of
plan during an influenza pandemic.
Communications:
- How will staff, students, parents, and the community be kept informed? Who will deal with
the news media? The School Division will communicate as quickly as possible to staff,
students, and parents. Develop a way of informing all schools within the division.
- Plans need to focus on managing i ensuring the safety of students and staff, protecting
school property, and restoring normal educational processes as quickly as possible. Plans
also need to focus on communicating i before, during, and after an influenza pandemic.
Flexibility needs to be builtin. Thi ngs dondét al ways go as planned
- A primary goal is keeping the public informed about the pandemic while maintaining
student and staff privacy.
- As soon as possible, provide the communication person with a concise statement of the
facts so information can be released. The statement should be based on what you can
confirm at the present ti me. Never specul at e.

with the media.
If an influenza pandemic hits, a sound plan can guide a School Division through the
process with sensitivity, credibility, and dignity.
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SCHEDULE AFO
THE FIRST THIRTY MINUTES OF A CRISIS

What is done in the first 30 minutes of a crisis is crucial in controlling rumors and determining
peoplebdbs perceptions of the crisis and how it was
- The crisis team leader should take charge.

- Gather the facts.

- Define the problems.

- Consider options. Act to ensure the safety of staff and students.

- Communicate with staff and students.

- Brief the news media.

- Prepare for telephone calls and volunteers (for major disasters.)

- Decide the best way to communicate with parents

- Demonstrate competence.

- Make sure information provided is accurate and reliable.
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SCHEDULE AGO
SAMPLE PARENT LETTER #1 (PREVENTION LETTER)

Draft letter to help prepare parents for an influenza pandemic before there are human influenza
or Avian Influenza cases in Canada.

Dear Parents,

This letter will help your family prepare for an influenza pandemic that could make many people
sick. At this time, there is no influenza pandemic of any kind in Canada.

Public health officials are worried the Avian Influenza virus may change. If so, it could infect
people and spread easily and quickly from person-to-person. This could cause a worldwide
influenza outbreak, called a pandemic.

Public health officials would like people to protect themselves against the influenza pandemic.

Here are some ways to protect your family:

- Keep children who are sick at home. Don't send them to school.

- Teach your children to wash hands frequently with soap and water for 20 seconds. Be
sure to set a good example by doing this yourself.

- Teach your children to cover coughs and snheezes with tissues or by coughing into the
inside of the elbow. Be sure to set a good example by doing this yourself.

- Teach your children to stay at least three feet away from people who are sick.

- People who are sick should stay home from work or school and avoid other people until
they are better.

If you have questions, please contact your healthcare provider. You can get more information
from (INSERT NAME OF HEALTH AUTHORITY). Visit online at http://www.xxx or call the XX
Emergency Information line at (XXX) XXX-XXXX.

The federal government website with information on pandemic planning for individuals and
families is: http://www.phac-aspc.gc.ca/influenza/pandemic_ga_e.html.
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SCHEDULE #A HO
SAMPLE PARENT LETTER #2 (FIRST BIRD CASE)
The confirmation of a bird infected with Avian Influenza in Canada does not signal an influenza
pandemic, there will be confusion and concern when this happens.

This draft letter may help prepare parents for the influenza pandemic after first bird case is found
in Canada.

Dear Parents,

As expected, birdbés sick with Avian I nfluenza

that, at this time, there are no known human cases of Avian Influenza in Canada.

Health officials are worried that the Avian Influenza virus may change so that people can get
sick from it. If that happened it could spread from person-to-person. This would cause a
worldwide influenza outbreak, called a pandemic.

As there is no influenza pandemic now, we want to remind you about some ways to protect your

family from getting sick:

- Keep children who are sick at home. Don't send them to school.

- Teach your children to wash hands frequently with soap and water for 20 seconds. Be
sure to set a good example by doing this yourself.

- Teach your children to cover coughs and sneezes with tissues or by coughing into the
inside of the elbow. Be sure to set a good example by doing this yourself.

- Teach your children to stay at least three feet away from people who are sick.

- People who are sick should stay home from work or school and avoid other people until
they are better.

- Do not touch sick or dead birds.

If you have questions, please contact your healthcare provider. You can get more information
from (INSERT NAME OF HEALTH AUTHORITY). Visit online at http://www.xxx or call the XX
Emergency Information line at (XXx) XXX-XXXX.

The federal government website with information on pandemic planning for individuals and
families is: http://www.phac-aspc.gc.ca/influenza/pandemic_ga_e.html.
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SCHEDULE #dl o

SAMPLE PARENT LETTER #3
(INITIAL INFLUENZA PANDEMIC OUTBREAK)

Draft letter to let parents know schools are open
Dear Parents,

This letter will give you information about the influenza outbreak in Alberta. Every year, some
people get sick with the influenza during the fall and winter months. This year, there is a new
influenza virus that is making people in Alberta sick. Many students and teachers in our school
are sick with the influenza. We hope they will all get better quickly.

At this time, the Regional Health Authority tells us students who are not ill can safely come to
school. The schools will remain open. We will keep you updated with any important information.

To keep the influenza from spreading to more people, we ask you to keep sick children home.
Any children who are sick in school will be sent home.

Here are some ways to stop the spread of germs and sickness:

- Keep children who are sick at home. Don't send them to school.

- Teach your children to wash hands frequently with soap and water for 20 seconds. Be
sure to set a good example by doing this yourself.

- Teach your children to cover coughs and sneezes with tissues or by coughing into the
inside of the elbow. Be sure to set a good example by doing this yourself.

- People who are sick should stay home from work or school and stay away from other
people until they are better.

- Stay away from shopping malls or other places where there are large groups of people.

If you have questions, please contact your healthcare provider. You can call the school hotline
(INSERT TELEPHONE NUMBER). You can get more information from (INSERT NAME OF
HEALTH AUTHORITY). Visit online at http://www.xxx or call the XX Emergency Information line
at (XXX) XXX-XXXX.

If the influenza pandemic continues to spread and more students become ill, schools may close
for a few days or weeks. The purpose of closing schools will be to keep children from getting
sick. If schools are closed, children must stay at home. We suggest you begin planning now for
childcare in your home.
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SCHEDULE fAJo
SAMPLE PARENT LETTER #4 (School Closure)

Draft letter to inform parents schools are closed

Dear Parents,

The School Division has been ordered to close all schools within its division. This order is
because of the influenza pandemic situation in , Alberta. All schools are immediately
closed until further notice and children must stay home.

Schools may be closed for days or even weeks to reduce contact among children and stop the
spread of the influenza. As soon as we learn when we can reopen the school, we will let you
know.

We appreciate that many students and their families are sick. We understand this is a difficult
time for our community and we wish those who are ill a speedy recovery.

Because the influenza is easily spread from person-to-person, it is not safe for large groups of
people to gather. During this time, both children and adults should stay away from other people
and groups as much as possible. They should not gather in other locations such as shopping
malls, movie theaters or community centers.

For more information, call your healthcare provider or visit (INSERT NAME OF HEALTH
AUTHORITY) website at http://www.xxx or call the XX Emergency Information line at (xxx) xxx-
xxxx. [Need to confirm just prior to publication that the number is 1-888-959-9911]

Again, we will contact you as soon as we have information about when school can reopen.
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SCHEDULE #AKO
SAMPLE PARENT LETTER #5 (School Re-Opens)

Draft letter to inform parents schools are re-opened.

Dear Parents,

Alberta Health officials have declared the influenza pandemic is under control. Our school will

open again on (ADD DATE). At this time, students may safely return to
class.

Even though school is opening, there are still some people who are sick from the influenza virus.
Health officials say that influenza pandemic outbreaks sometimes happen in waves. This means
more people could become sick soon again. If more people get sick, schools may need to close
again. If this were to be the case, we would communicate with you.

Because the influenza can still be spread from person-to-person, please keep children who are
sick at home. Don't send them to school.

We are looking forward to seeing your children again on (ADD DATE) at the
regular start time at school.
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SCHEDULE #ALO
SAMPLE PRESS RELEASE #1
School Authorities may work from this draft press release to announce schools remain open.
For release (DATE) Contact: (name and number)
School Division (name) schools are open but parents should prepare

Our School Division schools remain open despite the influenza pandemic outbreak in Alberta.
However, parents are asked to prepare for possible closures if the virus continues to spread.

We are working together with health officials to monitor the situation and parents will be updated
with any important information.

"At this time, we believe students can safely attend classes and schools will remain open. Our
thoughts are with all of our families and children who are affected," said (health official)

If the influenza pandemic continues to spread and more students become ill, health officials say
they may need to order schools closed for a period of time. They urged parents to begin
planning now for childcare in their home.

Health officials say parents can help protect their children and prevent the spread of influenza

pandemic as they would colds and other influenza by taking the following precautions:

- Teach your children to wash hands frequently with soap and water for 20 seconds. Be
sure to set a good example by doing this yourself.

- Teach your children to cover coughs and sneezes with tissues or by coughing into the
inside of the elbow. Be sure to set a good example by doing this yourself.

- Teach your children to avoid proximity with people who are sick, and stay home from work
or school if you are sick.

Our recommendations may change during the course of an influenza pandemic outbreak. For
school updates, parents can call the School Division hotline at (INSERT NUMBER) or the
(INSERT NAME OF REGIONAL HEALTH AUTHORITY) Emergency Information Line at: (xxxX)
XXX-XXXX.

For more information on influenza pandemic, visit INSERT NAME OF HEALTH AUTHORITY)
website at http://www.xxx or the federal government website at http://www.phac-
aspc.gc.calinfluenza/pandemic_ga_e.html.
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SCHEDULE Mo
SAMPLE PRESS RELEASE 2

School Authorities may work from this draft press release to announce school closures. A
similar press release may be issued when school re-opens.

For immediate release (DATE) Contact: (name and number)

Order of closure of schools in

has ordered the closure of schools as a result of the influenza

pandemic outbreak in

Schools may be closed for a period of time i several days or even weeks. Because the virus is
easily spread from person-to-person, Alberta Health Authorities have also ordered other
educational institutions to close. Because it is unsafe for large groups of people to gather,
health officials warn people to stay away from shopping malls, community centres and other
places where germs can be spread.

"We know this is an anxious time for our community and our thoughts are with those who are |ll.
We are working closely with the schools to deal with the situation and will keep parents updated
with any important information," said (Local Health Official).

According to HEALTH OFFICIAL, the purpose of closing schools is to decrease the risk of staff
and students getting sick and to limit the spread of infection.

More information on influenza pandemic is available on (INSERT NAME OF HEALTH
AUTHORITY) website at http://www.xxx or call the XX Emergency Information line at (xxx) xxx-
XXXX.
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SCHEDULE #ANO

SAMPLE KEY MESSAGES FOR SCHOOL OFFICIALS
(IN THE EVENT OF A PANDEMIC OUTBREAK)

We know this is an anxious time for our community and we are concerned about those who are
ill. We are working closely with local health officials to deal with the situation and will keep
parents updated with any important information.

At this time, under the guidance of the Regional Health Authority, we believe students can safely
attend classes and schools will remain open.

If the influenza pandemic continues to spread and more students become ill, health officials may
need to close schools for an extended period of time (for example, up to weeks).

The purpose of closing schools will be to decrease contact among staff and children in order to
decrease their risk of getting sick and to limit the spread of infection. If schools are closed,
children should stay at home.

We urge parents to plan now for the possibility of schools closing.

Parents can help protect their children and prevent the spread of influenza pandemic as they

would colds and other influenza by taking the following precautions:

- Teach your children to wash hands frequently with soap and water for 20 seconds. Be
sure to set a good example by doing this yourself.

- Teach your children to cover coughs and sneezes with tissues or by coughing into the
inside of the elbow.

- Teach your children to avoid proximity with people who are sick, and stay home from work
or school if you are sick.

Recommendations may change during the course of the influenza pandemic. We will make
public announcements through the internet, newsletters, and media, and parents can call the
School Division's hotline at (INSERT HOTLINE).

For more information on influenza pandemic and prevention, visit the website of (INSERT NAME
OF HEALTH AUTHORITY) at http://Wwww.XXX.
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SCHEDULE AO0OO

SAMPLE KEY MESSAGES FOR SCHOOL OFFICIALS
(SCHOOL CLOSURES)

Schools have been ordered closed in , Alberta, effective as a result of the
influenza pandemic outbreak in our county.

Schools may be closed for an extended period of time (for example, upto ___ weeks).

We know this is a difficult time for our community and our hearts go out to those who are ill. We
are working closely with health officials to deal with the situation and will keep parents updated
with any important information.

Because influenza pandemic is easily spread from person-to-person, it is unsafe for large groups
of people to gather and children should stay home. The purpose of closing schools is to
decrease contact among staff and children in order to decrease their risk of getting sick and to
limit the spread of infection.

During this time, children and adults should stay away from other people and groups, as much
as possible. Health officials also advise people should not gather in other locations such as
homes, shopping malls, movie theaters or community centers.

Parents can help protect their children and prevent the spread of influenza pandemic as they

would colds and other influenza by taking the following precautions:

- Teach your children to wash hands frequently with soap and water for 20 seconds. Be
sure to set a good example by doing this yourself.

- Teach your children to cover coughs and sneezes with tissues or by coughing into the
inside of the elbow.

- Teach your children to stay at least three feet from people who are sick and stay home
from work or school if you are sick.

Recommendations may change during the course of the influenza pandemic. We will make
public announcements through the media and parents can call the School Division's hotline at
(INSERT NUMBER)

1. For more information on influenza pandemic and prevention, visit the website of (INSERT
NAME OF HEALTH AUTHORITY) at http://www.XXX.
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Appendix One

Fitness for Duty Procedure in Event of Pandemic

The Division is committed to providing a safe work environment in the event of a pandemic, and
to protect the health and safety of students and staff. This administrative procedure and
application applies specifically to a pandemic event.

Purpose:

This procedure provides for identifying and intervening when staff could pose a threat to the
safety of others and property as a result of having contracted a flu virus related to the pandemic.

Definitions:

fFit for Dutyo : means abl e tties opteerjdbowitmout créatng a sk for other
students or staff of contracting the flu virus.

fHealth Service Providerd0 i s a doct or of medi cine or ot her

to provide a medical opinion on the state of health of a staff member as it relates to the flu virus
as expected in a pandemic event.

fSupervisoro i s the person to whom a staff member

Employee Responsibilities:

1.  Reporting to work fit for duty

2. Notifying the supervisor when not fit for duty

3. Notifying the supervisor when observing a co-worker who may not be fit for duty (in cases
where the possibly impaired individual is the employees supervisor, the employee should
make the notification to the next higher level manager or Human Relations staff).

repor

4, Cooper ating with a supervisords directive and/ or

Supervisor Responsibilities:

1. Observing the attendance, performance and behavior of staff they supervise.

2. Interviewing an employee who appears to the supervisor unfit for duty and referring an
employee for a medical evaluation when appropriate.

3. Recording the reasons/observations that triggered a fitness for duty medical evaluation
referral.

4, Utilizing this policy in a fair and condi
the confidentiality of medical information.

Procedures:
1. The supervisor who receives reliable information that an employee may be unfit for duty,

or through personal observation believes an employee to be unfit for duty, will validate and
document the information or observations as soon as is practical. Actions that may trigger

stent

the need to evaluate an employeeds fitness for

observation of flu conditions consistent with a pandemic event.

2. The supervisor will present the information or observations to the employee at the earliest
possible time in order to validate them, and will allow the employee to respond to the
concern. The supervisor will then determine whether the employee should leave the
workplace immediately for safety reasons.
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The supervisor may direct the employee to a health service provider to assess the
condition of the employee. An employee may not be allowed to return to work until such
an assessment has been provided or until the supervisor has been satisfied that the
employee is fit to return to work.

The employer shall be responsible for the cost of any medical evaluations completed by a
health service provider, if required by the employer.

Prior to returning to work after recovery from a flu virus consistent with a pandemic event,
the supervisor shall consider advice received from the local health authorities on the length
of time considered appropriate to recover from the flu virus, and the length of time the virus
remains infectious.
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Appendix Two - Pandemic Kit

This kit is to be accessed in the event that a pandemic situation has been declared or otherwise
directed by Pembina Hills Regional School Division.

The kits must be checked every year or upon use and items used or expired must be replaced.
Items that expire are;

1. Hand sanitizer

2. Barrier gloves

3. Disinfectant Spray

This kit contains;

21 Large size disposable coveralls

21 Extra large size disposable coveralls
1 - Box of large barrier gloves

1 - Box of Extra large barrier gloves

2 - Boxes of N95 particulate masks

6 - Garbage bags

21 Boxes of wipes

21 Body fluid kits

21 Containers of hand sanitizer

21 Containers of disinfectant

2 - Pairs of goggles

MSDS sheets for hand sanitizer and disinfectant

Replacement of expired components of this kit is the responsibility of the site. Components are
not brand specific but must meet the function they are to fulfill.

If you have any questions about this kit or what to use to replace items please contact the PHRD
Office of Occupational Health and Safety - 780-674-8510.

112



Occupational Health and Safety Handbook

Emergency / Disaster Planning

1.

Purpose

Pembina Hills Regional Division No. 7 (PHRD) has an obligation to protect and ensure the
health and safety of students, public occupying PHRD facilities, contract service staff and
staff in the event of an emergency or disaster situation. Therefore, it is necessary to have
a school emergency plan to be in a state of preparedness that extends beyond normal
procedures.

Overview

A definite plan to deal with major emergencies is an important element of Occupational
Health & Safety programs.

Besides the major benefit of providing guidance during an emergency, developing the plan
has other advantages. You may discover unrecognized hazardous conditions that would
aggravate an emergency situation and you can work to eliminate them. The planning
process may bring to light deficiencies, such as the lack of resources (equipment, trained
personnel, supplies), or items that can be rectified before an emergency occurs. In
addition, an emergency plan promotes safety awareness and shows the organization's
commitment to the safety of workers.

The lack of an emergency plan could lead to severe losses such as multiple casualties and
possible financial difficulties of the organization.

The Division faces the challenge of having to address general emergency preparedness
for many different facilities. While many emergency procedures may be common among
Division schools, each facility is responsible for developing a site specific Emergency
Preparedness Plan that meets Legislative and Division requirements and guidelines.

The Division has developed procedures that provide schools with direction on how to
respond to a variety of events with each site having the opportunity to address situations
unigue to its location or circumstance. The Department Heads or Principals are the
Division liaisons with the Disaster Operations Centre in any municipal emergency affecting
any, or all, Division sites.

Overall Objective of the Plan

An emergency plan specifies procedures for handling sudden unexpected situations. The
objective is to reduce the possible consequences of the emergency by:

1 Preventing fatalities and injuries to workers, students and public;

| Preventing damage to the environment;

| Reducing damage to buildings, stock, and equipment; and

| Accelerating the resumption of normal operations.

Development of the plan begins with a vulnerability assessment. These results of the study
will show:

q How likely a situation is to occur

1 What means are available to stop or prevent the situation and

1 What is necessary for a given situation?
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From this analysis, appropriate emergency procedures can be established. At the
planning stage, it is important that several groups be asked to participate. Among these
groups, the joint occupational health and safety committee can provide valuable input and
a means of wider worker involvement. Appropriate municipal officials should also be
consulted since control may be exercised by the local government in major emergencies
and additional resources may be available. Communication, training and periodic drills will
ensure adequate performance if the plan must be carried out.

What is a vulnerability assessment?

Although emergencies by definition are sudden events, their occurrence can be predicted
with some degree of certainty. The first step is to find which hazards pose a threat to any
specific enterprise.

When a list of hazards is made, records of past incidents and occupational experience are
not the only sources of valuable information. Since major emergencies are rare events,
knowledge of both technological (chemical or physical) and natural hazards can be
broadened by consulting with fire departments, insurance companies, engineering
consultants, and government departments.

Legislative Requirements

School Boards are required to establish and maintain an emergency response plan to
protect the safety and health of the staff, students, and to limit damage to property and to
resume essential services in an emergency or disaster situation. This plan is mandated
under the Safety Codes Act, the Occupational Health and Safety Act and the Disasters
Services Act.

The Safety Codes Actest abl i shes the Divisionds responsib

buildings, while the Occupational Health and Safety Act sets out its obligations as the
employer and the school or department employees. In addition, the Government
Emergency Planning Regulation of the Disaster Services Act st at es fit he
approve t he de peacy tespensetplars and appaingan emergency planning
officer to coordinate the preparation, maintenance and discharge of the emergency
functions of the Division. o

Under provincial legislation, every school or workplace must develop and implement an
on-site emergency preparedness program. The employer must consult with affected
employees in establishing the emergency preparedness program and ensure that the
program is kept current. Emergency preparedness and response is regulated under the
Occupational Health and Safety Act, Regulation and Code.

According to the Occupational Health and Safety Code Part 7 an emergency
preparedness program must include:

1 The identification of potential emergencies.

q Procedures for dealing with the identified emergencies.

T The identification of, location of, and operation procedures for emergency
equipment.

Emergency response training and requirements.

Location and use of emergency facilities.
Fire protection requirements.

E
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Alarm and emergency communication requirements.
First aid services required.

Procedures for evacuation.

Designated evacuation responsibilities

Testing of the plan

Review of the emergency plan annually

E R I

Schools also play an important role with municipal disaster planning. Some sites may be a
collection point for evacuees, distribution of disaster supplies and use of messaging
boards for the distribution of information. It is important that in times of disaster the
Division as a whole pulls together so effective and efficient assistance can be delivered in
times of need.

The Emergency Response Plan is prepared under the authority of the Government

Emergency Planning Regulation of the Disaster Services Act, the Safety Codes act and
the Occupational Health and Safety Act.

a) LEGISLATION OVERVIEW

Safety Codes Act Occupational
Health & Safety Act
(OH&S)
Government
Organization Act . Emergency
———»| Management
Plan

Fatal Injuries Act

Public Works Act o~ T

Disaster

Services Act Alberta Environmental

Protection and
Enhancement Act
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5. Guidelines for Emergency Preparedness Compliance

a)

b)

Activation of the Emergency Plan

Incidents covered in the identified emergencies are to be assessed by on-site or
responding PHRD personnel. Depending on the degree of the emergency the
Incident command structure may or may not be activated. The Superintendent or
Deputy Superintendent of Schools, Principal, Department Head, Divisional Safety
Coordinator, or designates have the authority to activate the emergency plan in the
event of an emergency.

Depending on the scale of the emergency, the emergency plan can be small where
only effected sites or areas are affected by the emergency or be expanded to involve
the entire Division.

The Plan may also be activated upon request from the Director of Disaster Services
within the municipality, the school or Division they reside in. These roles are
illustrated in Form OH&S 157 Incident Command Organization.

Natural hazards, such as floods or severe storms, often provide prior warning. The
plan should take advantage of such warnings with, for example, instructions on
sandbagging, removal of equipment to needed locations, providing alternate sources
of power, light or water, extra equipment, and relocation of personnel with special
skills. Phased levels of emergency allow such measures to be initiated in an orderly
manner.

Deactivation of the Emergency Plan

It is important to plan the deactivation of the emergency plan and that normal
operations resume. The person acting as the PHRD incident commander for the
emergency has the authority to deactivate the plan. This deactivation may be done
in stages where the Incident Command (IC) is transferred to supervisors on site, this
scaling down of involved PHRD staff allows for the incident to start scaling down the
involvement of PHRD resources. Once a transfer of IC has been done to
supervisors or designates on site then that IC resource would go back into normal
operations.

Divisional deactivation or scaling down of the response would be done by the
Superintendent or Deputy Superintendent. This is not to say that a hazard or threat
would not be still in effect just that the level of threat or loss occurring would no
longer dictate that the level of response to be the same. In these situations the IC
would be transferred to individual sites to manage as single units. The individual
sites would be debriefed of the emergency and actions taken so far by the Regional
Office emergency staff and then IC is then handed over to the individual sites.
Regional Office would still act in its normal function and require updates to the status
of the emergency at regular intervals.

Site based deactivation would be that no further loss or threats are occurring. At this
point the IC would declare that the emergency is over and the emergency plan would
no longer be in effect. Staff and occupants could resume normal operations. An

fALL CLEARO woul d be communicated or announced

the emergency plan.
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c) Identification of Emergencies
The Division has identified the following situations as potential emergencies:

A plan to manage each identified emergency that has the potential to occur on a
Division site must be developed or adopted by each site.

1) Internal emergency or disaster event
1 Fire/Explosion
1 Chemical Release
1 Building Collapse
1 Utility Disruption
1 Severe Weather
1 Abduction
1 Armed intruder
1 Youth Gatherings (Civil Disturbance)
1 Suspicious Activity and/or Individual
1 Bomb threat
1 Pandemic diseases like influenza
1 Suspicious package
1 Drinking water contamination
1 Injured/medical emergency for staff, student or public
1 Other school or External Division student temporary displacement
1 Animal attack or dangerous presents
1 Death of student
1 Suspected drug overdose
1 Death of staff
1 Suicide attempt on PHRD owned property
1 Confined space emergency
1 Fall from heights
D
1
1
1
1
1

isaster event in the community
Chemical Release
Bomb threat
Municipal evacuation gathering points in Division owned facilities
Industrial accident
Fire/Explosion

iii) Off-site emergency

Transportation accident

Natural disaster (severe weather)
Fire /Explosion

Bomb threat

Abduction

Medical emergency

Animal attack or dangerous presents
Armed intruder

Suspicious Activity and/or Individual

SR W e
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The possibility of one event triggering others must be considered. An explosion may
start a fire and cause structural failure while a tornado might initiate most the events
noted in the list.

d) Risk Assessment

Risk analysis is an examination of the risk factors associated with each potential
emergency to determine if a loss can occur. The purpose of a risk analysis is to
determine which potential emergencies we need to focus our control and
remediation efforts on. Risk factors fall into three categories and each has a value
scale, frequency, potential consequence, and hazard Probability.

i) Identification of Risks

Specific hazards for Pembina Hills were identified, categorized and rated.
Hazards were placed into five categories.

1 Fire

1 Medical Emergencies

1 Natural Hazards

1 Mani made Hazards

1 Building Specific Hazards

Each hazard was rated and assigned an overall hazard assessment rating as
Low, Medium or High. Five fundamental questions were considered.

1 The safety of facility personnel and students

1 The safety of the public

1 The environment

1 The ability of Occupants to continue operations

1 The image of the Division

See Appendix One (1) - Risk Matrix; Appendix Two (2) - Identified Emergency
Risk Rating

ii) Emergency Levels 1,2 and 3

Level 1

Incidents or situations deemed a Level 1 emergency are those that only
involve the area or occupants in which the emergency occurs. Normal ongoing
operations of the site will continue with no or little disruption to schedule or
tasks other than the affected area. Only localized response is needed with
little outside assistance.

Level 2

Incidents or situations deemed a Level 2 emergency are those that involve the
entire site and occupants. Normal operations of the site are affected and
disruption of normal activities. The organization will continue with normal
operations with little disruption. The emergency is dealt with within the site by
administration or resources on site.
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e)

Level 3

Incidents or situations deemed a Level 3 emergency are those that may
involve more than one site, organization, or department or have the potential
for damaging loss to the organization; financial, life, environment or public
image. These emergencies over burden the on-site administration or
recourses to effectively deal with the emergency so managerial support is
needed to assist with organization of other or outside resources to deal with
the emergency. In the event of significant emergency events occurring, the
Superintendent or Regional Services Administrator will contact the Field
Services Liaison Manager or Zone Director from Alberta Education.

Level 3 emergencies activate the Emergency/Disaster Operation Centre
(EDOC) at Regional Office. The extent of the involvement and manpower of
the EDOC is directly related to the nature of the emergency and available
resources that are drawn from.

Responses to Identified Emergencies

Pembina Hills Regional Division No. 7 emergency planning is based on the Incident
Command System (ICS) to manage emergency response to incidents and disasters
that may happen that involve PHRD staff or facilities.

i)

Organization Facility Emergency Response Team (FERT)

As the Division is responsible for all of its facilities, it has appointed a Division
Emergency Coordinator (DEC) who is also the Business Continuity Officer
(BCO) and the Occupational Health and Safety Coordinator, and is responsible
for the big picture of emergency management. The DEC coordinates and
controls all aspects of emergency management (emergency preparedness,
response and business resumption and recovery). The DEC reports to the
Superintendent of Schools. It is the responsibility of the DEC to coordinate the
planning and development of each Facility Emergency Response Plan. The
DEC will ensure that each facility will have a Facility Emergency Response
Team (FERT) from representatives of the departments, within the facility and
works with the team to prepare and write the Facility Emergency Response
Plan. After the Facility Emergency Response Plan is completed and approved
by the Superintendent or executive management of the Primary Occupant, the
Facility Emergency Response Team at the facility assumes the
responsibility for the training, testing, implementing, and maintaining of the

pl an. The DEC has no emergency fAoperatior

assigned to the Facility Emergency Response Coordinator, and the Facility
Emergency Response Team.

There will be times when an emergency is so severe that it overwhelms the
capabilities of the Facility Emergency Response Team. In those situations, the
off-site support team, usually at the Division level, may provide support to the
Facility Emergency Response Team by managing all issues related to the
emergency beyond the scope of responsibilities of the Facility Emergency
Response Team and by providing support to the Incident Command Centre as
requested.
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Incident Command System (ICS)

ICS is a standardized, on-scene, all-hazard incident management concept with
considerable internal flexibility. It can expand or contract to meet the specific
needs of any given incident. ICS users can adopt an integrated organizational
structure to match the complexities and demands of single or multiple
incidents. This flexibility makes ICS a cost-effective and efficient management
approach for both small and large situations.

1. Each school site will identify what theirsit e 6s r ol e i s i n
community disaster.

Evacuation gathering point

Medic or triage facility

Emergency services operations base

Gathering point for equipment

Information center

PoOoTO

2. Each site will identify what different levels within the Incident Command
System are needed to deal with such emergencies for the FERT.
a. Incident command post
- Safety officer
- Information officer
b.  Operations section
- Traffic team - Receptionofe v a ¢ uteaens 6
- First aid team Evacuation team
C. Planning Section
- Resources unit
- Situation unit
d. Logistics section
- Communications unit - Food unit
- Supplies unit - Facilities unit

Liaison officer

Documentation unit

These roles are illustrated in Form OH&S 15, Incident Command Organization.
Each site is required to fill out areas that would apply to their site.

i)

Facility Emergency Response Team (FERT) Location

The Facility Emergency Response Team operates from the Incident Command
Centre. The FEC, in consultation, with the Principal/Director and the Chief
Warden, chooses the location of the Incident Command Centre at the time of
the emergency, and positions it so as to safely exercise maximum control over
the situation. As it is impossible to know in advance where in a facility an
emergency will occur, the Incident
predetermined.

PHRD Emergency/Disaster Operations Centre (EDOC)

The PHRD Emergency/Disaster Operations Centre (EDOC) is to be activated
for all Level 3 emergencies that would overwhelm the on-site emergency

response plan, or for municipal disasters that PHRD is contacted to
assist by the Municipal Disaster Coordinator.
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The role of the EDOC is to:

a. Coordinate activities and resources in support of the leader of the Unified
Command Post.

b. Collect, record and analyze incoming information about the emergency,
using pre-established templates.

C. Identify information gaps, and strive to obtain missing information as
soon as possible.

d. Validate the information, to ensure that it is factual.

e. Develop and regularly update the action plan.

Ensure that the members of the Emergency Preparedness Committee

are appropriately briefed.

-

Each member of the EDOC shall be connect ec
emergency e-mail messages and updates can be efficiently sent to emergency

locations to FERT members, to activate their responsibilities under the

Emergency Plan.

One individual should be appointed and trained to act as Incident Commander
as well as a "back-up" commander. However, personnel on the site during an
emergency are key in ensuring that prompt and efficient action is taken to
minimize loss. Training in the emergency plan is a must for all employees for
effective management of emergencies. In some cases it may be possible to
recall off-duty employees to help but the critical initial decisions usually must
be made immediately to have off duty employees respond quick enough to
assist with tactical or operational objectives.

Objectives and Goal Setting

The primary objectives of each responding emergency service are:

a) Preserve the safety of human life;

b)  Stabilize the situation to prevent the event from worsening;

c) Use all necessary containment and removal tactics in a coordinated
manner to ensure a timely, effective response that minimizes adverse
impacts to the environment; and

d) Address all three of these priorities concurrently.

PHRD obijectives will be similar but may bring into account for:
a) Maintaining educational delivery and goals;

b)  Minimizing response costs;

c)  Maintaining or improving public image;

d)  Minimizing economic or enrolment impacts;

e)  Minimizing environmental impacts;

f) Evaluating prospects of criminal prosecution;

g) Meeting certain reasonable public expectations.
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Five (5) Responses to Emergencies

There are five types of responses that may be implemented for the emergency
situations identified:

1.

Lockdown i is used to maintain occupants in their room or area to
provide protection from a threat (e.g., intruder) when it is safer to stay in
the building than evacuate.

Evacuation 1 is used to move occupants out of the building or vehicle by
a route designed to avoid contact with a potential threat (e.qg., fire).

Shelter in Place T is used to move all occupants away from a threat
(e.g., flooding, utility disruption, chemical spill) to a specific location
inside the building when it is safer to remain in the building than to leave.
A directed response is used when the threat is known and action to
protect occupants is understood and known. Occupants should be
directed to an area that can be protected from the threat.

Room Clear i is used to keep occupants away from a potential threat
(e.g., student altercation) within the room while the teacher deals with the
situation. Clear language rather than code words are to be used to
communicate the required response.

Direct Response i is used when potential threats or incidents give
occupants or staff the opportunity to respond directly to the incident to
eliminate or limit the threat, potential property loss or limit injury or to
deal with injuries to occupants. A directed response is used when the
location of the threat is known and can be confined to a specific area.
Occupants should be directed to an area that is far enough away from
the threat to ensure safety.

The five types of responses that may be implemented for the emergency
situations may be implemented by certain levels of staff.

1.

2.

Direct Response

- Teacher or staff initiated
Room Clear

- Teacher or staff initiated
Lockdown

- Principal initiated

Shelter in Place

- Principal initiated
Evacuation

- Principal initiated for school sites
- Bus driver initiated for buses.

Clear language rather than code words are to be used to communicate the
required response.
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Vi)

The public address system will be used for emergency announcements special
warnings are:

a) Evacuation of facility

b)  Shelter in place

c¢) Lock down

d) Information or direction with responses.

Notification of emergencies

Other affected departments need to be notified in the event of certain
emergencies. The notification of other PHRD departments of outside agencies
is illustrated in the Appendix Four (4) - Notification Matrix.

What is the series of events or decisions that should be considered?

Having identified the hazards, the possible major impacts of each should be
itemized, such as:

a) sequential events (for example, fire after explosion)

b) evacuation

c) casualties

d) damage to facility

e) loss of vital records/documents

f) damage to equipment

g) disruption of work and or classes

Based on these events, the required actions are determined. For example:

a) declare emergency

b)  sound the alert

Cc) evacuate danger zone

d) establish an emergency command post

e) establish communications

f) call for external aid (9-1-1, Support Services, Regional Office)

g) close main shutoffs, if trained (responding outside agencies may control
shut down of utilities)

h) initiate response operations

i) attend to casualties

)] fight fire, only as an occupant not as designated fire fighting crew and if
safe to do so

k)  secure emergency or incident site

)] control traffic

m) set up an information centre

n) estimate the time of the emergency and displacement or receiving of
occupants, food, chairs and tables may have to be brought to evacuation
point

0) plan for the resuming of classes and normal operations

The final consideration is a list and the location of resources needed:
a) medical supplies

b)  auxiliary communication equipment

C) respirators

d)  mobile lighting equipment

123



Occupational Health and Safety Handbook

€) emergency protective clothing
f) firefighting equipment

g) Dbarricades

h)  rescue equipment

i) trained personnel

Specific duties, responsibilities, authority, and resources must be clearly
defined. Among the responsibilities that must be assigned are:
a) reporting the emergency

b)  activating the emergency plan

c) assuming overall command

d) establishing communication

e) alerting staff

f) ordering evacuation

g) alerting external agencies

h)  confirming evacuation complete

i) alerting outside population of possible risk

i) requesting external aid

k)  coordinating activities of various groups

) advising relatives of casualties

m)  providing medical aid

n)  ensuring emergency shut offs are closed

0) sounding the all-clear

p) advising media

vii) Students/ Staff leaving the site during an emergency

In the event of an emergency where students, staff or other occupants are
leaving the scene either through medical services (ambulance) parent or
guardian pick up, personal vehicles, or transported to a medical facility in a
personal vehicle every effort should be made to document who and how that
individual left. (Form OH&S 30 1 Student-Staff Accountability Form) This will
assist school and emergency responders in tracking injured or students on
site. The reality is that parents will be arriving on site to check and pick up
students in the event of an incident. This gives administration a tool to account
for studentsd whereabouts and avoid conf us
section will be set up to document the accountability of PHRD personnel and
students on site.

f) Emergency Preparedness Plan Components

Each worksite must prepare a written Emergency Preparedness Plan utilizing the
Emergency Preparedness Plan Template (Form OH&S 7). The following items must
be included in an Emergency Preparedness Plan:

1. Evacuation Routesi The wor ksi teds pri maatgn and secor
routes shall be posted in each occupied room within the facility. Administrative
sites must post primary and secondary evacuation routes in each meeting
room within the site. Ensure facility floor map room numbers correspond with
actual room numbers. Evacuation routes should be the most direct and safest
routes out of the building or site. Evacuation routes must remain unobstructed
and have a clear path away from the building. In the event that construction or

124


http://docushare.phrd.ab.ca:8080/dsweb/Get/Document-303665/OH&S%2030%20%20Student-Staff%20Accountability%20form.pdf
http://docushare.phrd.ab.ca:8080/dsweb/Get/Document-303644/OH&S%207%20Emergency%20and%20Disaster%20Preparedness.pdf

Occupational Health and Safety Handbook

other event circumstances cause an evacuation route to be inaccessible, the
evacuation routes for affected rooms must be reviewed and altered to allow
occupants to evacuate safely.

School Facility Layout Map i Form OH&S 28

2. Assembly Locations i Each worksite shall identify and inform all occupants
of the primary and secondary assembly locations. Primary locations on-site
will be utilized to maintain staff and students at a safe distance from the
building. Secondary locations must be identified and formal, prior
arrangements made for use when it is required to evacuate occupants from the
site. If secondary locations are in other sites not owned by PHRD, they must
be confirmed in writing on an annual basis.

School Facility Grounds Map - Form OH&S 29

3. Communication 1 Each work site shall identify what method(s) of
communication will be used in the event of an emergency. Each site shall
identify emergency communication devices, systems or techniques for;
a Public address of al/l occupantsdé noti fi
b) Communication in case of a power failure
c) Emergency communication from locations within the site
d) Emergency land line to outside PHRD or municipal contacts.

4, Emergency Equipment on Site - may consist of all or any combination of:

a) Fire extinguishers that are in accordance with the hazards or processes
within the building

b) Hose cabinets for occupancy fire control

c)  Sprinkler systems in newer building construction

d) First aid stations

e) Automatic external defibrillation

f) Fire blankets

g) Eyewash stations

h)  Spill kits

i) Emergency oxygen

i) Fall rescue equipment

k)  Retrieval winch for tripod

)] Self contained breathing apparatus

m)  Respiratory protection

n)  Emergency Kits

0) Generators

p)  Emergency lighting

5. Fire Protection Requirements
Occupancy classification for division sites are as follows:

Group A Division 2

Schools and colleges, non residential
Group D

Offices
Group F Division 2
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Repair garage
Workshops
Group F Division 3
Workshops
Storage rooms
Warehouses

Fire alarms, standpipes and sprinklers shall be provided in all buildings where
required and in conformance with the Alberta Fire and Building Code.

All buildings and PHRD owned vehicles shall be supplied with fire
extinguishers where required and in conformance with the Alberta Fire and
Building Code.

Special fire suppression systems (commercial kitchen), where required by the
Alberta Fire Code, shall conform to standards listed in the Alberta Fire Code.

When changes in the use of the buildings or floor area create a hazard
exceeding the criteria for which the fire protection systems were designed,
such fire protection systems shall be upgraded to accommodate the increased
hazard.

6. Carry out treatment of the injured and search for the missing simultaneously
with efforts to contain the emergency. Each site must designate staff that is
trained in the basic treatment of patients until more advanced treatment can
arrive on scene. Each site will designate a location, inside and outside for the
collection of injured for care.

7. Containing the extent of the property loss should begin only when the
safety of all staff and neighbors at risk has been clearly established.

8. Emergency Response Classroom Flipchart i Each classroom/occupied
work area shall be provided with an Emergency Response Classroom Flipchart
from the Division. This Flipchart is a summary of the emergency procedures.

9. Emergency Response Kit i Each worksite shall assemble and maintain
Emergency Response Kits to support the Emergency Preparedness Plan.
Ensure Emergency Response Kit is kept in a secure yet accessible location at
all times. Due to the contents of the Emergency Response Kit, additional
security measures should be taken to secure the kit (e.g., locked filing cabinet,
safe) when the office is not occupied. The Emergency Response Kit shall
include the following, see Appendix 517 Emergency Preparedness Kits

g. Training Requirements

With every emergency plan there is a training requirement. Objectives in training are
a quick and effective evacuation or response, identification of an emergency, the use
and location of special emergency equipment and the reporting and documentation
required.
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Training requirements are;

Staff
1 Orientation and understanding the site emergency plan.
i) On an annual basis.
i)  When new employees are introduced into the work site.
i)  Special event coordination and planning.
1 Use of special emergency equipment. (AED, fire extinguishers, fire hose,
fire blankets)
First aid, see first aid, section 5.
Duties under the disaster plan.
i) On an annual basis
1 Other site specific emergency training

T
T

Administration

1 Orientation and understanding of emergency plan on an annual basis
1 Use of emergency equipment
1 Duties under the emergency plan
1 Incident command
i Emergency management

Occupants/students

1 Orientation through drills or other plan testing on an annual basis.

Testing the Emergency Plan

The purpose of testing the emergency plan is to ensure that in the event of an
emergency that occupants of site can either evacuate, move within, be secure or be
attended to quickly and without panic.

Drills i An emergency drill is a focused activity that allows staff and students and
administration to practice specific functions. It is not a fully stimulated activity like a
creation of a hostage situation as a simulation. It is a fire drill, shelter in place drill,
lock down drill, etc. Practicing a very specific function and getting a chance to test
our plans will allow occupants to practice life saving skills.

Simulations - is the imitation of some real thing, state of affairs, or process. The act
of simulating something generally entails representing certain key characteristics or
behaviors of a selected physical or abstract system. Simulations would be a planned
event, a chemical spill simulation, an armed intruder, a medical emergency, etc, that
would put occupants in the situation of a real emergency so they may have the
opportunity to use equipment, materials or procedures and deal with outside
responding services in a controlled situation with little risk or consequences. The
simulation gives staff the chance to learn, practice and test the plan.

(i) Table top exercise - The tabletop exercise is a popular and fairly
uncomplicated method of testing a business continuity plan. This type of
exercise provides valuable training to recovery personnel and enables
planners to enhance continuity plans without causing major interference of
normal operations. The key to the tabletop exercise is the scenario. It must be
definitive and sensible; a scenario related to threats that could occur and one

t hat matches the organi zat i onbable-tape ed
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(i)

(iii)

(iv)

(V)

exercises are round-table discussions of potential emergency situations. They
are used to evaluate elements of the emergency response plan and promote
thought about the plan and its suitability.

Documentation of testing - Testing of the emergency plan will be
documented using the Emergency drills record form and the Emergency Drill
Checklist - Form OH&S 8.

Off-Site Resources

Joint training with local emergency services agencies is conducted whenever
the opportunity presents itself. The emergency service agencies are offered
the opportunity to:

a) Tour the facility

b) Review the Facility Emergency Response Plan.

c) Participate in training activities.

d) Participate in exercises.

Facility personnel also take advantage of opportunities to participate in
applicable training conducted by the local emergency services agencies.

Frequency of Testing

Schools sites are required to test the fire evacuation drill a minimum of six (6)
times per school year. All school facilities must complete one safety drill per
month, with a minimum of six (6) fire drills during the school year (3 in the fall
and 3 in the spring). The choice of the other four (4) safety drills to be
completed is at the discretion of the Principal. Schools or site with fire alarms
connected to the security system will contact CHUB at (403-214-1131), explain
the drill emergency situation.

Non school sites are required to test the fire emergency evacuation twice a
year and four other emergency drills that are not a fire drill but will test some
aspect of the emergency plan.

The Division Emergency/Disaster Coordinator will plan for one simulation
every three years. This simulation will attempt to engage more than one type
of emergency, more than one municipal emergency service, more than one
division owned site and be at a level 3 emergency and activate the EDOC.

The Division Emergency/Disaster Coordinator will plan for one table top
exercise each school year.

Safety drill procedures and instructions should be reviewed with staff, including
permanent contract workers on an annual basis.

The following elements must be implemented when conducting an
emergency drill:

a) The principal or non-school based department head or designated
administrator shall initiate all safety drills. The duty of sounding the
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alarm, when required, should rotate among staff members to promote
familiarity with emergency procedures.

b)  The fire alarm shall be sounded during an evacuation drill (fire drill).

c) Each site must inform the Security Services at least one hour prior to a
fire drill, identifying the time that the alarm will be activated and call
following the drill to inform the Security Services that the drill is complete.

d)  All occupants shall participate in the safety drill.

e) Ensure occupants leave, or move within, the building in an orderly
manner and class lines do not cross during evacuation.

f) Maintain staff and students at a safe distance from the building.
Secondary locations must be identified and formal, prior arrangements
made for use when it is required to evacuate occupants from the site.
Secondary locations must be confirmed in writing on an annual basis.

g) The evacuation of all occupants will be timed and that time recorded on
the Drill Record Form.

h)  Ensure no individual re-enters the buildings following an evacuation until
t hallGleardo i ndi cates that temter. buil ding is

i) Ensure all required individual roles and responsibilities for an emergency
preparedness plan are assigned to identified employees and their
alternate.

i) Special considerations shall be made for individuals with compromised
physical and/or mental abilities.

k)  The Emergency Response Classroom Flipchart shall be readily available
to staff in each classroom within each school based site.

)] Ensure each safety drill is documented on the Division Safety Drill
Record Form and filed within the Divisio

m) Review and address issues identified as areas of concern arising from
the safety drills with staff and students following each drill. The plan
should be revised when shortcomings have become known, and should
be reviewed at least annually. Changes in facility, processes, and
materials used and key personnel are occasions for updating the plan.

(vi) Special Considerations i Each worksite shall establish a special provision
plan for assisting staff and/or students with a degree of compromised physical
and/or mental ability, whether permanent or temporary (e.g., broken leg), in
meeting the response procedures for the various emergencies identified. A
special provisions plan for individuals with compromised mobility should
consider the individual s ability to exit

(vii) Contagious Emergencies i In the event of the Division/individual worksite
experiencing a contagious health emergency, each worksite will be provided
direction from the Division and/or the Public Health Region.

(viii) Off-site Emergencies i Each worksite shall refer to Division procedures, Field
Trips, Excursions and Student Travel in preparing for off-site events. Ensure
the Division Field Trip Planning Guide is referenced and forms completed. The
Field Trip Planning Guide can be found on the PHRD web site.

(ix) Special Eventi Each site who may be planning a special event such as a
tournament, dance, band or other social event outside the normal working
hours of the school shall prepare a special event emergency plan to address
any changes in the site emergency plan.
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(x)

(xi)

(xii)

This may include;

Evacuation routes changes

Assembly point changes

Emergency contacts

Changes in the organization of a (FERT) team for the event
Appointment of crowd managers and monitors
Documentation and accountability

Incident command or on-site supervisor for the event
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Construction or Renovations - Each site that may be scheduled for
construction or renovation will consult with the Director of Plant Operations in
regards to changes in the on site emergency plan.

Construction or renovation projects that involve the entire site, a complete
renovation of a building or site, will have a site based emergency plan. This
plan will be communicated and available to all affected employees and
contractors who will be present on site. Construction or renovation sites will
conduct one fire drill within the week of the project and further drills as to the
hazards and risk on site.

Separating a construction site from an unaffected section

The construction site may be separated from the unaffected sections of the
building through fencing that would be a continuous barrier that would not
allow staff or occupants access to the site unless escorted or allowed on the
site with the sites supervisors knowledge that they are on site (a sign in sheet
or visitor log). The fence must be a minimum of 5 feet high, able to stand on
its own without a threat of falling over from natural events (wind), and not allow
persons access to the site unless through a gate or marked opening.

School Bus Evacuation: Safety Related Procedures

All drivers, both employees and contractors, will complete at least two (2)
school bus evacuation safety related procedures per school year. One will be
held during School Bus Safety Week in October and the other in the second
week of April. The scheduled timing will permit.

Transportation personnel to be in attendance to observe the evacuations. Bus
drivers are required to complete a School Bus Evacuation Form (Forms 7-104,
7-105) for each evacuation and submitted to the Transportation Department

promptly.

Evacuations will be carried out in accordance with The School Bus Driver
Improvement Program (Revised 2008). A copy of the new procedure is
included in the Transportation Bus Driver Handbook.

i Emergency Plan Review/Maintenance and Inspection

0)

Review

The emergency plan will go through an annual review at each school site. The
safety committee will review the emergency drill recording document and
noting response times, evacuation times, accountability list recommendations
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(i)

and comments made on the drills conducted over the past year. Changes to
the site based emergency plan will be made to improve the overall
effectiveness of the plan.

The Division emergency plan will be reviewed by the safety committee
annually. This review will take into consideration the input from all the division
sites on recommendations of changes to the plan to improve the overall
effectiveness and compliance with legislation to better serve our sites.

Off site resources to consider for input into the safety committees are;
a) RCMP

b)  Municipal law enforcement

c) Fire Department

d)  Ambulance services

e) Municipal disaster planning

Inspection of Emergency Equipment

Emergency equipment will be inspected annually by Plant Operations and

such inspections will be documented and kept on record for. This equipment

includes;

a) Fire alarms

b) Smoke and heat detector

c)  Fire suppression systems

d) Fire hydrants owned by the division. ( Contact municipal for inspection
records)

e) Fire extinguishers

f) Exit and emergency lighting

Monthly inspections of emergency equipment will be performed by on site staff.
The inspection of this equipment will be documented on tags supplied or on
inspection forms. The equipment that will be inspected is:

1 Fire extinguishers

a) Check the overall condition of the fire extinguisher.

b)  Check to see if the pressure gauge is in the charged zone.

c)  Ensure that the tamper seals are in place

d) Remove the extinguisher and agitate the contents to avoid packing
of the extinguishing agent.

1 Hoses in fire hose boxes
a) The condition of the hose if present. (visual)

b)  Ensure that there is a nozzle attached to the hose.
c) Ensure that the hose is connected to the water source.
d) Ensure that the case opens.

1 Emergency flip chart and/or evacuation routes are present in each area
of normal occupancy.

1 Sites that have Automatic External defibrillation devices will inspect them
daily to ensure that the device is ready for use and to contact Plant
Operations if the device is not ready for use or if any of the components
that have an expiry date need to be replaced. Any further maintenance
on the device will be the responsibility of Plant Operations.
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1 Spill kits will be inspected monthly to ensure that they are equipped with
enough supplies and is ready to be deployed.

(iii) Request to change emergency plan

Items or issues that may come up for consideration or shortfalls in the
emergency plan can be requested to be revised and changes made. These
suggestions on revisions will be submitted with Form OH&S 26 - Revision
Request Form. All changes will be documented in Form OH&S 9 7 Emergency
Planning Revisions Form.

Responsibilities

A list of responsibilities should be completed using the previously developed
summary of countermeasures for each emergency situation. In the Division
operating on reduced staff during school operation, some personnel must assume
extra responsibilities during emergencies. Sufficient alternates for each responsible
position must be named to ensure that someone with authority is available on-site at
all times.

External organizations that may be available to assist (with varying response times)
include:

fire departments

mobile rescue squads
ambulance services

police departments
telephone company
hospitals

utility companies
neighboring school divisions
government agencies

public health office
industries

municipal organizations

=4 =4 -—a_8_9_-9_-9_-92_4a_-°a_-4._-2°

These organizations should be contacted in the planning stages to discuss each of
their roles during an emergency. Mutual aid with other industrial facilities in the area
should be explored.

Pre-planned coordination is necessary to avoid conflicting responsibilities. For
example, the police, fire department, ambulance service and search and rescue
team may be on the scene simultaneously. A pre-determined chain of command in
such a situation is required to avoid organizational difficulties. Under certain
circumstances, an outside agency may assume command. The term used is
Incident Command (IC), one person or agency will have overall command of the
emergency to coordinate efforts. Principals or department heads will either act as
Incident Command until relieved of this responsibility by another trained IC or outside
agency taking over the role of IC.
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Possible problems in communication have been mentioned in several contexts.
Efforts should be made to seek alternate means of communication during an
emergency, especially between key personnel such as incident commander, section
commander, medical command, rescue command, and other outside agencies.
Depending on the size of the organization and physical layout of the premises, it may
be advisable to plan for an emergency control centre with alternate communication
facilities. All personnel with alerting or reporting responsibilities must be provided
with a current list of telephone humbers and addresses of those people they may
have to contact.

1) The Board and Division Responsibilities

The Board will ensure that School Division emergency preparedness program
and school disaster plans are maintained for each school and non school site.
The Board will assist the EDOC as directed by the EDOC commander.

i)  Superintendent

The Superintendent of Schools is responsible for the overall management of all
aspects of the Divisionds Emergency/ Di sast

iii)  Division Emergency Coordinator (DEC)

The Division Emergency Coordinator is responsible for coordinating the
development, exercises, validation, maintenance and operations of the
Division Emergency Plan.

The Division Emergency Coordinator is responsible for the following pre-

emergency activities:

1 Coordinate the planning and development of a Facility Emergency
Response Plan for each facility to which the DEC is assigned.

1 Coordinate the departmentds overall pro
Facility Emergency Response Plans for all facilities assigned to the
Division.

Note: The DEC has no operational responsibilities during the emergency
response.

iv)  School Principal and Department Head

As a leader, on site commander or incident commander during an incident, you
must provide purpose, direction, and motivation for staff who are working to
accomplish difficult tasks under dangerous, stressful circumstances. Also see
responsibilities for incident commander.

a) Maintain overall responsibility for the School Disaster Plan and its
compliance with this Emergency/Disaster Plan.

b)  Establish a School Emergency Planning Committee.

c) Ensure the Plan is a component of the Municipal Emergency Plan.

d) Ensure emergency supplies to support activation of the Plan are
maintained.
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e) Ensure that staff and students receive emergency preparedness
education and training.

f) Ensure that a staff alerting procedure is established.

g) Ensure that parent/guardian notification procedures are established.

h)  Ensure student emergency release procedures are established.

i) Keep the Superintendent informed regarding emergency preparedness in

the school.

i) Inform parents about the Plan.

k)  Be prepared to activate the Plan.

) In responding to emergencies the Incident Commander responsibilities
will apply.

v)  Business Continuity Planning Committee

1. To develop the overall business continuity plan which includes:
a) Pandemic planning
b)  Emergency planning
c) Disaster planning

2. Coordinate the plan with local municipal emergency plans

3.  Review the Plan annually and revise it as necessary.

vi)  School Emergency Planning Committee

a) Develop an Emergency Plan for the site

b)  Co-ordinate the plan with the local municipal emergency plan and within
the Pembina Hills Regional Division No. 7 School Board Emergency
Plan.

c) Establish liaison with the other schools and departments.

d) Establish an agreement with the local municipality to procure additional
emergency resources when the plan is activated.

e) Establish an agreement on terms and conditions for use of the school as
a reception centre with the local municipality.

f) Review the Plan annually and revise it as necessary.

g) Conduct regular exercises, which test some aspect of the plan.

Every school and non school site will ensure that their site disaster plan is
reviewed on a yearly basis and revised as needed. Review of the disaster
plan will be done by the school disaster committee of that site or school.

vii) Site Fire Wardens or Chiefs

a) To be responsible for providing leadership and continuity of the Fire
Emergency Organization.

b)  The Chief Fire Warden is to be familiar with all the provisions of the
Emergency Procedures. If an alarm sounds, Wardens assume full
control of their area with full authority over occupants of that Building
area. Appointment of Fire Wardens will be carried out by the Chief Fire
Warden with assistance and cooperation from the building occupants.

c) The Chief Fire Warden is to be responsible for the safety of ALL
personnel, including visitors in the event of fire or other emergencies
occurring during normal working hours, and for advising the Fire Chief of
all such emergencies. Safety of personnel means the safe evacuation of
areas to a safer location in the building for a prolonged period. This
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viii)

involves on-the-spot decision, the safer location of building occupants,
and the exercising of flexibility of directions.

To give effect to No. 1 above, to co-ordinate a Fire Emergency Plan
within the building and to establish fire emergency procedures and co-
ordinate training activities.

To be directly responsible for the appointment of other personnel as may
be required.

To maintain liaison activities with responding emergency services.
Responsible for supervising overall evacuation and search procedures.
Advise occupants when re-entry to the building is safe.

The fire chief warden position may be assumed by the on site supervisor
in the absent of the position being filled by other on site staff.

Designated or Assistant Fire Wardens

a)

b)

c)
d)

e)

f)

The Assistant Fire Wardens are responsible for an orderly evacuation of
occupants in their areas.

The Assistant Fire Warden is responsible for sweeping their designated

areas to ensure that all occupants have evacuated or locate injured

victims who need assistance or rescue.

Each Assistant Fire Warden is responsible for knowing if all of the people

in their assigned areas, at the time of the alarm, are accounted for.

Each Assistant Fire warden will inform the Chief fire warden of any

missing occupants or and occupants injured or in need of rescue and

their locations.

Each Assistant fire warden will inform the Chief fire warden of location of

fire or hazards that are pertinent to the situation or emergency.

All Assistant Fire Wardens are to assist and cooperate with the Chief Fire

Wardens.

Traffic/Security Control Designates (PHRD)

During certain emergencies or incidents it may be required for PHRD
personnel to conduct traffic control. Responsibilities are:

a)
b)
c)

d)

f)

Wear all required personal protective equipment.

Ensure that you have all the traffic/security supplies

Be knowledgeable in the on site emergency plan in relation to the
procedures for traffic control for on site emergencies.

Record all outgoing and incoming vehicles on site.

1 name or organization

1 Location on site they are located, staged or set up

1 Time when they arrive or leave the site.

Notify on site commander or emergency administration if additional
resources are needed

Maintain traffic/security control measures until advised by on site
commander or emergency administration.

First Aid Designates (PHRD)

In the event of an emergency or disaster there may be a call for assistance for
injured occupants. Occupants having conditions that may result in them
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Xi)

xii)

becoming a patient will be directed or transported to a predetermined location
on site. This collection site will be staffed with on-site first aiders.

a) To ensure that they collect supplies for the patient collection location.
b)  To wear identification apparel.
c) To conduct patient care to their training level.
d) To meet with responding EMS staff and provide details of number of
patients and status.
e) To assist EMS responding staff when required.
f) To supervise anyone in the first aid location
g) To document incoming and outgoing patients in the first aid location.
1 Name, age and sex of patient
1 Nature of injury
1 How they were transported to hospital or advanced care location
e.g. ambulance, staff vehicle, school bus or parents vehicle.
1 Name of hospital or advanced care location.
h)  The monitoring of first aid supplies
i) Keep emergency management updated on first aid location conditions.

Reception of Evacuees Designates

In the event that evacuees from other schools or with a community are to be
transported to your school it is required that each site that has the ability to
house evacuees have designated staff to assist disaster services during the
initial set up.

a) Ensure that they have all the necessary supplies for the reception of
evacuees.

b)  Wear appropriate identification apparel.

c)  Ensure that you have communication with emergency administration.

d) Ensure that areas for the reception of evacuees has been vacated

e) Advise emergency administration when evacuees have been received.

Food Planning Designates

In emergencies that may have an extended duration time where occupants of
the site may be separated from food or water it may be deemed necessary to
supply food and drink to the location of occupants and emergency personnel

on scene.

a) To have all the supplies for food arrangements to be made for the
incident.

b)  Wear appropriate apparel for food services identification for emergency
site work.

c) To document the activities, Record of assignments form, record of events
form.

d) To designate assignments to support the food planning efforts for the
incident.

e) To keep the Logistics Section Leader up to date on the progress of food
planning.
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xiii)

Xiv)

XV)

XVi)

XVii)

Liaison Designate

With responding emergency services or involvement with municipal offices it is a
requirement to incorporate the use of a liaison designates to ensure effective
communication with these other organization.

a. To ensure that they have the liaison supplies.

b. Delegate duties to support the flow of information between the PHRD
EDOC, on site command post, emergency services and municipal offices
during an incident.

c.  Toreport to the PHRD and Incident Commander or municipal offices
regular briefings on status of the incident. Record of events form (Form
OH&S 31171 Time and Event Log).

d.  To deliver advice or direction to incident commanders or other involved
municipal offices.

e. Coordinate the flow of information between the PHRD EDOC and other
responding services and municipal offices.

f. To coordinate information bulletins and updates on status of incident.

Information Designate/Officer

Public Information Officer - The Public Information Officer serves as the

conduit for information to internal and external stakeholders, including the

media or other organizations seeking information directly from the incident or

event.

a) To only give information that has been authorized by the PHRD EDOC
office or Regional Office, Superintendent or Board Chairman.

b)  To set up information communications for incoming inquires about the
incident, students involved, staff involved and actions taken or going to be
taken.

c) To ensure that information being given is authorized and factual.

d) To deny access to protected information under FOIP with outside inquires
other than emergency services.

e) To assist emergency services with supplying information that may improve
patient care.

Safety/Security Designate/Officer

The Safety Officer monitors safety conditions and develops measures for
assuring the safety of all assigned personnel.

Finance Section Designate

Finance Section Designate is tasked with tracking incident related costs,
personnel records, requisitions, and administrating procurement contracts
required by Logistics.

Logistics Section Designate

Logistics Section Designate is tasked with providing all resources, services,
and support required by the incident.

a) Emergency communications

b) facilities

c)  Supplies

d) Food
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xviii) Operations Section Designate

Xix)

XX)

XXi)

XXii)

The Operations Section Designate is tasked with directing all actions to meet
the incident objectives.

Planning Section Designate

The Planning Section Designate is tasked with the collection and display of
incident information, primarily consisting of the status of all resources and
overall status of the incident.

Documentation Unit

The Documentation Unit is responsible for the maintenance of accurate, up-to-
date incident files. Examples of incident documentation include: Incident
Action Plan incident reports, communication logs, injury claims, situation status
reports, etc. Thorough documentation is critical to post-incident analysis.
Some of the documents may originate in other sections. This unit shall ensure
each section is maintaining and providing appropriate documents. The
Documentation Unit will provide duplication and copying services for all other
sections. The Documentation Unit will store incident files for legal, analytical,
and historical purposes.

Crowd Managers

In events or collection of evacuations of larger groups up to and over 200 in a

building, tent or closed area there must be one (1) crowd manager per 200

occupants for the space occupied. In the case of an emergency, evacuation

crowd managers will:

a) Proceed to their pre determined emergency exit

b)  Open the exit and direct occupants to a safe location outside of the area
being evacuated.

c) Arrange assistance for persons with limited or compromised mobility to
evacuate.

d) Ensure that the area is clear of all evacuees and report the location of
injured or trapped to on scene commanders.

Employee

a) PHRD employees are required to read and understand the Emergency
Plan.

b) Inspect and ensure emergency equipment or kits in their area of
responsibility are checked and in a state of readiness.

c) Cooperate with the employer in regards to emergency planning to try to
help reduce injury or loose property as long as it does not put the
employee in imminent danger.

d) To supply feedback and information to improve the emergency plan.
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xxiii) PHRD Incident Commander

The roles of the Incident commander (IC) will also vary depending on the
incident and may even vary during the same incident. Staffing considerations
are always based on the needs of the incident. The number of personnel and
the organization structure are totally dependent on the size and complexity of
the incident. There is no absolute standard to follow. However, large-scale
incidents will usually require that each component, or section, is set up
separately with different staff members managing each section under the
jurisdiction of the Incident Commander. A basic operating guideline is that the

Incident Commander (IC) is responsible for all activities until command

authority is transferred to another person:

a) Responsible for the overall management of the emergency.

b)  To set objectives to deal with the incident.

c)  Assess the situation and/or obtain a briefing from the prior IC.

d) Brief administration or command staff of situation.

e) Establish and monitor an appropriate EDOC.

f) Establish immediate priorities especially the safety of responders, other
emergency workers, bystanders, and people involved in the incident.

g) Responsible for the development and implementation of strategic goals
and obijectives.

h)  Responsible for approving the ordering and release of resources and
action plans.

i) Responsible for any functions not assigned/delegated.

i) May be single (one person from one agency), or unified (shared with
other personnel from other departments, agencies or jurisdictions who
share authority for the incident)

k)  Authorize release of information to the news media.

)] Ensure that adequate safety measures are in place.

m) Coordinate with key people and officials such as liaison personnel from
other organizations.

n) Keep PHRD administration informed of incident status.

0)  Order the demobilization of the incident when appropriate.

p) May be assumed by the Superintendent or succession list members in
the absence of the Superintendent, who has responsibility for all
operations within Pembina Hills Regional Division No. 7

xxiv) External Emergency Services

Upon arriving at the site of the emergency, the External Emergency Services
(i.e. Fire Department, Police, Ambulance, etc) take over the emergency
perimeter, and expect the full cooperation of PHRD staff and students.

In the case of an emergency, the designated chief officer or external incident
commander will actively communicate with the PHRD Administrator or
designate on site.

In the case of a disaster, where the PHRD Emergency/Disaster Operations
Centre has been activated, the leader of the Unified Command Post (the
designated chief officer of multiple emergency services) communicates with
the Chair of the PHRD emergency/disaster operations center in marshalling
the resources necessary to respond to the disaster.
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XXV) Students and Visitors

Upon witnessing or being involved in an emergency, students and visitors on
PHRD owned sites have a responsibility to:

1. Know basic instruction of the emergency plan.
2. Call9-1-1
3 Notify the office or staff member of the emergency
a) nature of the incident
b) location of the incident
c) persons involved
4. Cooperate with PHRD and emergency staff in dealing with the
emergency.

Post Emergency Operations

The deactivation of the emergency plan in the event of an incident or disaster will
have certain operations still going on depending on the involvement and seriousness
of the situation. These operations may be:
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i)

Clean up

Site security

Cost documentation and billing

Student and public information distribution
Insurance claims

Reconstruction

Utility restoration

Plans for services or education restoration
Legal considerations

Employee assistance programs

Recovery Organization

Recovery actions follow the same five basic functions as Response, but
during the Recovery phase, there will be more work for those performing
in Administration/ Finance and less for those in Operations. Below are
typical recovery tasks:

Management

MAKE policy decisions, e.g., who coordinates returning staff.
CONTINUE public information activities.

MANAGE safety considerations, e.g., assure facility is safe for re-entry.
RE-ESTABLISH a sense of safety.

SUPPORT immediate emotional recoveryd staff and students.

perations
COORDINATE damage assessment and debris removal.
RESTORE utilities.
ARRANGE for building and safety inspections prior to re-entry.
ARRANGE for repairs.
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vi)

vii)

Planning/Intelligence

1 DOCUMENT compliance for use in applying for disaster relief. See
forms in Forms Manual -Occupational Health and Safety and refer to the
Alberta Emergency Management Agency

1 WRITE recovery after-action reports.

1 DEVELOP a post-incident mitigation plan to reduce future hazards.

Logistics

1 PROVIDE recovery-related supplies and replenish disaster cache at
each site

1 COORDINATE availability of personnel, equipment and vehicles needed

for recovery efforts

Administration/Finance
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PREPARE and maintain budget.

DEVELOP and maintain contracts.

APPLY for financial relief.

PROCESS staff injury claims.

HANDLE insurance settlements.

DOCUMENT employee time as Disaster Service Worker; assure
continuity of payroll.

Once the safety and status of staff and students have been assured, and
emergency conditions have abated, assemble staff to support the restoration
of the schools educational programs. Defining Division mission-critical
operations and staffing will be a starting point for the recovery process.

The role of the EDOC in Post Emergency Operations

a)

b)

f)

9)

CONDUCTa comprehensive assessment
and operational effects. Assess physical security and safety, data
access and communications, and all other critical services (e.g.,
plumbing, electrical).

DOCUMENT damaged facilities, lost equipment and resources, and
special personnel expenses that will be required for insurance and
possible financial assistance claims.

PROVIDE detailed facilities data to the school Division office so that it
can estimate temporary space reallocation needs and strategies.
ADMINISTERWor ker s6 Compensation cl ai
on-the-job injuries

ARRANGE for ongoing status reports during the emergency to: a)
estimate when the educational program can be fully operational; and b)
identify special facility, equipment, and personnel issues or resources
that will speed resumption of classes.

DEVELOP alternative teaching methods for students unable to return
immediately to classes: correspondence classes, videoconferencing,
tele-group tutoring, etc

CREATE a plan for conducting classes when facilities are damaged,
e.g., alternative sites, half-day sessions, portable classrooms.

of
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Disaster Planning

Besides the Division site being prepared for on-site emergencies the Division must
be prepared to assist the communities in which we reside in when it comes to
disasters. The Alberta Municipal Disaster Service has supplied school divisions with
a form to assist schools in preplanning for disasters in the community. This
document was used in the development of the Emergency and disaster planning
procedure.

The Superintendent or Deputy Superintendent of Schools, Principal or Department
Head has the authority to activate the emergency plan in the event of a disaster.

The Plan may be activated upon request from the direction of the Director of Disaster
Services within the municipality. Once notification has been given to the Division,
the Superintendent or designate will meet with the EDOC to set operational goals
and tactics to meet or assist municipal objectives.

The EDOC office and meeting location will be at the Regional Office Board Room or
another facility location if the Regional Office location is not accessible or another
location is deemed more appropriate.

i) School Disaster Plan Form

1 Each site is required to complete the Disaster Plan form,
disaster/emergency form (Form OH&S 7i Emergency and Disaster

Preparedness).

i)  Procedures Guidelines

Many factors determine what procedures are needed in a disaster, such as
the degree of disaster,

the size of facility,

the capabilities of the Division and location in a disaster situation,

the immediacy of outside aid,

the physical layout of the premises, and

the number of structures determines procedures that are needed.
possible loss, severity or outcomes of the situation

= =4 =8 =8 -8 -8 -9

Common elements to be considered in all disasters include pre-emergency
preparation and provisions for alerting and evacuating occupants, acceptance
of evacuees, handling casualties, and for containing or protection from the
situation.
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Consequence
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Appendix One: Risk Matrix

Major fire
Tornado
Wind
Winter storm
lane crash
Pandemic
Influenza
|l Bomb | Violent
explosion intruder
1 Biological 1 Hostage
release taking
i Chemical
release
| Radioactive
fall out
| Dangerous
animal
il Inflammable il Suspicio | Unknown
materials spill us letter or or suspicious
f  Communicatio packages persons
n systems failure | Major
Medical
emergency
q Loss of public | Carbon q Loss of il Loss of
transportation monoxide power or major
systems build up utilities equipment
i Loss of 1 Battery
access to site spill
q Bomb
threat
q Refrigeration | Loss of il Electrical | Mecha
release water systems nical
9  Threatening |9Y  Sewage failure systems
animal system 1  Roof leak failure
failure 1 Minor
Medical
Low Probability of Occurrence High
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Appendix Two: ldentified Emergency Risk Assessment

Emergencies | Probability Frequency | Severity Overall Risk Rating
FIRE 2 1 5 Medium
MEDICAL EMERGENCIES
Pandemic (Influenza) 3 1 5 Medium
Minor medical emergency 5 5 2 High
Major medical emergency 2 1 4 Low
Suicide attempt 2 1 4 Low
NATURAL HAZARDS
Tornado 2 1 5 Medium
Severe Winter Storms 3 1 2 Low
Floods 2 1 3 Low
Winter Storms 4 2 2 Low
Earthquakes 1 1 5 Low
MAN-MADE HAZARDS
Suspicious letters or packages 3 1 5 Medium
Lightning strike 3 2 2 Low
Bomb threat or explosion 2 1 5 Medium
Unknown Persons, suspicious activity 4 3 3 Medium
Violent Intruder/Hostage Taking 1 1 5 Low
Plane crash 1 1 5 Low
Biological Attack or Release 1 1 5 Low
Chemical Attack or Release 1 1 5 Low
Radiological attack or release 1 1 5 Low
Nuclear Attack 1 1 5 Low
Small chemical spill on site 4 4 3 High
Youth gathering ( civil disturbance) 2 1 2 Low
Death of student or staff 3 1 1 Low
Drinking water contamination 2 1 3 Low
Armed intruder 3 1 5 Medium
Confined space emergency 3 3 5 High
Fall from heights 3 3 5 High
Municipal evacuation gathering point 1 1 2 Low
Displaced students from another school 1 1 2 Low
Abduction 2 1 5 Medium
Missing student 4 3 1 Medium
BUILDING SPECIFIC HAZARDS
Loss of Power 2 1 2 Low
Loss of Water 2 1 2 Low
Loss of Gas 2 1 2 Low
Inflammables/Hazardous/Materials Spill 4 3 2 Medium
Carbon Monoxide Build-up 2 1 2 Low
Loss of Major Equipment 2 1 3 Low
Probability Frequency Severity
1. Unlikely to occur 1. Occurs less than 3 times per year 1. Not applicable
2. Unusual, but possible to 2. Occurs less than 12 times per year | 2. Minor injury, requiring first aid or less
occur 3. Occurs on a monthly basis 3. Non serious injury. lliness or damage
3. Could occur at some point 4. Occurs weekly 4. Severe injury
4. Likely to occur eventually 5. Occurs throughout the work day 5. Deaths, widespread illness, loss of facilities
5. Likely to occur immediately

or soon
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Appendix Three: Notification Matrix

RISK LEVEL TYPICAL INCIDENTS NOTIFICATION
Facilities Department
Level | Roof leak * Facility Emergency Preparedness
Winter storm Coordinator
Consequences: | Short term loss of utilities *OH&S Manager
Low Minor wind storm *Division Emergency Coordinator
Minor medical Emergency /Disaster Operations Centre
Threatening animal Technology Department
Transportation department
Level Il Violent intruder RCMP
Suspicious package Fish and Wildlife
Consequences: | Bomb threat Facility Department
Medium Threatening phone call Transportation Department
Chemical release Municipal Emergency Services
Biological release Facilities Department
Inflammable materials spill Division Emergency Coordinator
Long term loss of utilities Emergency Management of Alberta
Major medical Emergency /Disaster Operations Centre
Dangerous animal
Level 1l Tornado Facility Department
Earthquake Transportation Department
Consequences: | Nuclear attack Municipal Emergency Services
High Flood Facility Emergency Coordinator
Major fire Facilities Department

Building collapse

Division Emergency Coordinator
Emergency Management Alberta
Emergency /Disaster Operations Centre
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Appendix Four: Emergency Preparedness School Kit
Emergency Response Kit - School

a) A minimum of threeup-to-d at e copies of the siteds Emergency

b)  School floor plan

c)  Map of school /facility grounds

d)  Current list of all staff and/or students in the facility.

el Student s parent/ guardian emer genangFebraaryt act | i s
annually).

f) Emergency Call Card (see Forms).

g) Chemical inventory list (see Chemical Hazard Section).

h)  Evacuation route maps highlighting primary and secondary evacuation routes. This
includes to the secondary location.

i) Megaphone or other communication devices with charger or batteries.

i) Five flashlights with a supply of batteries (packaged separately) and a supply of spare
bulbs.

k) A portable AM/FM radio with a supply of batteries packaged separately.

) A minimum of three clipboards.

m)  Miscellaneous office supplies: pens, pencils (sharpened), box of paper clips, letterhead
paper and envelopes, string, duct tape.

n)  Log of events form.

0) Messenger memos.

p) Emergency Administration identification apparel.

q) Portable First Aid Kit No. 3.

r List of qualified first aiders at site (update in September and February annually).

s) 2 Emergency blankets

t) ACautDonNot Enterodo tape.

u)  Box of vinyl barrier gloves.

v)  Box of N95 masks

w)  Eye protection

X)  Waterless hand wash

y)  Wipes

Emergency Response Kit - Non School

a) A minimum ofthreeup-to-d at e copies of the sitebs Emergency

b)  Facility floor plan

c)  Map of school /facility grounds

d) Current list of all staff who work the facility.

e) Employee emergency contact lists (updated in September and February annually).

f) Emergency contact list (see Forms).

g) Chemical inventory list (see Chemical Hazard Section).

h)  Evacuation route maps highlighting primary and secondary evacuation routes. This
includes to a secondary location

i) Megaphone or other communication devices with charger or batteries.

)] 3 flashlights with a supply of batteries (packaged separately) and a supply of spare bulbs.

k) A portable AM/FM radio with a supply of batteries packaged separately.

) A minimum of two clipboards.

m)  Miscellaneous office supplies: pens, pencils (sharpened), box of paper clips, letterhead
paper and envelopes, string, duct tape.

n)  Log of events form.
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0) Messenger memos.

p)  Emergency Administration identification apparel.

q) Portable First Aid Kit No. 3.

r List of qualified first aiders at site (update in September and February annually).
s) 2 Emergency blankets

t) ACautDmnNot Entero tape.
u)  Box of vinyl barrier gloves.

v)  Box of N95 masks

w)  Eye protection

X)  Waterless hand wash

y)  Wipes

Emergency Response Kit - Support Roles

Emergency Communications
a) Emergency contact sheet
b)  Messenger memos

c) Pencil/pen

d) Note pad

Reception of evacuees designate/ Operations designate
a) Emergency contact list

b)  Emergency response flip chart

c) Messenger memos

d)  School/facility floor plan

e)  Map of school /facility grounds

f) Identification apparel
g) Pen/ pencil
h)  Note pad

Traffic Control and Security

a) Traffic control/Guard sheets
b)  Messenger memos

C) Identification apparel

d)  Map of schoolffacility grounds
e) Floor plan of school/facility

f) Note pad

g) Pen/pencil

Emergency Food services

a) Log of events form

b)  Record of assignments form
c) Emergency contact list

d) Messenger memos

e) Identification apparel

f) Map of school/facility grounds
g) School/facility floor plan

h)  Pen /pencil

i) Note pad
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Emergency Response First Aid Team Kit

a) A copy of the emergency response procedures
b) Identification apparel, high visibility vest.

c) Communication device.

d) Portable first aid kit No. 1

e) Disaster supplies as to your assignment.

f) Barrier gloves

g) Eye protection
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Appendix Five: Emergency Response Spill Kits

Hazardous Spill Kits

a)
b)
c)
d)
e)
f)
9)
h)

One 12 ft by 12 ft plastic tarp or comparable size
One spade shovel

One scoop shovel

One broom

Six (6) bags of absorb all

One plastic containment container
Two 20 liter pails

One bag of plug and dike

One (1) package of absorbent mats
Two rolls of duct tape

Chemical protective gloves

Eye protection

N95 masks

Four (4) disposable coveralls
Emergency call numbers
Procedures on spill clean up

Log of events sheet

Warning ribbon
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Appendix Six: References:
Forms:

OH&S 7 1 Emergency and Disaster Preparedness
OH&S 81 Drill/Exercise Checklist

OH&S 9  Emergency Planning Revisions Form
OH&S 151 Incident Command Organization

OH&S 23 Record of Assignments for Emergency/Disaster
OH&S 26 Revision Request Form

OH&S 281 School/Facility Layout Map

OH&S 291 School/Facility Grounds Map

OH&S 301 Student-Staff Accountability Form

OH&S 31 Time and Event Log

7-104 October School Bus Evacuation Completion
7-105 April School Bus Evacuation Completion
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Lockdown and Modified Lockdown

The decision to call for a lockdown will only be made if there is an existing threat in or around the
building that would be far more dangerous to call for an evacuation of the building, or as notified
by the RCMP.

Response to a critical incident of this nature should involve extreme caution by both first
responders and victims, with the primary responsibility of both being the preservation of life.

In general, how you respond to an active threat will be dictated by the specific circumstances of
the encounter, bearing in mind there could be more than one individual involved in the same
threat situation. If you find yourself involved in an active threat situation, try to remain calm and
use these guidelines to help you plan a strategy for response.

In an active threat situation the first priority of police will be to neutralize the threat(s). Consider
carefully before doing anything that may cause you to be confused with the suspects i like
showing a personal weapon, running toward police, etc. Cooperate with all instructions from law
enforcement.

The following are some general guidelines for responding to an active shooter incident and
locking down in a building as a result of an active threat incident:

Process:

1. Each school will develop a lockdown procedure specific to the individual school
incorporating the Process and Action points.

2. Departments/schools should have pre-determined lock down rooms.

3. Lockdown Procedures will be reviewed with Staff/Students annually.

4.  Schools must hold at least one Lockdown Drill each school year.

5. Principal will send home an information letter prior to holding a Lockdown drill. The letter

will advise parents of the date and what the student(s) will experience during the drill.
Form OH&S 19 is a sample for your use.

An announcementwillmadei A ATTENTI ON ALL STAFF. LOCKDOWN
Announcements are in clear language only, no use of code words.

1. If necessary, Office Staff will direct students outside on recess or class either to the
nearest O6ésafe roombé as below or to nearest

2.  IF necessary, ring school bell three times to signal classes outside or recess students to
come in the school (send someone outside if they should stay out).

3. Call911. Give land location. Call Regional Office at (780) 674-8500.

Onset of Incident
1. Hearing gun fire of a violent commotion may be your first indication that something is

wrong. Assess your situation as best you can and take action.
2. The more distance you can put between yourself and the threat the better.
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Do not go towards the sounds of gunfire to investigate and/or try to help. Get away from
the area. Try to be a moving target vs. a non-moving target.

If you cannot get out of the area but are somewhat distant from the threat consider locking
down as an option.

Lockdown

Purpose: To try and keep people from coming in contact with the threat by going to places
or remain in rooms that can be secured. Ideally, such a space has phone and internet
access, but the ability to secure the space is primary.

Because of the fluid and changing nature of these incidents, it is impossible to anticipate
exactly how the situation will evolve or provide absolute guidelines.

It must be an individual decision whether it is best to try to evacuate the area or lock down.
There are risks and benefits to both decisions and your decision will need to be based on
your individual situation.

Lockdown Actions:

1. Teachers should instruct their students to remain calm and quiet.

2.  Office staff will either retrieve students from washrooms or instruct them to stay
inside.

3. If you are in a location with open access such as the hallway or the Library, then
evacuate to the closest safe room. (E.G. Homeroom, the Band Room, the Music
Room, the Computer Lab)

4, In the event that students are outside on recess or class, the supervising teacher or
T.A. will blow the whistle loudly three times and will chaperone the students to a
safe place (e.g., open classroom in school, skating shack or community hall). The
supervising teacher or T.A. will advise the office via walkie-talkie (if available).

5. Do not set off the fire alarm in a lock down. People may become targets by orderly

leaving the buildings and gathering outside.

Lock all doors and close windows, draw curtains or blinds.

Turn off the lights.

Silence all cellular phones.

Keep occupants calm, out of sight and take adequate cover/protection i i.e. concrete

walls, thick desks, filing cabinets.

10. Place signs in exterior windows to identify the location of injured persons.

11. Create a list of missing occupants or students.

12. Tell students and staff that may come to the door after it is locked to go to a
predetermined safe area.

13. If you find yourself locked outside, look for the closest hiding place. When the police
arrive, put your hands behind your head and follow police instructions.

14. Do not leave or allow anyone to leave your classroom/safe place until you hear the
nAl Il @hneuacaeroent, which should come from an administrator.

15. I'f the AAII Clear o announcement sounds
i Do not release your students or occupants
. Confirm that all is safe by contacting the office

16. If you have access to a computer, log on to your e-mail and/or ensure the phone is
working, for communication. Wait for further instructions, which may arrive: over the
intercom, or e-mail.
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17. Police may conduct an evacuation of selected rooms. Do not open door until you
have received confirmation of identification.

18. If afire alarm goes off while you are in lock down assess the situation before leaving
yoru shelter. The alarm may have been set off by the intruder(s) or person(s) of
threat. If you smell smoke or see fire you need to evacuate.

19. A member of the Office Staff will be contacting the RCMP and will keep them
updated.

20. The administrative team will circulate throughout the building if it is safe to do so, and
meet the RCMP with the latest information.

2. Prepare a notice for parents concerning the
students.

22. Prepare a statement for the media. (Only the Superintendent or Board Chairman
should actually speak to the media.)

23. The administrators, school counsellor and Student Services will assess the need for
ACritical Il ncident Debriefingo.

NOTE: There is a high probability of fear or traumatic reaction among students in
response to the potential circumstances surrounding these procedures. It is advisable that
parents, students and staff be consulted and briefed prior to any drills. However, all adults
working in the building must be familiar with and trained in these procedures.

B. Modified Lockdown

Purpose: To secure exterior doors while normal activities continue within the building(s).
This is used when there is a probability of a dangerous situation coming on-site and there
is a need to restrict access to our building.

Modified lockdown actions

1. Upon receiving notification to start a modified lockdown staff should secure their
exterior doors, close blinds and continue normal activities until notified of an all clear.

2. Any students or staff who are outside the building will be notified of the modified
lockdown and will go inside the building.

3. Have signs posted at main entrances directing visitors to one main entrance.

4.  Atthe main entrance point of the building have a monitor place at the door to let
visitors who are safe inside the building.

5.  Allvisitors will report to the office for a visitor ID tag before walking through school.

6. During modified lockdown you may let people into your building who you know
personally and/or who do not fit the description of the suspect.

7. Modi fied |l ockdown wi |l be i n mointementfromnt i | vVyo
administration.

Decision Making for Site Lockdown Evacuation

In the initial phases of an active threat situation individuals will need to make decisions based
upon their assessment of the situation.

Follow all directions from law enforcement.

As soon as it is safe, the Administrative Team will convene to consider other actions needed.
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No matter what the circumstances, if the decision is made to evacuate during an active threat
situation, make sure you have an escape route and plan in mind. Do not attempt to carry
anything while evacuating; move quickly, keep your hands visible, and follow the instructions of
any police officers or emergency personnel you may encounter. Do not attempt to remove
injured people; instead, leave wounded victims where they are and notify authorities of their
location as soon as possible. Do not try to drive off property until advised it is safe to do so by
police or emergency personnel.

Always work in coordination with the method of transportation off site to limit exposure time to
threats. Contact the PHRD Transportation Department as soon as it is suspected that there
might be an evacuation of occupants off site to a predetermined location.

Staging Area Location

In an active threat situation, muster points for fire evacuations could post potential risks for staff,
students, visitors, and contractors. If you choose to leave the building, please evacuate to a
safe location outside the building. Keep low and await instructions from Police personnel.

Assisting Mobility Challenged Individuals

As for fire evacuation procedures, staff will be responsible for assisting in the evacuation or
lockdown for staff, students, visitors, and contractors from the building. Those individuals who
require assistance can be taken into the fire stairwells if a safe exit out of the building is not
feasible. Ensure that you are informing the fire warden as to your location so this information
can be passed on to Police and Security personnel.

Responding Police Officers

Police Officers responding to an active threat are trained to proceed immediately to the area in
which shots or violence were last heard; their purpose is to stop the threat as quickly as
possible.

1.  The first responding officers will normally be in teams.

2.  They may be dressed in regular patrol uniforms, or they may be wearing external
bulletproof vests, Kevlar helmets, and other tactical equipment.

3. The officers may be armed with rifles, shotguns, or handguns, and might also be using
pepper spray or other weapons to control the situation.

4, Regardless of how they appear, remain calm, do as the officers tell you, and do not be
afraid of them.

5. Put down any bags or packages you may be carrying and keep your hands visible at all
times; if you know where the threat is, tell the officers.

The first officers to arrive will not stop to aid injured people; rescue teams composed of other
officers and emergency medical personnel will follow the first officers into secured areas to treat
and remove injured persons.

Keep in mind that even once you have escaped to a safer location, the entire area is still a crime
scene; police will usually not let anyone leave until the situation is fully under control and all
witnesses have been identified and questioned. Until you are released, remain at assembly
point(s) designated.
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REFERENCE:

Form OH&S 19 Letter to Parents for Lockdowns
Form OH&S 25 Record of Lockdown Dirills
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Direct Response

Direct Response T is used when potential threats or incidents give occupants or staff the
opportunity to respond directly to the incident to eliminate or limit the threat, potential property
lose or limit injury or to deal with injuries to occupants and staff. A directed response is used
when the location of the threat is known and can be confined to a specific area. Occupants
should be directed to an area that is far enough away from the threat to ensure safety.

1. The Principal or Department Head will ensure that they have sufficient trained staff to
initiate a direct response to incidents that may happen on site.

a) First aid, AED, CPR

b)  Workplace violence

c)  Fire extinguisher training
d  WHIMIS

2.  The Principal or Department Head will ensure that equipment designated for direct
response is in a ready to use condition.

a) First aid kits
b)  Fire extinguishers
c) Automatic external defibrillator (AED)

d)  Spill kits
e) Fire blankets
f) blankets

g) Eye wash stations

h)  Fall rescue equipment

i) Respiratory protection

) Confined space rescue equipment.
k)  Communication devices

Process

Direct response is initiated by both administration and staff. Incidents that may happen on sites
can be dealt with directly by individuals trained to deal with certain situations and equipment.
Some incidents may require a further escalation of response but by dealing with some situations
quickly we can limit injury, damage to facility and even death.

Potential emergencies are:

Medical/injuries
Fire

Workplace violence
Suspicious persons
Intruder

Chemical release

= =4 -8 -8 -8

Always see the big picture, what is the potential of this emergency, where will it be in 30
seconds, 2 minutes, 5 minutes or even 30 minutes. Never wait to seek further assistance or

initiate a different response. Al ways act wi

i Am | trained to handle this emergency?
1 Who is trained to assist me in this emergency?
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1 Do | have the right equipment to take action on this emergency and does it work?
1 Are my instincts telling me to seek further assistance or to initiate a different response?

Actions

A A

RRoOONO

= o

Note:

Assess the situation and determine need.
Contact emergency services if required (9-1-1)
Inform office of the situation and location and of response.
Ensure safety of students before responding to an incident.
Take Emergency Response equipment to deal with specific incident.
a) First aid kit
b) Fire extinguisher
c) Spill kit, etc.
Meet with Emergency Personnel, if safe to do so or send a designate.
Contact parents or guardian of student.
Contact staff emergency contact person, if necessary.

Assess incident to determine if the incident needs to be reported to Regional Office.

Report and document the incident.
Refer all media inquiries to Regional Office (780) 674-8500.

Some incidents may require staff and students to be debriefed or have councilors
talk with staff and students to deal with critical incident stress. Some emergencies
are not in or realm of normalcy so occupants may react differently to some
situations. Administration may choose to send an information sheet home with

students to inform parents on the dayos
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Evacuation Response

Evacuation is used to move occupants out of the building or vehicle by route designed to avoid
contact with potential threats (fire).

1. Each room or area that is in normal every day use or has the potential to have staff or
visitors occupying those areas will have an evacuation route map located near the exit(s)
of the space.

2. The evacuation route will take the most direct path leading out of the facility and the route
will allow for the occupants to have clear unobstructed path away from the building.

3. The evacuation route will terminate at a preset muster point for occupants to gather and an
accountability of students, staff and visitors to be taken.

4. A muster point must be identified for the collection of occupants to be evacuated from the
site to a safer location. (i.e. community center, another school)

5. Evacuation routes must take into consideration construction and renovation projects and
locking of doors for security reasons in the facility. If such circumstances obstruct
evacuation routes, then the facility staff will alter the affected rooms or areas evacuation
routes for the duration of the project or event.

6.  Construction and renovation projects will address their own evacuation routes and muster
points with project emergency planning. This muster point will be made aware to the
facility office and administration.

7.  Sites will make arrangements for protection of occupants in evacuations and severe

weather.

Evacuation procedures will be in effect at all times of the day or night or day of the week.

Evacuation plans will be reviewed annually and upon changes in operations, facilities or

special events.

10. All supervisors, student chaperones, or crowd managers will be debriefed in changes of
and evacuation procedures before the event starts or when arriving on site.

© x

Process
Evacuations can happen for different circumstances and threats to the occupants such as:

Fire

Uncontrolled chemical release
Building collapse

Severe weather

Bomb threat

Suspicious package

Utility strike or disruption
Industrial accident

=4 =4 _-a_-8_98_9_-9_-29

Administration Initiated Evacuations

Administration of the site will initiate evacuations by announcing.
ifAttention all staff, we are evacuating tF

This announcement should be repeated three times minimum so all staff and occupants that
may have had to stop the operation of equipment can have time to shut down and hear the
announcement.
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Any further information should be given to occupants as well if needed during the announcement
for example:

1 Please gather at the bus muster location for evacuation off the site.

1 All rooms on the east wing evacuate through the west doors due to the utility strike in the
east grounds.

Other methods of evacuating the site are:

bl Pulling the fire alarm to initiate an evacuation.

bl Verbally telling key staff and fanning out the message to all staff.

1 Use of a signaling device such as three blast of an air horn.

Occupant Initiated Evacuation

Occupants and staff have the ability to warn others of threats by;

bl Activating the fire alarm.

i Activating signaling devices like vehicle or air horns.

1 Contacting the office.

1 Verbally telling key workers or occupants to have the alarm fanned out to staff.

Actions
Administration

Assess the situation and determine need.

Contact emergency services if required, (call 9-1-1)

Communicate with occupants using clear language.

Inform staff of response and whether situation is occurring inside or outside of the facility.
Take Emergency Response Kit to designated muster point.

Take visitor sign in sheet.

Contact applicable numbers on Emergency Call Card (found in Emergency Response Kit).
Meet with Emergency Personnel, if safe to do so.

Collect attendance sheets for all classrooms and labs to clarify who may be missing. Notify
emergency services Incident Commander if anyone is missing, possible location and
individuals with limitations of mobility, if known.

9. Contact parents.

10. Contact Superintendent to inform of situation.

11. Report and document the incident.

12. Refer all media inquiries to Regional Office.

S
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Staff

1.  Take the following items with you:
a) Class list or student list.
b)  Emergency response flip chart.

2. Ensure that room, bus or area is evacuated of all occupants.

3. Close door, but do not lock.

4.  If previously directed by site administration, check designated rooms or areas to ensure all
occupants have evacuated.

5.  Check to ensure primary exit route is safe and clear for exit.
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11.

12.
13.

Leave room, area, or vehicle immediately, in a calm and orderly manner, use only the exit
and directions identified in the evacuation plan.

Remain with students at the designated muster point and do not allow students to leave.
At non-school sites, have staff remain together unless otherwise directed by emergency
services. Some staff may be required to leave to assist with emergency response or
reporting.

Complete a class attendance to identify missing students.

Assess staff to see if members are missing, contact administration to see if staff or
students are absent from the days roster.

Send a messenger to administration or designate with a written note to indicate location
and occupants attended for, or to specify individuals are missing or injured. Also note any
individuals with compromised mobility that may be waiting inside.

Wait for further directions from administration or designate.

Refer all media inquires to administration.

Occupants and Visitors

1.

Upon hearing an evacuation signal or announcement, exit the area quickly through the
nearest exit. Do not attempt to join your attendance class by walking through the building.
Students and visitors will contact PHRD staff at a muster point so they can be accounted
for.

Occupants will notify staff of locations of confirmed location of threat. (fire location)
Occupants will cooperate with emergency and PHRD staff to protect their health and
safety.

At the termination of the event visitors should report to the site administration to receive
direction.

Crowd Managers

One crowd manager must be designated and present at a large occupancy gathering for every
200 occupants. More crowd managers may be required for younger, compromised mobility
individuals, lay out of event or other reasons to be determined by event coordinators.

1.

wn

Upon hearing a signal or announcement to evacuate an area, the crowd manager will
report to a pre-determined exit, if safe to do so and open that exit and direct occupants to
the exit.

Crowd managers will also direct occupants to a muster point away from the building.
Crowd managers, if safe to do so, will ensure that the area is evacuated of all occupants.
Identify if any individuals who may have compromised mobility and require assistance.
Crowd managers will report to the muster point and relay any information to responding
emergency services or emergency designate of the event.
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Room Clear

Room Clear i is used to keep occupants away from a potential threat (e.g., student altercation)
within the room while the teacher deals with the situation. Clear language rather than code
words are to be used to communicate the required response.

When initiating a room clear every site will identify a safe room for uninvolved evacuated
students and staff to be placed. Students will not be left unsupervised.

Process:

A room clear is initiated by staff. It is a way to deal with potentially escalating situations that may

result in violence or further threat. Removing uninvolved students and staff reduces the chance

of traumatic or emotional reactions to actions taken to resolve the situation. It also takes the
uninvolved occupants out of harmés way should the
imminent danger.

Room clear can also be initiated in a hallway. Staff would block off access to hallways and have
occupants detour or wait until the threat is eliminated.

Possible emergencies are:

Workplace violence

Intruder

Suspicious persons or activity
Chemical release

Small fire

Weapons

Suspicious package

Building collapse

Suicide attempt

E R I I EE E ]

Actions:
Administration

Assess the situation and determine need.

Contact emergency services, if required (9-1-1).

Go to the incident and provide assistance.

Communicate with occupants using clear language.

Ensure alternate room/location is provided with supervision for uninvolved occupants.
Contact parents or guardian or involved student(s) if required.

Determine when uninvolved occupants can resume normal operations.

Contact Superintendent to inform of situation, if necessary.

Report and document the incident.

0. Refer all media inquiries to Regional Office.

HOoooNoOakwdE
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Assess situation and notify administration immediately for support including direct
response.

Remain calm.

Send uninvolved students to alternate room/location.

Attempt to defuse or eliminate the threat or situation, if safe to do so.

If any persons should sustain an injury, assess the situation and determine medical needs
of the injured individual.

Have room cleaned as required.

If room has sustained damage have the area assessed by Plant Operations.

164



Occupational Health and Safety Handbook

Shelter in Place

Shelter in place i is used to move all occupants away from a threat (e.qg., flooding, utility
disruption, chemical spill) to a specific location inside the building when it is safer to remain in
the building than to leave. Shelter in place is used when the threat is known and action to protect
occupants is understood. Occupants should be directed to an area that can be protected from
the threat.

1. Each site will identify what procedures must be in place for sheltering in place:
a)  shutting down of ventilation, cooling and heating systems
b)  closing of windows
c) sealing of doors.
2. If areas cannot be sealed properly, identify areas or room that those effected occupants
can evacuate to and shelter in place.
3. Vehicles are not long term solutions for sheltering in place.
4, Each site will identify a method of communication with outside emergency services.
5. If vapors are flammable, shelter in place may not be a good option.

Process

Administration will initiate shelter in place procedures. This initiation may come from direction of
an emergency service to the administration of the site.

Possible emergencies are:

1 Chemical or dangerous goods release

1 Industrial accident

1 Suspicious package

1 Animal, dangerous presents

bl Severe weather

An announcement will be made: AfAttention staff,
Close alll wi ndows and seal door so. Announcement
out.

Actions

Administration

Assess the situation and determine need.
Contact emergency services if required (9-1-1)
Communicate with occupants using clear language.

Inform staff of response and whether situation is occurring inside or outside of the facility.
Contact PHRD Plant Operations so ventilation systems can be shut down, or contact
building maintenance to shut down ventilation systems.

Take Emergency Response Kit to designated shelter area.

Take visitor sign in sheet.

Contact applicable numbers on Emergency Call Card (found in Emergency Response Kit).
Meet with Emergency Personnel, if safe to do so.

Contact parents if shelter in place will affect students going home on time.

Contact PHRD Transportation Department and inform of situation.

Contact Superintendent to inform of situation.
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11.

12.
13.

Report and document the incident.
Refer all media inquiries to Regional Office.

Take the following items with you:

a. Class list or student list

b. Emergency response flip chart.

Close door, but do not lock.

Close all windows.

Seal ventilation ducts as best as you can.

If previous directed by site administration, check designated rooms or areas to ensure all
occupants have evacuated to a shelter in place area.

Check to ensure all exit doors are closed and sealed

Remain with students and do not allow students to leave.

At non-school sites, have staff remain together unless otherwise directed by emergency
services. Some staff may be required to leave to assist with emergency response.
Complete a class attendance to identify missing students.

Assess staff to see if members are missing, contact administration to see if staff or
students are absent from the days roster.

Send a messenger to administration or designate with a written note to indicate location
and occupants attended for, or to specify individuals are missing or injured. Also note any
individuals with compromised mobility that may be waiting for assistance.

Wait for further directions from administration or designate.

Refer all media inquires to administration.

Occupants and Visitors

1.
2.
3.

Upon hearing an announcement that shelter in place has been initiated remain inside.
Report to office.
Cooperate with staff.

166



Occupational Health and Safety Handbook

Emergency Procedures
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Procedures in Different Cases of Emergency

1.

Abducted/Missing Student

Actions

If witnessed:

1.
2.
3

4.
5.

Call 9-1-1.

Try to stop the abduction by yelling out or moving toward the incident.
Try to obtain as much information about the abduction as possible

1  Make and colour of vehicle.

1 License plate or identifying marks.

1  Number of individuals involved and if they are male or female.

1 Clothing.

Inform parents.

When possible, inform Regional Office 780-674-8500.

If not witnessed:

1.

2.
3.
4,

Verify that the student is missing. Search b
obtain information.

Call 9-1-1.

Inform parents.

Notify staff of the facts.

Missing Student

Transportation or school being informed that a student is missing.

Actions
1.  Schools will contact the transportation department
2. If student is missing in the morning and is very young. Transportation will send a
staff member to check the bus if it is in the bus yard.
3.  Contact the bus driver that the student is placed on route sheet.
a) If you cannot reach the Bus driver call the school and inform on missing
student.
b) Callhometoverifythechi | d i sndét at home ( oitskklker paren
or if in town i walked home)
C) Run route sheet and start calling parents,
1 Get to the position where you can get a parent to go out and stop the bus
and get the driver to contact the bus shop,
1 If not on bus, no further action is needed, let school know.
4, I f student is not on a bus then Transportat:i

a) School will page student over PA system.
b) Look at student schedule at school and contact teachers to find last class the
student was in attendance for.

c) Call home to verify if student i Bsickt at hc
or if in town 7 walked home)
d I f studentdés friends are known, teachers c

if they know where the student is or if they went home with a friend.
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e) Get a description of the student.

f) Do a second all call again and start to search the school.

g) Have staff with a description search school grounds.

h)  Have staff with description to drive around town looking for youngster.

i) Call hospitals to see if there have been any accidents involving the student.
5. If not located after these procedures i get school or transportation to call the RCMP.
6. If student is located please call all involved.

Animal Attack or Dangerous Presence

Locations and events that staff and students are taking part, or occupants of, have the
potential to be exposed to dangerous animals. There are only two possible ways that staff
or occupants can come into contact with potential dangerous animals; one is that the
animals are brought on site or staff and students taken to a location where animals are
present; the second is the random encounter from a wild animal. Any time an animal
enters a school site or comes into a work area there is a risk. The degree of contact and
proximity of the animal will determine the amount of risk.

The victim of an animal incident is usually caused by lack of communication, momentary
distraction, archaic design/design error, or breech of protocol.

There are only two times where action can really be taken. The time to take action is
ideally before you have an incident. If you have an episode, then the only alternative is to
take action during it! Anything after the incident is dealing with the repercussions usually
as a medical response.

Animals will generally leave humans alone. One big factor is the presence of young
animals beside the parent animal. Animals with young can be very protective. Young
being very inquisitive may want to approach humans putting the humans at risk of attack
from the parent animals. Another risk is animals in mating season. Deer species mate in
the fall and are more active and prone to attack humans.

The Black Bear:

The black bear is the smallest of the bears. He is primarily a scavenger, not a
hunter. In areas where people are present he has learned that people can provide
food, and he may have lost much of his fear of man. Use the procedure as above,
but if he attacks it is likely that he has mistaken you for food, or that you have food,
or he could be rogue. Play dead, but if he bites, fight back.

The Grizzly Bear:

The grizzly bear is indifferent to man. He has no fear of man and will attack if he
feels like it. Sometimes he may not attack and may run away. The best thing is to
avoid him and never surprise him. If he does attack he rarely sustains his attack,
after you play dead. Remember he is a very big animal and his weight alone can Kkill.

The Mountain Lion:

This powerful animal is also known as a puma, cougar, and catamount. This big cat
of many names is also found in many habitats, from Florida swamps to Canadian
forests. Mountain lions like to prey on deer, though they also eat smaller animals
such as coyotes, porcupines, and raccoons. They usually hunt at night or during the
gloaming hours of dawn and dusk. These cats employ a blend of stealth and power,
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stalking their prey until an opportunity arrives to pounce, then going for the back of
the neck with a fatal bite.

The Moose:

Moose are mostly diurnal. They are generally solitary with the strongest bonds
between mother and calf. Two individuals can sometimes be found feeding along
the same stream. The males are polygamous and will seek several females to breed
with. Mating occurs in September and October. During this time both sexes will call
to each other. Males produce heavy grunting sounds that can be heard from up to
500 meters away while females produce a wail-like sound. Males will fight for
access to females. They will either assess which is larger, and the smaller bull
retreats, or they may engage in battles that can turn violent.

The Dog:
The dog is a domesticated subspecies of the grey wolf. The domestic dog has been

one of the most widely kept working and companion animals in human history. Dogs
remain cunning, swift, agile, strong, territorial, and voracious despite domestication;
even small ones have large, sharp teeth and claws and powerful muscles in their
jaws and legs, and can inflict serious injuries. The lacerations even from inadvertent
dog scratches, let alone deliberate or reckless bites, are easily infected. Large dogs
can knock people down with the usual effects of falls from other causes.

Process

Before an arrangement of an animal being brought on site or staff and students being
brought to a location that domestic animals are present a few considerations should be
thought of.

BEFORE, this means taking general precautions such as:

1. Noting where your coworkers and occupants are before moving animals.

2. Informing the Administration of the animal being brought on site.

3.  Ask affected staff and students about possible allergies.

4 Double checking locks, gates, protective wear for the animal and location of the
animals.

5. Paying attention to the "feel" or the general atmosphere the "mood" of the animals
and adjust accordingly.

6. Checking the perimeter for escape routes to the outside, and other related concerns

7. Ensure that waste containers containing food are emptied or secured

8. Make sure your backups know how you will react or want them to. Make sure they

know how to do crowd control and can alert you to potential hazards that you may
encounter or that may startle an animal. Wind conditions, strange looking hats or
sunglasses, stray items, people or animals are all things that could pose risk

Actions for a Dangerous Animal on Site

1. Upon noticing that there is a dangerous animal on site, make noise to warn the
animal to move away.

2. Wild or animals at large should be avoided, DO NOT approach.

3. Have all occupants outside the facility come inside.

4.  Call 9-1-1 if you have a dangerous animal on site (bear, possible vicious dog, wild
cat).

5. Notify administration, a modified lockdown response may be initiated.
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6. Have occupants try to appear larger by holding their hands over there head, move
slowly away.

7. If an animal attacks, do not run away, running may make the animal chase. Stand
still or curl up into a ball, cover the back of your neck with your hands.

8.  Another popular defense against animals is to carry bear spray. This is capsaicin and
related capsaicinoids spray in a compressed gas container. If you spray the animal it
may change his mind and leave the site or break off an attack. Remember spraying an
animal in an active attack may result in the victims being sprayed as well.

9.  An animal attacking people is a very serious matter; your own safety is a priority.
Smaller animals like dogs or smaller cats can be chased off or physically removed.
Larger animals like bears, larger cats or moose are more dangerous and loud noises or
sprays may be use to try to stop the attack and chase them off.

10. Ensure that the animal is gone and attend to the injured. Bears and large cats may
hide and wait to attack again to claim the injured person; removal of injured person
may be required with these types of animal attacks.

11. I'f necessary, prepare a notice for parents <c
with students.

12. If necessary, prepare a statement for the media. (Only the Superintendent or Board
Chairman will release information to the media.)

13. The administrators, school counsellor and student services will assess the need for
critical incident debriefing.

3. Armed Intruder

Onset of Incident:

1 Hearing gun fire may be your first indication that something is wrong. Assess your
situation as best you can and take action.

1 The more distance you can put between yourself and the shooter the better.

1 Do not go towards the sounds of gunfire to investigate and/or try to help. Get away
from the area. Try to be a moving target vs. a non-moving target.

1 If you cannot get out of the area but are somewhat distant from the shooting consider
locking down as an option.

1 Firearms are not the only weapon to be considered in an armed intruder, defense
sprays, knifes clubs or similar style weapons or a combination should be considered
very dangerous and life threatening.

Actions for an Armed Intruder

1.  Anyone who detects a person with a weapon should immediately inform the sites office
and administration team.

2. Administration will assess the threat and may initiate lockdown response, try to remove
people in potential danger.

3. Call 9-1-1.

4, If possible, inform all staff individually or by phone, email or PA system of the location
of the threat.

5. If the threat is outside, advise of a modified lockdown and inform staff to keep students

away from windows.
6.  Gather as much information as possible prior to police arriving:
a) Number of people
b)  Their location
c) Types of weapons
d)  Names and number of victims
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e) Any statements they have made.

7 Provide responding police with a floor plan of the facility.

8. DO NOT attempt to remove weapons.

0. DO NOT negotiate with the intruder.

10. DO NOT evacuate the school or remove the lockdown until told to do so by the police.

11. Inrural areas, where significant delays may take place prior to police arrival, school
staff, (possibly the counsellor or a staff member who has rapport with the intruder),
may wish to talk with the intruder. The goal is only to gain information that would
assist the school in removing or minimizing targets.

12.  When possible call Regional Office 780-674-8500.

13. Follow direction of responding emergency services.

14. |'f necessary, prepare a notice for parents c
home with students.

15. If necessary, prepare a statement for the media. (only the Superintendent or Board
Chairman will release information to the media)

16. The administrators, school counsellor and student services will assess the need for
critical incident debriefing.

17. Document the incident and investigate if required

The administrator, school counsellor and student services will assesstheneed f or ACr i t
l ncident Debriefingo.

Note:An intruder with a weapon, weather using it or not, is treated as a clear threat to
safety. It is a hostage situation. School personnel should focus on the safety of
students and staff and leave negotiations to trained responders.

4.  Actions in the event of a Bomb Threat/Threatening Phone Call

4.1 An employee receiving a bomb threat or threatening call should obtain a bomb
threat/threatening call recording sheet:
a.  Attempt to obtain as much information as possible from the caller.
i. Interrogate the caller as to description of the bomb, where it is, when it is
due to explode.
ii. Prolong the conversation as much as possible and note background
noises, voice characteristics.
iii.h. Determine the call aclitfs knowl edge of the
iv.  Obtain a bomb threat recording form
b.  The Principal or Department Head assesses the degree of danger and decides

on a course of action. They will first:

i. Advise the local police authorities

ii. Evacuate the building. Check escape routes for unusual objects and begin
evacuation

iii.  Instruct the designated staff to conduct a search if deemed safe to do so.

Inform Superintendent of schools or designate.

Searches should be conducted by trained personnel.

e. Searchers should look for familiar objects in unusual places, such as: hard cases,
duffel bags, plastic garbage bags, boxes and parcels, and they should be alert to
the presence of unusual objects. Important areas are:

i All public areas such as hallways, bathrooms, stairwells, elevators.
ii. Furniture in public access areas.

iii.  Trash containers.

iv.  Plumbing access panels in washrooms.

V. Air ducts near computer installations.

oo
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vi.  Closets containing cleaning materials.
vii.  Equipment areas such as power stations, heating, air conditioning or other
engine or machine rooms.
f. Searchers must mark searched areas and report them to the person in charge.
g. Upon discovery of a suspicious looking object DO NOT TOUCH a suspicious
looking object. Advise the Principal or Director immediately, who will notify the
police.

h. If necessary, prepareanotic e f or parents concerning the

sent home with students.

I If necessary, prepare a statement for the media. (Only the Superintendent or
Board Chairman will release information to the media.)

J- The administrators, school counsellor and student services will assess the
need for critical incident debriefing.

Bus Evacuation

Passengers should be evacuated in a manner that affords the maximum safety for the
passengers. The objective is to get passengers off the bus as quickly, orderly and safely
as possible.

Events that will require bus evacuation:

a. Fire 7 A bus should be stopped and evacuated immediately if the engine or any part
of the bus is on fire. Passengers will move to a safe area 35 meters from the bus in
the safest direction from the bus and remain there until the operator has determined
that no danger exists. Do not have passengers or the operator stand in smoke from

fire.
b.  Danger of Fire - Being near an existing fire and unable to move the bus, or near the
presence offuelorot her f |l ammabl e material should be

fire, 0 and passengers should be evacuated.
C. Unsafe Position T In the event that a bus is stopped due to a collision, mechanical

failure, road conditions or operator error, you must determine immediately whether it

is safe for passengers to remain in the bus or whether passengers should evacuate.

For example, Middle of the road, in the ditch, on its roof or side. You must evacuate

if:

1 The final stopping point of the bus is in the path of any train or immediately
adjacent to any railroad tracks.

1 The stopping position of the bus may change and increase the danger.
Example, the bus could roll into a lake, over a cliff.

1 The stopping position of the bus is such that there is a danger of a collision
with traffic. The bus should be visible for a distance of 300 meters. A stopping
position just over a hill or around a curve where such visibility does not exist
should be considered sufficient reason for evacuation.

Process

There are three standard ways to evacuate a school bus; the front door, rear door and half
exits through both the read and front exit. The operator will assess and determine what
method of evacuation will work best for each situation or to modify the evacuation to
protect passengers the best.

Each bus operator must develop an evacuation action plan for the occupancy of the bus
which will include:

174



Occupational Health and Safety Handbook

1 Designate responsible for taking over evacuation should the operator be in a position
not able to assist in the evacuation. This should be an older person.

bl Designate a helper; Helper is the first person off the bus. They stand outside the exit
and assist passengers off the bus. They also direct passengers to a safe location.
Their job is to assist in the evacuation by keeping passenger flow off the bus safe
and quick.

1 Person(s) assigned to assist persons with compromised mobility off and away from
the bus.

1 Designate a leader; the leader is responsible for taking passengers to a safe area a
minimum 35 meters away from the bus. They are the second person off the bus
behind the helper.

1 Passengers should be instructed to have their hands free and to not take anything
out of the bus, getting off the bus is
go back and retrieve items, if safe to do so.

All designates, helpers and leaders should be instructed on what to do if the operator has
been injured and in not able to direst the evacuation.

Injured or passengers with compromised mobility

In situations where passengers have been injured it is recommended that you leave
injured passengers that are not mobile last to evacuate. Helping evacuating injured
passengers before the mobile passengers will slow down the evacuation putting more
persons at risk. The moving of injured passengers should be evaluated: what was the
mechanism of injury, what is the potential of sheltering the injured passenger in place and
further injury or death from the situation (fire, chemical hazard). Certain situations will
require that you leave injured passengers sheltered in place until emergency services can
assess the situation and remove the injured passenger.

Passengers with compromised mobility are to be evacuated without the use of their aid
devices such as wheel chairs. These items can slow down passengers when a quick
evacuation is needed. The operator will get other passengers to assist the individual off
the bus and to help them to the muster point 35 meters away from the bus. The operator
will decide when such equipment can be safely taken off the bus and returned to the
affected passenger.

All evacuation procedures will follow current legislation and guidelines.

Action, Instruction of designates

Designate, leaders and helpers need to know how to:

1 Turn off ignition switch

T Set the parking brake

| Summons help where when needed. Location of cell phone and emergency numbers
(9-1-1)

Kick or push out windows

Location and use of emergency devices, warning triangles, high visibility vest

Open and close doors, account for all passengers passing their station

Provide extra help for small and disabled passengers

Perform other assignments as required

=
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Action, Front Door Evacuation
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Stop the bus, set the park brake, turn off the engine and remove key.
Stand, open front door, faces the passengers to get their attention.

Give the command; fARemain seated, emergen

Give command,; il eave your hands free
The first person off the bus is the helper.

The second person off the bus is the leader; designate a safe muster point 35
meters away from bus.

The operator controls the order of evacuation. Passengers would start evacuating
the bus starting at the front and alternating seats from side to side until the bus is
evacuated.

The operator is the last person off the bus ensuring that all passengers are off the
bus. The operator will ensure that these items will be taken of the bus and set in a
location just outside the exit for easy access for operator:

1. Fire extinguisher

2. First aid kit

3. Yellow binder

4. Emergency devices, warning triangles, cell phone, high visibility vest
Operator will set out emergency devices, warning triangles.

Operator will go to the safe area where the passengers are gathered.

Operator will evaluate the emergency and contact emergency services if the
situation requires. (Phone 9-1-1)

Operator will contact the PHRD Transportation Department as soon as practical.
They will inform transportation of:

1. The emergency or situation.

2. Their location.

3. Any injuries or other needs.

The operator will assess the hazards and if items such as medication or cold
weather clothing left on the bus is needed, the operator will enter bus to get the
items is safe to do so.
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Action, Rear Door Evacuation

1
1
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Stop the bus, set the park brake, turn off the engine and remove key.

The Operator will stand; face the passengers to get their attention. In a drill the
operator will be at the back of the bus to assist passengers off and to monitor the
helpers.

Give the command; ARemain seated, emekgency
door o
Give command:; Al eave your hands free

Operator is to constantly remind passenge
safe distance aparto, "Do not step off

The first and second persons off the bus are the helpers outside, on the ground at
either side of the rear door. One will count the passengers as they evacuate the bus
and both will assist passengers off the bus.

Passengers exiting the bus through the rear door will take a shires stance: knees
bent, one foot slightly forward, arms bent at the elbow and hands in a fist, body is
slightly bent at the waist.

The helpers reach up, one hand cupping the evacuating passengers elbow, the other
gripping the wrist firmly: whenthishas been achieved they wild/l

pull the passenger from the bus and do not let go until they are on the ground and
have firm footing.).

Passengers being helped will push off with back leg and step (not jump) to the
ground.

The third person off the bus is the leader; designate a safe muster point 35 meters
away from bus.

The operator controls the order of evacuation. Passengers would start evacuating
the bus starting at the back and alternating seats from side to side until the bus is
evacuated.

The operator is the last person off the bus ensuring that all passengers are off the
bus. The operator will ensure that these items will be taken of the bus and set in a
location just outside the exit for easy access for operator:

1. Fire extinguisher

2. First aid kit

3. Yellow binder

4, Emergency devices, warning triangles

Operator will set out emergency devices, warning triangles

Operator will go to the safe area where the passengers are gathered.

Operator will evaluate the emergency and contact emergency services if the
situation requires. (Phone 9-1-1.)

Operator will contact the PHRD Transportation Department as soon as practical.
They will inform transportation of:

1. The emergency or situation.

2. Their location.

3. Any injuries or other needs.

1 The operator will assess the hazards and if items such as medication or cold weather

clothing left on the bus is needed, the operator will enter bus to get the items is safe to do
So.
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This is the fastest method of evacuation.
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Stop the bus, set the park brake, turn off the engine and remove key.

The Operator will stand; face the passengers to get their attention. In a drill, the
operator will be at the back of the bus to assist passengers off and to monitor the
helpers.

Gi ve t he ¢ ommaeated; emérdgeecyradr coor evacuation open the back
door o

Give commend:; Al eave your hands free and ite
Operator is to constantly remind passengers
safe distance apart o, "eDobunsotunsttidp tohfef htehl ep ebr

The first and second persons off in the back the bus are the helpers outside, on the
ground at either side of the rear door. One will count the passengers as they
evacuate the bus and both will assist passengers off the bus. The first one out the
front is the helper for the front door.

Passengers exiting the bus through the rear door will take a shires stance: knees
bent, one foot slightly forward, arms bent at the elbow and hands in a fist and body is
slightly bent at the waist.

The helpers reach up, one hand cupping the evacuating passengers elbow the other
gripping the wrist firmly: when this has bee
pull the passenger from the bus and do not let go until they are on the ground and
have firm footing).

Passengers being helped will push off with back leg and step (not jump) to the
ground.

The third person off the bus at the back of the bus is a leader for rear evacuating
passengers; designate a safe muster point 35 meters away from bus. The second
person out the front door is a leader for passengers evacuating through the front
door.

The operator controls the order of evacuation. Passengers would start evacuating
the bus starting at the front and back and alternating seats from side to side until the
bus is evacuated.

The operator is the last person off the bus ensuring that all passengers are off the
bus. The operator will ensure that these items will be taken of the bus and set in a
location just outside the exit for easy access for operator;

1. Fire extinguisher

2. First aid kit

3. Yellow binder

4, Emergency devices, warning triangles

Operator will set out emergency devices, warning triangles.

Operator will go to the safe area where the passengers are gathered.
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Operator will evaluate the emergency and contact emergency services if the
situation requires. (Phone 9-1-1.)

Operator will contact the PHRD transportation department as soon as practical. They
will inform transportation of:

1. The emergency or situation.

2. Their location.

3. Any injuries or other needs.

The operator will assess the hazards and if items such as medication or cold
weather clothing left on the bus is needed, the operator will enter bus to get the
items is safe to do so.

Actions In The Event Of a Chemical Accident

Chemical accidents would include tank truck accidents or storage tanks involving
quantities of dangerous gases or liquid. Should such an accident endanger the occupants
of a building, the following actions should be taken:

1.

No g

Contact the Principal or Department Head or if not available the Shop manager and
provide full particulars:

1 Name of product or UN number

T Amount spilled

1 Amount that could be potentially spilled

1 Occupants or people that could be endangered

1 Actions taken so far.

Unless immediate evacuation is essential, Supervisor shall decide whether or not to
evacuate the building.

Evacuation response procedures shall be initiated, and the Fire Department will be
notified.

If occupants are sick or injured, assess severity and request an ambulance if
required.

Move crosswind i never upwind or downwind (to avoid fumes).

Render First Aid, if necessary to take victim to First Aid Station.

Locate the Material Safety Data Sheet for the chemical for information on personal
protective equipment, clean up, reactivity, fire hazards, health hazards, product
supplier contact information. And other information.
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8.  Attempt to confine the spill and take defensive action if safe to do so. Block storm
drains and divert the spill away from water sources.

9. If unsure of product or health effects always evacuate the building or area and
contact emergency services.

Chemical Spill On site

In the event of a chemical spill, the individual(s) who caused the spill is responsible for
prompt and proper clean-up. It is also their responsibility to have spill control and personal
protective equipment appropriate for the chemicals being handled readily available.

Process

Equipment for a chemical spill:

1. Review Material Safety Data Sheets (MSDSSs) or other references for recommended
spill cleanup methods and materials, and the need for personal protective equipment
(e.g., respirator, gloves, protective clothing, etc.).

2. Acquire sufficient quantities and types of appropriate spill control materials to contain
any spills that can be reasonably anticipated.

3. Acquire recommended personal protective equipment and training in its proper use.
For example, if an air purifying respirator or self-contained breathing apparatus are
needed, personnel must be enrolled in the Respiratory Protection Program and
attend annual training and fit-testing.

4, Place spill control materials and protective equipment in a readily accessible location
within or immediately adjacent to the laboratory.

Actions

The following are general guidelines to be followed for a chemical spill.

1. Immediately alert area occupants and supervisor, and evacuate the area, if
necessary.

2. If there is a fire or medical attention is needed, call 9-1-1.

3.  Attend to any people who may be contaminated. Contaminated clothing must be
removed immediately and the skin flushed with water for no less than fifteen
minutes. Clothing must be laundered before reuse.

4. If a volatile, flammable material is spilled, immediately warn everyone, control
sources of ignition and ventilate the area.

5. Don personal protective equipment, as appropriate to the hazards. Refer to the
Material Safety Data Sheet or other references for information.

6.  Consider the need for respiratory protection. The use of a respirator or self-
contained breathing apparatus requires specialized training and medical
surveillance. Never enter a contaminated atmosphere without protection or use a
respirator without training. If respiratory protection is needed and no trained
personnel are available, call Plant Operations 780-674-8510 or 9-1-1. If respiratory
protection is used, be sure there is another person outside the spill area in
communication, in case of an emergency. If no one is available, call 9-1-1.

7.  Using the chart below, determine the extent and type of spill. If the spill is large, if
there has been a release to the environment or if there is no one knowledgeable
about spill clean-up available, call 9-1-1.
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