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School District #85 
District Health and Safety 

 

Mission Statement 

SD85 
05/13/02 

 
 
 
 
 
 

The Board of School Trustees of School District #85 accepts the fundamental 
principle that the promotion of individual and organization well-being plays an 
influential and positive role in molding workplace culture. 

 
 
The Board also believes a positive correlation exists between the provision of a safe 
and healthy working environment, human resources and operation cost efficiencies. 

 
 
The Board is committed to ensuring that as an organization the District understands, 
practices and supports the well-being of its employees. As such, the Board supports 
the ongoing development, implementation and enhancement of programs, systems 
and services that support both personal and organization well-being. 

 
 
To this end, the Board will establish a consultative process with employee groups and 
stakeholders in the development and implementation of District health and wellness 
programs. 



School District #85 
 
 

District Health and Safety Program 
Policy Statement 

 
 
 
 
The Board of School Trustees of School District No. 85 is committed to providing a safe and healthy 

workplace for all employees. 

 
 
To facilitate this, the Board of School District #85 will maintain a comprehensive Occupational 

Health and Safety (OH&S) Program that is consistent with WorkSafe BC Regulations. 

 
 
Further, the District will provide the requisite training program to ensure that all supervisory 

personnel are aware of WorkSafe BC safety requirements. 

 
 
Accordingly, all District Supervisory personnel shall ensure that all employees under their direction are 

properly trained and knowledgeable about their duties, and shall promote strict observance of 

established procedures and safe work practices. 

 
 
All employees are asked to observe established procedures and the directions of their supervisor, 

report unsafe conditions or acts, and perform their duties in a manner that meets the objective to 

eliminate accidents and enjoy an injury free workplace. 

 
 
This policy is developed for the benefit of all School District No. 85 employees and will be accessible 

to them on the School District website at www.sd85.bc.ca (Scroll on left to Health and Safety). 
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HEALTH AND SAFETY 
PROGRAM 

(amended July, 2013) 
 
 
 

1) INTRODUCTION 
 
 

In accordance with School District No. 85’s Health and Safety Program Policy Statement, the District will 
develop and maintain a comprehensive Health & Safety Program, consistent with Federal Legislation and 
Provincial Occupational Health and Safety Regulations. 

 

 

2) DEFINITIONS 
 
 

a) District Administration 
 
 

The term District Administration shall include the Superintendent and the Secretary Treasurer. 
 
 

b) Due Diligence 
 
 

Due diligence means taking all reasonable care to protect the well-being of employees and co-workers. 
 
 

c) Occupational Health and Safety Regulations 
 
 

May also be referred to as the Provincial Regulations. Worker’s Compensation Board WorkSafe 

Regulations or Occupational Health and Safety Regulations 
 
 

d) Supervisor 
 

 
A person who instructs or directs employees in the safe performance of their work duties. For purposes 
of the District’s Health and Safety Program, the term Supervisor may be applied to the Superintendent, 
Secretary Treasurer, Principals, Vice Principals, Teachers-in-Charge, Directors, Managers, Working 
Foremen, Lead-hands and any other employee who instructs and directs workers in the performance of 
their duties. 

 

 

3) RESPONSIBILITIES 
 
 

a) DISTRICT ADMINISTRATION 
 
 

The ultimate responsibility for School District #85 employee health and safety rests with the District 
Administration. District Administration is responsible to provide a safe workplace, to ensure that a 
district-wide Health and Safety Program is developed, that this program is consistently implemented and 
that it is maintained at all worksites within the District. 
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As part of the overall program, District Administration shall ensure that: 

i) A copy of the Occupational Health and Safety Regulations are readily available for review by
staff and, at each workplace a notice is posted as to where the copy is available for review. 

ii) Supervisors and workers are properly and fully trained in the safe performance of their duties
and that they are made aware of all known or reasonably foreseeable health or safety 
hazards to which they are likely to be exposed by their work. 

iii) Reports of unsafe conditions or activities are investigated and corrected without delay.

iv) Accidents and “near misses” are promptly investigated, that the causes of accidents are
identified and that corrective action to reduce the risk of repeat injury, is taken. 

v) Written safe work procedures and instructions are established for all critical tasks.

vi) All work locations, premises and equipment are regularly inspected and all unsafe conditions
are expeditiously rectified. 

vii) First aid facilities, equipment and services are available and comply with the requirements as
specified under the Occupational Health and Safety First Aid Regulations. 

viii) Personal protective equipment is available, used correctly and properly maintained.

ix) Prime or sub-contractors are familiar with the District’s Health and Safety Program, and they
assume full responsibility and accountability for working within the parameters of the 
District’s Program and the Occupational Health and Safety Regulations. 

x) The Health and Safety Program is evaluated on an ongoing basis and where deficiencies are
noted, corrective action is taken. 

xi) Support the position that all employees are required, as a condition of their employment, to
work within the guidelines set out in the Health and Safety Program, its policies, 
procedures and guidelines, and as such, are subject to the application of progressive 
disciplinary actions for repeated non-compliant behavior. 

b) SUPERVISOR’S RESPONSIBILITIES

Supervisory staff includes all District employees who are required to supervise the work performance 
and /or practices or other employees within the District. Supervisory staff is directly responsible for 
the safety and health of employees under their supervision. Supervisors are to analyze work activities 
with their employees and develop standard operating procedures which include safe working practices. 
Supervisors are also responsible for instructing and ensuring compliance to written safe work procedures. 
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Each supervisor is accountable for carrying out their duties as described within the District’s Health and 
Safety Program and the Occupational Health and Safety Regulations. These responsibilities include: 

i) Understanding their role in ensuring compliance to the Health and Safety Program.

ii) Understanding the requirements of the Health and Safety Program and the legal requirements of the
Occupational Health and Safety Regulations as they relate, or pertain to, their particular working 
environment. 

iii) Analyzing hazards, developing procedures for eliminating or mitigating risk, and instructing new

employees in the safe performance of their duties. 

iv) Facilitating regular safety meetings.

v) Ensuring that only authorized, adequately trained employees operate machinery and equipment
and/or enter restricted access areas that require specific training in safe work procedures. 

vi) Ensuring compliance to the Occupational Health and Safety Regulations.

vii) Ensuring that work-related injuries are reported in a timely fashion, that incidents which resulted in
an occupational injury, or had the potential for serious injury are investigated, that the 
appropriate investigation sections of the employee injury and accident report form are 
completed and that the form is sent to the District Health & Safety Co-coordinator within 
24 hours of the accident / incident. 

viii) Correcting unsafe work conditions, unsafe acts and / or unsafe work practices.

ix) Working in cooperation with site-specific safety representatives and / or Joint Health & Safety
committees, the District Occupational Health and Safety committee and officers of WorkSafe 
BC. 

x) Ensuring maintenance of employee training records (related to safe work practices), that employees
competently apply such training to their work environment and that competency is reviewed on 
a routine basis. 

xi) Where employees are working in an unsafe manner and in contravention of safe work procedures,
documenting the concerns, providing additional education and training where necessary and 
ensuring employees are able to apply the safe work practices, documenting such competency and 
disciplining employees where repeated safety infractions prevail. 

xii) Providing employees with ongoing education where there are changes to existing safe work practices
or where periodic review of safe work practices is necessary. 

xiii) Document and maintain evidence of all education and training of safe work practices as well as
documentation to support the comprehension of such training. 
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xiv) Take disciplinary action where staff performance is in non-compliance to written safe work
procedures and / or WorkSafe BC Regulations.

c) EMPLOYEES

Employees are responsible to take an active part in the District’s Health and Safety Program by: 

i) Knowing the requirements of the Health and Safety Program.

ii) Reading and understanding the District’s policies, procedures and general guidelines as it
applies to their working environment. 

iii) Complying with, and working in accordance to written safe work procedures.

iv) Using or wearing protective equipment, devices and clothing as required by the Occupational
Health and Safety Regulations and the District’s Health and Safety Program. 

v) Clarifying established work practices and written safe work procedures when unsure or when
there is a question as to that process. 

vi) Correcting unsafe acts, practices and conditions as they arise and / or reporting them to the
immediate supervisor. 

vii) Reporting work related injuries as soon as possible after the injury or incident occurs.

viii) Not engaging in horseplay or similar conduct that may endanger staff or any other person.

ix) Ensuring that their ability to work without risk to his or her health or safety, or to the health
or safety of any other person is not impaired by alcohol, drugs or other causes. 

d) DISTRICT OCCUPATIONAL HEALTH AND SAFETY COMMITTEE

The District’s Occupational Health and Safety Committee is responsible to: 

i) Identify situations that may be unhealthy or unsafe and advise on effective systems for
responding to those situations. 

ii) Consider and expeditiously deal with complaints relating to the health and safety of
employees. 
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iii) Consult with staff and administration on issues related to occupational health and safety and
the occupational environment and to make recommendations to administration on issues 
related to occupational health and safety and the occupational environment. 

iv) Advise administration on programs and policies required under the regulations for the
workplace and to monitor their effectiveness and to advise on proposed changes to the 
workplace or the work processes that may affect staff health and safety. 

v) Ensure that accident investigations and regular inspections are carried out and / or participate
in inspections, investigations and inquiries. 

vi) Recommend actions that will improve the effectiveness of the District’s Health and Safety
Program. 

vii) Promote compliance to the Occupational Health and Safety Regulations and the District’s
Health and Safety Program. 

viii) Review reports of current accidents and / or occupational diseases, their causes and means of
prevention. 

e) SITE-SPECIFIC JOINT OCCUPATIONAL HEALTH AND SAFETY COMMITTEES

Site-specific Joint Occupational Health and Safety Committees are responsible to: 

i) Identify situations that may be unhealthy or unsafe for staff and advise on effective systems for
responding to those situations within their workplace. 

ii) Consider and expeditiously deal with concerns or complaints relating to the health and safety
of staff and where resolutions cannot be expeditiously dealt with, that such complaints 
are taken forward to the District Health and Safety Committee. 

iii) Consult with workers and site-specific supervisors on issues related to occupational health and
safety and the occupational environment. 

iv) Make recommendations on educational programs promoting the health and safety of staff.

v) Ensure and / or conduct accident investigations and regular safety inspections.

vi) Review site-specific reports of current accidents, their causes and means of prevention.

vii) Submit copies of all minutes to the District Health & Safety Co-coordinator.
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4) PROGRAM ELEMENTS

The District’s Health and Safety Program is comprised of ten sections or elements. Each element focuses on 
the prevention of work-related injuries. Compliance to all sections of the Health and Safety Program is a 
legal requirement under the Provincial Occupational Health and Safety Regulations. Elements of the injury 
prevention program include: 

a. District Policy Statement

b. Regular Safety Inspections of Premises

c. Supplementary Instructions (Written Safe Work Procedures)

d. Management Meetings

e. Investigation of Accidents

f. Records and Statistics

g. Joint Union-Management Occupational Health and Safety Committees

h. Instruction and Supervision of Workers

i. Occupational First Aid

j. WHMIS

Despite all efforts to prevent injuries and reduce the risk of incident, from time-to-time injuries and 
accidents will occur. To facilitate a safe and expedient return to work the Health and Safety Program shall 
also include: 

k. Claims Management Processes / Procedures

l. Return to Work Initiatives

5) DISTRICT HEALTH AND SAFETY MANUAL

The District Health and Safety Manual is the District’s vehicle for providing employees with information 
relative to the Provincial Occupational Health and Safety Regulations and the District’s Health and Safety 
Program. Its application is universal across all disciplines within the District. 

Site-specific safe work procedures have not been included. The preparation of site-specific safe work 
procedures is a responsibility of the supervisors for that area. However, where there is a regulatory 
requirement for specific, in-depth safety programs, the availability and location of the written program shall 
be referenced within the District Health and Safety Manual. An example of this is: 
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Fall Protection: To view the written Fall Protection Program contact either the Manager of Maintenance or 
Employee Health and Safety. Site-specific information is available through the Principal or Supervisor. 

6) EMPLOYEE EDUCATION, TRAINING AND INSTRUCTION

It is the supervisor’s responsibility to ensure that every employee under their supervision receives adequate 
direction and instruction regarding the safe performance of their duties and is responsible for ensuring their 
work is performed without undue risk. General instruction is to take place during regular working hours and 
will be conducted by the appropriate supervisor. These general instructions shall include: 

a. An explanation of, and indoctrination to, the District’s Health and Safety Program.

b. Education related to reporting a work-related injury and how to receive first aid.

c. Identification of hazards, unsafe working conditions and /or unsafe or acts and the need to 
immediately report them.

d. Reviewing existing hazards with all employees.

e. Reviewing and explaining all emergency procedures.

f. Explaining personal protective equipment (PPE) requirements where indicated.

g. Identify hazards and develop Safe work procedures.

h. Safe lift and transfer procedures (provided through Health and Safety Department).

i. WHMIS, Material Safety Data Sheets and the School Districts’ “FETCH” system.

j. Annual education / training as outlined in the Occupational Health and Safety regulation

Supervisors are also responsible to provide specific education and training related to the nature of the work 
and the hazards they may be exposed to. Job specific training may include, but is not limited to the 
following: 

k. The need for, and use of, personal protective equipment.

l. WHMIS training related to specific hazardous materials that an employee is required to use,
or has the potential to be exposed to through, the course of their employment.



m. Fall protection.

n. Confined space entry.

o. Respiratory protection.

p. Lock-out of powered equipment.

q. Emergency preparedness.

r. Working alone or in Isolation

s. Violence in the workplace.

t. New and Young Workers Orientation Program

    REFERENCE: 

Occupational Health and Safety Regulations 

Section 3, Rights and Responsibilities 

9 
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RISK IDENTIFICATION 
& ASSESSMENT  

(updated July, 2013) 

INTRODUCTION 

• Risk assessments shall be conducted whenever there is an identified risk to an employee.

• Risks will be identified by reviewing the accident and injury records, responding to concerns

expressed by employees and performing regular inspections of the workplace. 

• In addition, a risk assessment shall be conducted whenever there are significant modifications

to the workplace, the work demands, or the equipment used to perform the work. 

RESPONSIBILITIES 

District Administration 

District Administration is responsible for providing ongoing support for, and commitment to, the 

process of risk identification, assessment and control through implementation of engineering and 

administrative controls, provision of appropriate personal protective equipment and development 

/implementation of training programs. 

Supervisors 

It is the responsibility of Supervisors, working with Joint Health and Safety Committees to: 

• Conduct regular reviews of the workplace and work practices to identify risks and hazards;

• Respond to worker reports of risks;

• Ensure that workers are informed of risks and recommended worker strategies to control risk level;

• Ensure that recommended engineering controls are implemented in a timely fashion. In the event that

engineering controls cannot be implemented immediately, administrative controls must be 

introduced; 

• Ensure that safety principles are applied in the selection of new furniture, supplies or equipment and

whenever renovations or changes in work processes are planned. 
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Health & Safety Co-coordinator 

It is the responsibility of the Health and Safety Co-coordinator 
to: 

• Provide technical support and assistance to departments in conducting risk assessments;

• Conduct ergonomic assessments of proposed furniture and equipment acquisitions;

• Make recommendations re: implementation of engineering and /or administrative controls and

personal protective equipment. 

• Assist in the development and implementation of employee training programs to address needs

identified in the risk assessment process. 
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PROCEDURE 

Step 1 

An employee who identifies a source of potential risk or is informed of one by a student or visitor shall 

promptly report the circumstances of the potential risk to his/her principal or supervisor. 

Step 2 

The supervisor receiving the report shall promptly investigate the matter and: 

• ensure that any unsafe condition is remedied without delay

• report to site-based Joint Health and Safety Committee, and
• if unable to resolve the matter as above, notify the Health and Safety Co-coordinator and request a

comprehensive risk assessment. 

Step 3 

A risk assessment process will be initiated if deemed necessary.  The process will involve: 

• worker(s) familiar with the work or the work environment and/or the Site Joint Health and Safety

Committee 

• supervisors and

• If requested, the Health & Safety Co-coordinator

“Risk Assessment Tools” are available in the Health and Safety Section on the School District No. 85 
website, under “Risk Assessment Tools”.  The tools are intended to aid in conducting assessments.  

Following completion of the risk assessment, the supervisor and Site Joint Health and Safety Committee will 

ensure that: 

• recommended engineering and administrative controls are implemented

• personal protective equipment is obtained and utilized if required

• workers are informed of the findings and recommendations

• safe work procedures are developed

• workers receive training in safe work procedures
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Step 4 

Evaluation of the effectiveness of changes implemented will be conducted by the Supervisor and the Site 

Joint Health and Safety Committee. 
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REPORTING A WORK-RELATED 
INJURY OR OCCUPATIONAL 
DISEASE Updated July, 2013 

INTRODUCTION 

• All work-related injuries or accidents, regardless of how minor or insignificant they may
initially seem, shall be reported without delay to the employee’s immediate supervisor. 

• Minor injuries shall be recorded on WorkSafe BC First Aid Record form 55B23. Minor 
injuries are those injuries that DO NOT result in lost time from work OR do not require 
external medical attention.  This form is available at and filed at the worksite.  

• If the injury results in lost time or requires medical attention, the WorkSafe BC Form
7 “Employers Report of Injury or Occupational Disease” must be completed by the 
employee’s supervisor and forwarded by the supervisor to the Health and Safety Co-
coordinator, who will then ensure the report is forwarded to WorkSafe BC.  

• Workers are encouraged to fill out WorkSafe BC Form 6A “Worker’s Report of Injury or
Occupational Disease to Employer”, submit it to the employee’s supervisor who will then 
forward it to the Health and Safety Co-coordinator.  

All WorkSafe BC forms required to report and investigate an injury or occupational disease are 
available in the Health and Safety section on the School District #85 website, under “WCB 
Injury Reporting and Investigation Forms” 

GUIDELINES 

• Injured employees, requiring first aid, should report to a first aid attendant as soon as possible after
sustaining a work-related injury. 

• If an employee is incapable of providing information and/or does not return to work
after seeking first aid, the WorkSafe BC Form 7 Employers Report of Injury or 
Occupational Disease form should be initiated by a witness to the accident, a co-
worker, or by the worker’s supervisor. 

Accident / Incident Investigations 

Investigations should include the participation of a supervisor and the Site Joint Health and Safety 
committee and completed on WorkSafe BC “Incident Investigation Report” EIIR.  Additionally, 
persons responsible for the completion of the accident investigation: 

• must have received training in how to conduct an accident investigation;



6 

DISTRICT HEALTH AND SAFETY MANUAL

• must be knowledgeable of the work that was being performed at the time of injury.

The committee investigating the accident/incident must forward a copy of the form to the Health 
and Safety Coordinator and to the Joint Health and Safety Committee.  The Coordinator will  
forward a copy to WorkSafe BC.   

Supervisor 

The supervisor is responsible to ensure that the incident investigation takes place as soon as 
possible after the incident.  

If the accident or injury has, or will result in time loss beyond the actual date of injury, or if the 
injury resulted in the need for medical aid (seeing a physician), it is the supervisor’s responsibility 
to immediately notify the Health and Safety Co-coordinator of the time loss. 

REFERENCE 

Occupational Health and Safety Regulations 
Section 3 Rights and Responsibilities 
Section 3.19   First Aid Records 
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CONTRACTORS  RESPONSIBILITY 

GUIDELINE 

• To ensure that outside contractors performing work for School District #85 do so in a safe

and healthy manner and to ensure the safety and health of School District #85employees, 

outside contractors shall comply with all applicable WorkSafe BC Regulations and 

District-wide policies, procedures and guidelines regarding employee health and safety. 

• Outside contractors performing work for the School District must complete and submit to the

School District all required documentation relative to WorkSafe BC Coverage, and 

compliance to Occupational Health and Safety Regulations, prior to initiating any work 

for the District. 

• Outside contractors working for School District No. 85 shall report to the appropriate

predetermined supervisor or service area prior to the commencement of any work within the 

District. 
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RECORDS OF 

EDUCATION & TRAINING 

INTRODUCTION 

• Provincial Health and Safety Regulations require that employers ensure the adequate direction and

instruction of workers in the safe performance of their work duties. 

• The Worker’s Compensation Board has adopted the position that, in the absence of appropriate

written documentation, employee safety training shall not be recognized and cannot be used in 

defense of an employer’s due diligence. 

GUIDELINE 

Records of all employee based safety training will be maintained within the District. Documentation should 

include the following: 

• the date(s) of the actual training

• the type of education and/or training session that was conducted (e.g. classroom, video, staff meeting, on- 

the-job, self-directed learning package) 

• the subject and contents of the session or a summary of the contents of the session

• names of those persons who performed the training

• names of those persons who attended the training

• if proficiency is required, a record of demonstrated proficiency on the subject

All training records should be kept for at least three years after the date of the training session. 

7 
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DUE DILIGENCE 

DUE DILIGENCE - WORKERS COMPENSATION ACT 

Due Diligence is a legal requirement under the BC. Workers Compensation Act and is enforced 

by the Workers Compensation Board of British Columbia. 

DEFINITION 

Due diligence means taking all reasonable care to protect the well-being of employees and 

co- workers. 

STANDARD OF “DUE DILIGENCE” 

To meet the “standard of due diligence”, one must take all reasonable precautions to ensure that 

employees and/or co-workers carry out their work safely and responsibly. The standard of due 

diligence is also the standard of care required to comply with the safety and health regulations 

and orders made under the B.C. Workers Compensation Act. 

8 
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REFUSAL TO WORK 
UNSAFE WORKING CONDITIONS 

INTRODUCTION 

No employee shall carry out or cause to be carried out any work process, or operate or cause to be operated 

any tool, appliance or equipment, when that person has reasonable cause to believe that to do so would 

create an undue hazard to the health or safety of any person. 

No employee shall be subject to disciplinary action because he/she has acted in compliance with 

Occupational Health and Safety Regulation 3.24 and 3.25 (see below) 

PROCEDURE 

Step 1 

An employee who refuses to carry out a work process or operate a tool, appliance or equipment shall 

promptly report the circumstances of the unsafe condition to his/her supervisor. 

Step 2 

The supervisor, receiving the report, shall promptly investigate the matter and: 

• ensure that any unsafe condition is remedied without delay, or

• if in his/her opinion, the report is not valid, shall so inform the person who made the report.

Step 3 

If after Step 2 above, the matter is not resolved and the employee continues to refuse to carry out the work 

process, the supervisor and the employee shall notify the Health and Safety Co-coordinator. 
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Step 4 

The employee making the report shall notify one of the following: 

• a worker representative of the Joint Health and Safety Committee, or

• a worker who is selected by a trade union representing the worker, or

• when either of the above are not available, then any other reasonably available worker selected by the

worker. 

The matter shall be investigated by the supervisor, a representative from the Joint Health and Safety Committee, the 
worker making the report and the worker’s representative as selected above. 

Step 5 

Once the investigation under Step 4 is completed: 

• if the situation has been collectively resolved, the employee may resume the task.

• if the Health and Safety Coordinator deems the situation to be unsafe, all work shall cease until the

situation has been collectively resolved and the hazard eliminated. 

• if the Health and Safety Coordinator deems the situation to be safe and the employee remains

concerned, the supervisor may reassign the employee. The employer and the employee shall notify the 

Workers Compensation Board. 

Step 6 

The employee making the report shall initiate an incident report 

REFERENCE: 

Occupational Health and Safety Regulations Section 3.12 and 3.13 
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MEDICAL CLEARANCE 
TO RETURN TO WORK 
(updated July, 2013) 

INTRODUCTION 

Prior to returning to work from a leave of absence due to a WCB related injury, employees shall notify the 
employer of their ability to return to work.  A medical note or return-to-work (RTW) form indicating the 
employee’s ability to return and any restrictions on regular duties is required before the employee can return 
to duties.  The Supervisor or District Safety Co-coordinator can request that a detailed RTW form be 

completed by the employee’s physician.  When the employer initiates a request for specific medical 
information (RTW) the employer shall compensate the employee for costs incurred. 

Return to Work (RTW) forms for general and specific occupations are to be used when requested 
by the employer.  The forms are available in the Health and Safety section on the School District 
#85 website, under “Return to Work Forms”.   

DEFINITIONS 

FUNCTIONAL ABILITIES/LIMITATIONS 

Functional abilities and/or limitations is the ability or inability to perform a work related duty. 

GRADUATED (EARLY) RETURN TO WORK PROGRAMS 

Employees, returning to work, performing all aspects of their regular position with reduced hours, 

increasing to regular hours of work in a graduated fashion. 

MODIFIED RETURN TO WORK PROGRAM 

Employees, returning to work with modified duties and/or reduced hours, or to a different position with 

modified duties and physical demands and/or reduced hours. 

RETURN TO WORK – WITHOUT FUNCTIONAL LIMITATIONS 
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Refers to employees who are cleared to return to their regular position or job and, upon their return, are 

able to perform all aspects of their work. 

RETURN TO WORK - WITH FUNCTIONAL LIMITATIONS 

Refers to employees who are cleared to return to work but who are not yet able to perform all aspects of 

their regular work. This includes returning to work: 

• through a modified return program;

• through a graduated return program;

• on a program under WorkSafe BC

• a union/management mutually agreed to accommodation.
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RESPONSIBILITIES 

SUPERVISORS 

• Supervisors shall confirm with the Health and Safety Co-coordinator regarding the employees

planned return to work following a work related injury and/or their return to work in any capacity 

other than their full and regular work duties. 

• In the event that the employee has not contacted the Health and Safety Coordinator prior to returning

to work, the supervisor shall advise the employee to do so prior to commencement of such work. 

EMPLOYEE: RETURNING TO WORK WITHOUT FUNCTIONAL LIMITATIONS 

• Employees, returning to work without functional limitations, must first contact the Health and Safety

Coordinator to advise and/or discuss their ability to return to their regular position.  The 

Coordinator will advise the employee regarding the type of return to work medical verification 

that is required.  

• Such notification must occur prior to the commencement of their work.

• The Health and Safety Coordinator may be reached at (250) 949-8155 or cell (250) 949-1568.

EMPLOYEE: RETURNING TO WORK WITH FUNCTIONAL LIMITATIONS 

Employees, who are returning to work with functional limitations shall: 

• contact the Health and Safety Coordinator prior to their scheduled date of return;

• provide the Health and Safety Coordinator with information indicating a restriction in their ability to

return to the full range of their work related duties. In order to facilitate a safe return to work, the 

Health and Safety Co-coordinator will require the following information: 

• the nature of their functional abilities and/or limitations;

• any specific work restrictions
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HEALTH AND SAFETY COORDINATOR 

The Health and Safety Coordinator shall be responsible for: 

• informing the employee’s supervisor of their intent to return to work;

• coordinating all early return to work programs including:

• modified return to work programs,

• graduated return to work programs,

• WorkSafe BC return to work initiatives,
• payment of costs associated with an employer’s request for specific medical information, where

pre-authorization for payment has been made. 
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STATISTICS – OCCUPATIONAL 
INJURY, ACCIDENT, EXPOSURE  
(updated July, 2013) 

INTRODUCTION 

Occupational injury and accident records and statistics are essential tools for evaluating program outcomes, 

identifying trends and providing historical data relevant to activities and improvements made within the 

Occupational Safety and Health Program. 

School District No. 85 shall ensure that a system for reporting work related injuries and accidents is 

established and maintained in accordance with the Occupational Safety and Health Regulations. 

The District shall also ensure that a system for recording statistics relevant to work related injuries, accidents 

and exposures is developed and maintained. 

RESPONSIBILITIES 

District Administration 

District Administration shall ensure that the system for reporting and recording work-related injuries and 

accidents is developed and maintained. 

Supervisors 

Supervisors are responsible to ensure that WCB Employers Report of Injury or Occupational Disease 

– Form 7 - is completed within 24 hours of a work-related incident and that the completed form is

forwarded directly to the Health and Safety Coordinator. 

Health and Safety Coordinator 

The Health and Safety Coordinator shall be responsible for the preparation, generation and 

dissemination of statistical reports pertaining to occupational injuries, accidents and exposures in the 

District. 



Asbestos Management 
Policy 

Identification, Management, Controls, 
Procedures
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School District No. 85 (Vancouver 
Island North)  
Health and Safety Program 
 
Issued: January 24, 2017 
 

ASBESTOS MANAGEMENT PROGRAM 

 
 

Asbestos Exposure Control Plan 
 
1) Definitions and Abbreviations 
 

AECP  - Asbestos Exposure Control Plan 
ACM  - Asbestos Containing Material 
NOP - Notice of Project 

 
 

2) Purposes and Responsibilities 
 

a) Purposes 
 
i) The School District No. 85 (Vancouver Island North’s) (“School District”) Asbestos 

Exposure Control Plan (AECP) is designed to protect individuals from harmful 
exposure to asbestos fibres.  
 

ii) To achieve this protection, the school district and its employees shall satisfy Part 6  
of the WCB Occupational Health and Safety Regulation: Substance Specific 
Requirements: Asbestos. 

 
b) Responsibilities 

 
i) The School District, through the Office of the Superintendent, District Health and 

Safety, and in close coordination with the Manager of Operations, shall: 
  

 appoint a District Asbestos Coordinator to oversee all aspects of the AECP.  
The school district’s Manager of Operations is the District Asbestos 
Coordinator; 

 conduct the risk identification and assessment of employees’ potential 
exposure to asbestos (currently this is conducted by a qualified outside 
contractor) as recognized by WorkSafe BC;  

 contractor will be required to sign a prime contractor agreement prior to start 
of work, file Notice of Project with WorkSafeBC and School District No. 85 as 
well as provide a letter of clearance at completion of project. 
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 prepare and keep the asbestos containing material (ACM) inventory current; 

 implement controls to eliminate or reduce exposure to ACM; 

 provide employees with appropriate personal protective equipment;  

 ensure that employees with a potential exposure risk receive education  
and training on ACM and on the AECP; 

 ensure that all pertinent records are maintained; 

 arrange for asbestos awareness education annually. 
 

ii) The School District, through the Office of the Manager of Operations, shall: 
 

 review annually the AECP and update it as necessary; 

 hire qualified asbestos abatement contractors and environmental consultants 
for all low, moderate and high risk asbestos work, including capital and 
maintenance projects which could lead to worker exposure; 

 communicate the nature of all asbestos work to the principal/site manager; 

 ensure that a WorkSafeBC Notice of Project (NOP) and asbestos risk 
assessment are posted within timelines that comply with WorkSafeBC 
regulations, for all asbestos work: 
o at the location of the asbestos work within the building, and 
o on the Health and Safety bulletin board in the staff room. 

 maintain a record of asbestos related work, testing/monitoring which will be 
made available to the District Asbestos Coordinator. 

 
iii) Principals, Managers and Supervisors are responsible to: 

 

 inform employees with respect to asbestos; 

 prohibit work that disturbs building materials at asbestos containing sites  
until they are satisfied that this work has been approved by the Manager of 
Operations or designate; 

 ensure that employees with a potential exposure risk follow safe work 
practices; 

 ensure that employees with a potential exposure risk wear appropriate 
personal protective equipment; 

 ensure staff involvement and/or attendance of all affected employees at 
education/training sessions provided on this topic; 

 initiate accident investigations of exposure incidents. 
 
   Principals are designated the Site Asbestos Coordinator for the site and will be 

responsible for ensuring the Asbestos Binder and the online Asbestos Database is 
made available and kept up to date; ensure staff know proper procedures for an 
asbestos exposure and location of the safe work procedures. 

 
iv) Employees who are at risk of exposure to asbestos will: 

 

 use the equipment provided for their protection; 

 follow safe work procedures as provided by the school district; 
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 attend/participate in education or training opportunities regarding asbestos 
and the AECP; 

 participate in accident investigations of exposure incidents. 
 
3) Risk Identification and Assessment 
 

a) Action Priority Designations 
 

i) The school district has provided each worksite with a hard copy of the site’s Asbestos 
Binder as well as access to an electronic database. In addition, the school district’s 
Operations has documented information in regard to the priority designations 
throughout the school district. 

 
b) Surveys 

 
i) Asbestos has been identified in building materials in the school district. Multiple 

formal asbestos identification surveys have been conducted. The results of these 
surveys are contained in the asbestos binder at your site. 
 

ii) The sample results have been combined into one electronic database. This database 
is to be considered the primary source of asbestos identification in the district. 
Additionally, paper copies (Asbestos Binder) have been distributed to all schools/sites 
where asbestos has been identified, and a set of paper copies is kept at the district’s 
Operations site (Brass Road). 

 
c) Labels 

 
i) Areas containing asbestos have been identified and can be found in the site’s 

Asbestos Binder. 
 

d) Ongoing Assessment and Inspection 
 

i) The condition of the asbestos containing materials (ACM) is evaluated annually. 
 

ii) The inspections will be performed by the Site Asbestos Coordinator and maintenance 
personnel, and a report provided to the Manager of Operations. 
 

iii) Inspection Checklists (Appendix C) are provided for the inspection of the ACM of each 
site. These must be completed and filed with the District Asbestos Coordinator by 
September 31 each year. 
 

iv) The report includes details about the condition of the materials, their friability, 
accessibility, likelihood of damage and potential for fiber release. If needed, 
subsequent repair or removal will be coordinated by the District Asbestos 
Coordinator. 
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v) If damaged ACM is discovered during the course of the inspection, the Site Asbestos 
Coordinator will follow the safe work procedure Asbestos Release (Appendix B), and 
immediately notify the District Asbestos Coordinator. 

 
 e)  Bulk Sample Collection Procedures 
 

Bulk samples of materials suspected of containing asbestos must be collected by an AHERA 
certified contractor and sent for analysis to a laboratory meeting the requirements of 
WorkSafeBC to determine their content. 
 
Please note that these procedures represent minimum requirements. It may be necessary 
to upgrade PPE (such as respiratory protection) depending on the condition of the worksite 
and nature (for example, friability) of the materials. 

 
i. Assemble all required PPE and tools, including disposable Tyvek coveralls (or similar) 

with integral head covering that fits snugly at the wrists and ankles, booties, half-face 
respirator with P100 HEPA cartridges, water mister, water supply, cutter tools, scoop, 
sample collection bags, wiping cloth or disposable talc-free wet-wipes, disposal bags, 
duct tape, and so on. 

 
ii. Put on disposable Tyvek coveralls and, where deemed necessary, booties. Wear 

disposable gloves. Determine whether ankles and wrists of coveralls need to be 
sealed (this may be necessary when sampling very friable material such as 
vermiculite insulation). 

  
iii. Mark the boundary of the sampling area (for example, with barrier tape) and signage. 

Inform any nearby workers of the potential asbestos hazard and instruct them to stay 
outside the area. Any worker in the sampling area must use a respirator and Tyvek 
suit. Depending upon the condition of the materials, sampling must be carried out in 
a manner that will minimize disturbance and generation of  airborne fibres. 

 
iv. Put on and fit-check the half-face air-purifying respirator. 
 
v. Identify locations from which to collect bulk samples. 
 
vi. To minimize release of dust, use a water mister to wet the material to be sampled. 
 
vii. Use sampling tools to collect the desired sample, minimizing disturbance of the 

material and collecting only the amount necessary. If pieces break off during 
sampling, clean up the debris using a HEPA vacuum or by wet wiping. Where 
necessary, cover the area with poly drop sheets to catch and contain loose materials 
generated during sampling. 

 
viii. Place the collected sample in the sample bag and label the bag with collection details. 

Seal the sample bag. Samples must be double-bagged. 
 

ix. Using wet wipes, wet paper towels, or a wet cloth, wipe up any visible material that 
may have fallen or become dislodged during sample collection. 
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x. Place this waste material (including wipes) in a designated asbestos waste bag. 
 
xi. Use tape, caulking, or other effective means where appropriate to seal sample 

collection locations where the sample collection may have resulted in minor damage 
to the material sampled. (For example, after disturbing drywall or ceiling material, 
tape or caulk the area to seal it.) 

 
xii. Decontaminate (wipe) tools between sample collections and after completing all 

sample collections. 
 
xiii. In a clean area, remove disposable Tyvek coveralls, booties, and gloves and place 

them in the designated waste bag. The method of waste disposal will depend on the 
quantity of the material generated. 
 

xiv. In the clean area, remove and clean off the respirator. Use a wet cloth or wipe to 
clean any exposed skin areas. 
 

xv. Do a final check of all equipment. 
 
xvi. Complete sample analysis forms (such as the chain-of-custody form), update 

sampling notes, and submit samples to the lab. 
 

f) Risk of Exposure 
 

The following chart identifies ACM associated risk of exposure, risk ratings and staff 
potentially at risk: 

 
Task Risk Workers 

 
Work adjacent to undisturbed 
material 
 

Low risk All staff in buildings constructed 
earlier than 1990 

Suspect material (sample) 
collection 

Moderate risk Trained staff/contractors only:  
 
 

Identify a suspect damaged 
material 

Low risk (not disturbed); higher 
risk if they disturb material 
 

All staff trained in asbestos 
identification  

Maintenance tasks on 
building older than 1990 

Risk depends on potential for 
disturbance 
 

Carpenters, electricians, plumbers, 
painters 

 
 
4) Control Procedures 
 

a) All asbestos work will be done by qualified contractors who have agreed, in writing, to 
comply with all applicable WSBC Regulations, with the exception of the low risk work that 
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occurs when employees work adjacent to undisturbed ACM. District employees do not do 
any work that involves disturbing asbestos. 

 
b) Any work project that involves disturbing any building materials in an asbestos-containing 

school will require additional sampling for asbestos by the qualified consultant before the 
work can proceed, unless: 

 
i) previous sampling indicates that the material DOES contain asbestos, or 
ii) the material is too new to contain asbestos, or 
iii) the material could not reasonably be expected to contain asbestos, eg., wood or 

drilling into a steel beam. 
 

c) If the sampling indicates that no asbestos is present in the material the work may proceed 
in the usual manner. If the sampling confirms the presence of asbestos then the asbestos in 
the area of the intended work must be removed or rendered incapable of becoming friable 
before the project can commence. 
 
 

d) If the binder information indicates that the drywall taping compound sampled in one area 
contains asbestos, all rooms that were drywalled in the same wing/area of the building 
where the sample was taken are to be assumed to have drywall taping compound that 
contains asbestos. The same principle holds for sampling on other materials, such as ceiling 
tiles, vinyl sheet flooring, etc. 
 

e) Prior to allowing any vendor or contract service provider to do any work that disturbs or 
potentially disturbs any building materials that may contain asbestos at any of these sites, 
must contact the Manager of Operations. The Manager of Operations (or their designate) 
will either grant permission to allow the contractor or vendor to proceed or will arrange for 
sampling of the material in question to determine if it contains asbestos. If asbestos is 
found, the Manager of Operations (or their designate) will coordinate all WorkSafeBC 
approved measures to eliminate the risk of releasing asbestos fibres into the air. Without 
exception, the contractor may not make their own arrangements for identification or 
removal of asbestos containing materials. All work completed by contractors will be 
completed independently however must follow procedures laid out in the School District 
No 85 Asbestos Exposure Control Plan and WorkSafeBC regulations. 

 
 
5) Education and Training 
 

a) The District Asbestos Coordinator will have the following training and qualifications: 
 

i) familiarity with the hazards and precautions required for handling and working 
around asbestos and asbestos-containing materials;  
 

ii) thorough knowledge and understanding of the components of the AECP; 
 

iii) instruction and training in the administration of the AECP from a health and safety 
professional with experience in the practice of occupational hygiene as it relates to 
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asbestos management; alternatively, the person may have completed a course from 
a widely recognized training program, which would impart equivalent information, 
methods, practices and procedures to the recipient, such as NOISH or other similar 
training programs. 

 
b) All Operations’ staff will be trained in the specifics of the school district’s AECP and in the 

specific work procedures they are expected to follow. New staff members will be trained at 
the earliest possible training session, within 6 months from the date of hire. 
 

c) The Custodial staff will be trained in the hazards of asbestos, and the procedures and 
responsibilities in the AECP.  
 

d) Employees not members of the Operations Department will be provided with information 
regarding the hazards of asbestos, the locations of asbestos-containing materials at their 
site, the necessary precautions to avoid exposure to friable asbestos, and the procedure for 
reporting concerns about asbestos-containing material. Education sessions will be in the 
form of online training sessions scheduled as near as possible to the start of the school 
year. Testing and attendance records are to be completed and sent to the Manager of 
Operations. 

 
 
6) Written Work Procedures 
 

a) The district provides the following asbestos related work procedure to all employees 
(Appendix B): 

 

 Asbestos Best Practice 16-001 

 Asbestos Release Safe Work Procedure – Principals 
 
 
7) Documentation 
 

a) The following records will be maintained by the Operations Department, with assistance 
from District Health and Safety, for a minimum of ten (10) years. 

 
i) ACM inventories; 
ii) air monitoring results of asbestos removal/remediation work and clearance letters; 
iii) records or corrective actions to control fiber release; 
iv) records of training and instruction workers; 
v) written work procedures and written notifications to WorkSafeBC (NOPAs). 

 
 
8) Review 
 

i) This AECP will be reviewed annually by the District Asbestos Coordinator. 
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9) References 
 

 WSBC Regulation Sections 5.48 through 5.55 and 6-1 through 6-6 

 WSBC publication Safe Work Practices for Handling Asbestos 

 School District Health and Safety Program 
 
Reviewed by: Darby Gildersleeve, Manager of Operations, February 2017 
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Appendix A 
 

Asbestos Identification &  
Caution Labels 
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SAMPLE 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

Asbestos Containing 
Material (ACM) 

 

Cancer and lung disease hazard 
Do not disturb without proper 

training and equipment 
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Appendix  B 
 

Procedures 
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 OPERATIONS BEST PRACTICE 
 Best Practice Number: 16-001 
 Date: January 17, 2017 
  
 

WORKING IN AREAS KNOWN OR SUSPECTED TO CONTAIN 
ASBESTOS CONTAINING MATERIAL 

 
 
INTRODUCTION (PURPOSE AND IMPORTANCE) 
 
School District No. 85 (Vancouver Island North) has identified known areas which contain asbestos. As 
long as these materials remain undisturbed the asbestos presents no hazard to workers. It is possible 
that workers may encounter areas which contain asbestos which have not already been identified. In 
the event a worker encounters an area where he/she suspects previously unidentified asbestos may be 
present he/she shall discontinue any work which might disturb the asbestos and inform the Manager of 
Operations of the possibility of the presence of asbestos containing material. The Manager of 
Operations will be responsible for ensuring an adequate assessment is made to determine if the area in 
question does or does not contain asbestos. If the material is identified as containing asbestos the 
Manager of Operations or designate will be responsible for ensuring a professional certified asbestos 
abatement contractor is contacted for remediation and removal of asbestos. 
 

 

UNDER NO CIRCUMSTANCES WILL DISTRICT EMPLOYEES PERFORM ASBESTOS REMOVAL / 
REMEDIATION. 

 

 
 
SCOPE 
 
School district employees may be required to work in areas which have compounds containing low 
percentage asbestos. Primarily, this involves work in some of the older buildings which may contain 
caulking compounds, drywall mud, etc., which may contain small quantities of asbestos. The risk of 
potential exposure above the permissible concentration allowed by WSBC Regulation is minimal, given 
the amount of asbestos contained in such compounds. These procedures are designed to ensure that no 
employee is knowingly exposed to the hazards associated with friable asbestos. 
 

 

Areas containing asbestos have been identified in district buildings. An Asbestos Binder has 
been developed and placed in every school where asbestos has been identified. 
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NOTE:     The Asbestos Binder or the online database should be consulted PRIOR to work being 
conducted in an area where asbestos may be suspected. For example: repairing ceiling tiles, Gyprock 
walls, floor tile etc. 
 
 
ADMINISTRATOR(S) AT THE SCHOOL 
 
There may be a time where there is damage at the school or a disturbance of asbestos containing 
material in the walls, ceiling tiles, or flooring. In the event of such a disturbance the Administrator, or 
their designate, will: 
 

 consult the Asbestos Binder or online database to see if the area has been identified as 
containing asbestos material; 

 immediately contact Operations at (250) 949-8155; 
 contact the Maintenance Supervisor to seal off the area or room; 
 notify staff and students to stay out of the damaged area. 

 
 
MAINTENANCE  

 
 consult the Asbestos Binder at the school to see if the area has been identified as containing 

asbestos material; 
 damp down the debris with water or wet cloths; 
 close door of classroom or tape off hallway etc., 
 post signage which clearly indicates that the area or material may contain asbestos and 

therefore DO NOT ENTER; 
 immediately contact the Manager of Operations. 
 attend to the site to ensure it has been made as safe as possible prior to the arrival of the 

external contractor for asbestos abatement; 
 follow the procedures below. 

 
 
ACCIDENTAL RELEASE OF ASBESTOS CONTAINING MATERIAL 
 
1. Preparation 
 

In the event of an accidental release of material which is known, or suspected to, contain asbestos 
the following work procedure will apply: 
 

 the immediate work area shall be barricaded or taped off to prevent entry of unauthorized 
workers or other persons; 
 

 any air return or other HVAC opening in the area will be sealed to prevent introduction of 
asbestos into the ventilation system; 
 

 the areas containing asbestos containing material shall be identified and clearly marked. 
The area must have signage placed which indicates ASBESTOS MATERIAL – DO NOT ENTER;  
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 the workers involved shall ensure adequate personal protective clothing is available and 
used; this includes, but is not limited to, personal respirators which have been fit tested and 
equipped with HEPA filters, disposable or cotton overalls, eye protection, any other 
personal protective equipment appropriate to the work being performed and hazards 
encountered. 

 
 
2. Working Procedure 
 

 if possible, the debris should be wet down with water; do not use a hose or sprayer which 
may scatter particulate into the air; 
 

 a plastic sheet can be placed over the material (hole) to ensure that any friable asbestos 
accumulates on the drop sheet; on completion of the work the drop sheet should be 
removed by the asbestos abatement company; 
 

 if disposable coveralls and other disposable items were used by staff they shall be removed 
and disposed of as asbestos waste material; if cotton or other non-disposable coveralls are 
used they shall be vacuumed using a vacuum equipped with a HEPA filter, bagged and sent 
for laundering immediately; under no circumstances should such coveralls be used prior to 
laundering; 
 

 barricades, etc., may be removed once the hazard has been eliminated.  
 
If, at any time during the process, you have doubts as to the correct procedures to be followed, stop 
work immediately and request direction from your Supervisor. 

 

 

To report damage in an area known to contain asbestos please phone (250) 949-8155. 
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 SAFE OPERATING AND WORK PROCEDURE 
Asbestos Release 

 
 
  
 

Site Administrator or Designate  
Procedure for Asbestos Release 

 
 

The site administrator, or their designate, is the Asbestos Abatement Coordinator for their site. 
 
There may be a time where there is damage at the school or a disturbance of asbestos containing 
material in the walls, ceiling tiles, or flooring. In the event of such a disturbance the Site Administrator, 
or their designate, will: 
 
1. review the Asbestos Binder to determine if there is asbestos containing material in the area and 

contact Operations at (250) 949-8155; 
 

2. secure area and label entry with “Asbestos, Do Not Enter” signage. 
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Appendix  C 
 

Inspection Checklist 
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 ANNUAL ASBESTOS INSPECTION 
 

  
 
Item: (ie: floorsheeting, ceiling tile, vermiculite insulation, etc.)   
 
  

 
Location: (ie: room 147, gym storage room, etc.)    
 
   
 
Condition:    
 
   
 
   
 
Item: (ie: floorsheeting, ceiling tile, vermiculite insulation, etc.)   
 
  

 
Location: (ie: room 147, gym storage room, etc.)    
 
   
 
Condition:    
 
   
 
   
 
Item: (ie: floorsheeting, ceiling tile, vermiculite insulation, etc.)   
 
  

 
Location: (ie: room 147, gym storage room, etc.)    
 
   
 
Condition:    
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TASKS:  

MODERATE RISK – 
DRYWALL REMOVAL 

PREPARED BY:  

School District No. 85 

ISSUE DATE:  
January 30, 2017 

ISSUE LEVEL 

A 

 

 

Originated by: SD No. 85    Endorsed by:    SD No. 85_____________________________ 

    

    Position:           Supervisor____________________________ 

  

    Date:                 30   / JAN     /   2017 

 

 

Position: 

 

Owner 

 

 

Date: 

 

30     /   JAN    /  2017   

 

 

  

 

OBJECTIVE:    

Trained workers will safely remove less than 1 square metre of asbestos containing drywall 
joint filler compounds on walls.   

EQUIPMENT AND/OR MATERIALS: 

HEPA vacuums, 6 mil Poly, airless and/or hand held tank sprayer, 
labeled 6 mil poly bags, surfactant, ground fault circuit Interrupter(s). 
crow Bar, utility or hook knife with HEPA filtration, level 3 first aid 
kit. 

PROTECTIVE EQUIPMENT: 

Half Face APR equipped with 
P100 cartridges, full body tyvek 
suits, steel toed rubber boots, 
eye protection and gloves. 

STEPS IN PROCEDURE 

1.0 GENERAL  
1. Prior to the start of any work involving asbestos, any personnel working in the immediate area will 

be informed of the nature of work and that suitable precautions will be used to ensure that they are 
not exposed to asbestos fibres. 

2. Post warning signs and barrier tape that indicates the asbestos hazard and the requirement for 
protective clothing for anyone entering the work zone.  Post notice of project, fit test documents, 
MSDS sheets and work procedures for the area. 

3. All required protective clothing must be worn prior to commencing work. 

NOTE: 1 DO NOT SAND, DRY SWEEP, DRILL, AND SAW, MECHANICALLY CHIP OR PULVERIZE EXISTING 
DRYWALL. 

2.0 Respiratory Protection  
1. Workers must be clean shaven. 
2. Workers will be trained and knowledgeable with the APR. 
3. Workers will check the APR HEPA filter, HEPA filter seating, Face piece, valves, gaskets and 

connections. 
4. Workers must perform a positive and negative air pressure fit test on the APR each time their 

respirator is put on. 
5. Workers shall be given a qualitative fit test in accordance with procedures detailed in the CSA fit 

testing protocol for the Half Face Dual Cartridge APR which is being used in the removal process. 
6. Documentation of the respirator fit tests will be available for WorkSafeBC. 
7. Site specific Entry and Exit Procedures will be reviewed with the Supervisor and understood and 

followed by all Workers  

3.0 Protective Clothing  

Entering the Work Zone  
1. Clearly mark the work area by placing barricades, fencing or similar structures around the work 

area in order to shield the public and unprotected workers (3 meter perimeter). 
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2. Workers will put on full body disposable clothing (Tyvek or equivalent) to provide full body 
protection during any moderate risk asbestos work. 

3. The protective clothing will be provided in all sizes as required by workers up to XXL. 
4. Gloves, steel toed rubber boots and/or other footwear shall be provided as required for workers. 
5. Workers will tape their wrists to properly secure the suit and gloves.  
6. Trained workers will enter the work area only after putting on PPE. 

Exiting the Work Zone  
1. Wet wipe and HEPA vacuum disposable coveralls, boots and respirator in the work area.  
2. Remove disposable coveralls and place in 6 mil properly labeled polyethylene bag for disposal. 
3. Still wearing respirator, exit the work zone, proceed to wash up area and damp wipe the outside of 

the APR.   
4. Thoroughly clean the APR respirator before removal.  Take care not to get the HEPA filters wet.  (If 

filters become wet, they are to be disposed of and replaced with new filters).  Remove the 
respirator and place cap back on filter.  Continue to wash hands and face.  Store respirator in a 
secure dry location. 

4.0 AIR MONITORING 

Independent Air Monitoring by a Qualified Person  

1. Occupational samples have been collected during the removal of drywall to establish effectiveness 
of the work procedures.   

5.0 SD No. 85 - CONSTRUCTION SUBMITTALS 
1. WorkSafeBC Notice of Project for Asbestos and SD No. 85's Site Specific Work Procedures have 

been submitted to the Occupational Hygiene officer and is posted at the job site. 
2. SD 85 Supervisor will review the Site Specific Work Procedures with the abatement crew to ensure 

that they have been under stood and signed by all workers. 
3. All workers are to be instructed on the use, care and emergency procedures of the respirator. 
4. Workers have reviewed and signed the training acknowledgement forms. 
5. Workers will have evidence of current hearing tests on file (hearing tests are updated annually). 

6.0 SD 85 ON SITE FOREMAN CHECKLIST 
1. Notice of Project for Asbestos 
2. Manufacturer’s equipment certifications. 
3. Contractor’s equipment certification. 
4. Work area layout details. 
5. If applicable - Scaffold and/or elevated platform drawings/engineers certification  
6. Waste manifest documentation. 
7. Safety Data Sheet and Product data sheets. 
8. Hazard signs, entry/exit procedures posted in the clean room. 
9. Worker WHMIS training 
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10. First aid equipment will be located at the work site. 
11. Valid First aid certificate holders. 
12. Accident/Incident log book. 
 
NOTE 2: ELECTRICAL SHOCK HAZARD EXISTS.  USE A GROUND FAULT INTERRUPTER FOR ANY ELECTRICAL 
CONNECTIONS OF EQUIPMENT USED IN A WET ENVIRONMENT. 

7.0 REMOVAL PROCEDURES FOR DRYWALL   
1. Remove all moveable equipment, furniture and appliances from the work area. 
2. Isolate, damper and lock out ventilation system in the work area. 
3. Isolate and lockout any affected electrical as per SD 85 Electrical Lockout Procedures. 
4. Protect fixed equipment in way of the work with 6 mil poly sheeting to create an airtight barrier. 
5. Set up decontamination area adjacent to work area.  
6. Pre-clean floor and horizontal surfaces adjacent to drywall wall to be cut with HEPA equipped 

vacuum and damp wiping techniques.   
7. Place polyethylene sheeting over floor a minimum of 3 metres in all directions from work area.   

Secure in place with duct tape.  Make sure duct tape is not adhered to drywall wall to be removed. 
Ensure bathroom exhaust fan has been sealed with polyethylene sheeting. 

8. Prepare the specified liquid surfactant solution. 
9. Wearing protective equipment (APRs) and Tyvek suits remove any binding strips or other restrictive 

mouldings from door jams, walls, ceilings etc. in way of the drywall to be removed.  Dispose of 
building materials as asbestos waste. 

10. Worker(s) will layout the drywall wall to cut with marking pencil.  Using utility knife score the 
drywall with straight edge to ensure straight lines.  . Mist amended water into the delaminating nip 
point to minimize any airborne dust particles and breakaway the drywall into manageable sections 
and place immediately into labelled 6 mil poly bags.  . Any concealed insulation and supporting 
drywall nails will be removed and disposed as asbestos waste.  Tie or tape the removed material 
securely and place in labeled 6 mil poly bags for disposal.   

11. Remove and dispose of each succeeding drywall in the above manner.      
12. When the drywall, associated supports and concealed insulation has been removed, HEPA vacuum 

the wall cavity with appropriate vacuum attachment.   
13. Position the HEPA vacuum so that the discharge air does not blow on the area being cleaned. 
14. Close full bags tightly and seal securely for disposal.  
15. When the drywall has been removed let the area dry and HEPA vacuum with the appropriate 

vacuum attachment.    
16. After HEPA vacuuming, HEPA filter bags shall be removed by trained workers according to the 

manufacturer’s instructions. 
17. Double bag all waste materials in labeled 6 mil poly bags. 
18. Upon a satisfactory inspection by the Foreman an encapsulant sealer will be applied (must be 
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compatible with any new materials).  

NOTE 3: FLOORING BECOMES SLIPPERY WHEN WET WITH THE AMENDED WATER SOLUTION. USE 
CAUTION TO CONTAIN THE SOLUTION IN THE IMMEDIATE WORK AREA. 

8.0 RE-ESTABLISHMENT OF THE WORK AREA 
1. Re-establishment of the work area shall only occur following the completion of clean up procedures 

and the application of a sealant to applicable areas to the satisfaction of the supervisor. 
2. Workers will mist the polyethylene sheeting with amended water, roll sheeting into the centre and 

dispose of as asbestos contaminated waste. 
3. Upon completion of the tear down the floor and other horizontal surfaces will be HEPA vacuumed 

and damp wiped to remove any settled dust. 
4. Following a satisfactory visual clearance of the area by the supervisor, all remaining barriers can be 

removed and disposed of as asbestos contaminated waste. 

9.0 WASTE DISPOSAL  
1. Disposal of all asbestos waste will be in accordance with the Ministry of Environment regulations 

pertaining to hazardous waste. 
2. Disposal must occur at an authorized site in accordance with regulatory requirements. 
3. Copies of all dump receipts, trip tickets, transportation manifests or other documentation of 

disposal shall be kept as a record for the file. 
4. Any asbestos stored on site will be stored in a lockable and labeled container. 

5. Containers will not be filled to capacity for transportation.  

 
 
 
 
 
 
 

END OF MODERATE RISK DRYWALL REMOVAL PROCEDURE 



Automotive Lifts 

Operation, Inspection and Maintenance 



DISTRICT HEALTH AND SAFETY MANUAL

1 

AUTOMOTIVE LIFTS

Automotive Lifts – Operation, Inspection and Maintenance 
(Reference to WCB Occ. H. & S. Regs., Part 12, reg. 12.74/12.80 ) 

INTRODUCTION

School District #85 employees who are required to use automotive lifts are to have an understanding of the 
requirements for operating, inspecting and maintaining School District automotive lifts. 

Each School Automotive Shop and the District Transportation facility shall have the following standard 
and literature available for reference and training as necessary: 

a) Manufacturer Instructions specific to the automotive lift(s) in use,
b) ANSI/ALI  ALOIM-1994 - “Standard  for  Automotive  Lifts  -  Safety  Requirements  for

Operation, Inspection and Maintenance,
b) ALI/SM93.1 – “Lifting It Right” Safety Video and Manual,
c) ALI/ST90 Safety Tips (card)
d) ALI/LP – “Quick Reference Guide, Vehicle Lifting points for Frame Engaging Lifts”
e) WCB Occupational Health & Safety Regulation, Section 12.74 -- 12.80, Automotive Lifts and

Other Vehicle Supports.

OPERATION

Training 

The Principal/Supervisor shall ensure that all employees (and students) who operate automotive lifts 
are instructed in the safe use and operation of the lift using the Reference Standards and Literature 
listed above. 

*******NO STUDENT MAY OPERATE A LIFT WITHOUT A SUPERVISOR PRESENT 
AT ALL TIMES ******* 

Documentation 

• Supervising Automotive instructors are to maintain documentation for each student required to
use an automotive lift. 

• A record of the training received by each employee shall be maintained by the Principal/Supervisor
using the operator-training log. 

Operating Responsibilities 

• Employees (and students) shall only operate the automotive lift after being properly
instructed/trained in accordance with the  noted standards  and  literature and
manufacturer supplied instructions.
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• Employees (and students) shall use all safety features provided on the automotive lift,
and operate the lift in accordance with the instructions furnished by the lift
manufacturer.

• The employee operating an automotive lift (or automotive teacher supervising a student
who is operating a automotive lift), shall be responsible for maintaining the cleanliness
and orderliness of the lift and its surroundings, so that the lift may be safely
operated in accordance with related safety instructions and materials.

• The School District will provide an annual inspection of all automotive lifts in
the District, in accordance with the automotive lift manufacturer
recommendations, however Automotive Instructors and Transportation
mechanics shall inspect or take notice of the following features on a daily basis:

a) accessibility and readability of the operating procedures, safety tips and generic safety
material,

b) accessibility of safety warning labels and rated load capacity of
lift,

c) proper operation of lift controls, restraints and locking
devices

d) deformation and excessive wear of any lift structural
components

e) deformation and excessive wear of other components such as hoses, electrical wires,
drive chains, cables or screws

f) damage or excessive wear on any of the lift contact points which engage the tires, frame,
body or axles

g) evidence of hydraulic or pneumatic
leaks

h) unusual noises, sudden movements, erratic operation or evidence of chips or filings during
use

i) cracks or loose concrete around the floor anchor bolts if
employed.

• If any of the conditions as described are observed before, during or after operation of
the automotive lift, the operator shall stop using the lift and report the condition to the
Principal/Supervisor. (or supervising automotive instructor)

• If any of the conditions listed above are found the automotive lift is not to be used until
the cause of the problem has been determined and the appropriate repairs have been
made by a qualified automotive lift technician. The automotive lift shall be locked out or
tagged out until the needed repairs have been completed.

Inspections / Maintenance 

Periodic 
Inspections 

Industrial Education teachers and all other employees who use automotive lifts as part of 
their regular operation shall conduct monthly inspections of each automotive lift under 
their control (unless the manufacturer requires more frequent inspections) as recommended by the 
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automotive lift manufacturer. 

Annual 
Inspections 

Annual inspections of all District automotive lifts as outlined in the “Standard of Automotive 
lifts – Safety Requirements for Operation, Inspection and Maintenance” (ANSI/ALI ALOIM – 
1994) and manufacturer specifications, will be carried out by a qualified automotive lift 
technician / inspector. 

A record of each monthly and annual inspection shall be prepared and maintained near the hoist 
noting the observations and findings of all points of inspection recommended by the manufacturer 
as well as subsequent repairs or replacements accomplished. 

Forms, checklists, training confirmations and information regarding Automotive Lifts are 
available in the Health and Safety section on the School District No. 85 website, under 
“Automotive Lift Forms”. 

Preventive Maintenance 

A preventive maintenance procedure is to be established (e.g., daily, weekly, monthly, etc.) in accordance 
with the automotive lift manufacturer’s recommendations to ensure the continued safe operation 
of the automotive lift. A record of each preventive maintenance procedure performed shall be 
completed by the responsible transportation mechanic /automotive instructor and maintained by 
the automotive lift. 

Repair Maintenance / Records 

Where it has been determined that repairs are required, a copy of the completed Monthly 
Inspection and the Maintenance Checklist shall be forwarded to the Health & Safety Co-
coordinator who shall arrange to have the lift serviced by a qualified maintenance repair 
technician. Until the cause of the problem has been determined and qualified automotive lift 
personnel have made the appropriate repairs, the automotive lift shall be locked out or tagged out 
according to the District’s Lock-Out procedures. A record of repairs made to the lift shall be 
completed by the qualified maintenance repair technician providing a full description of the 
repairs made noting any adjustments and parts  replaced. A copy  of the record shall be 
provided to the school and maintained near the lift. 

Modifications 

There shall be no modifications or reconstruction made to any automotive lift without the express 
written permission of the manufacturer. 
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Appendix A 

STUDENT OPERATOR TRAINING LOG 

The following log shall be completed prior to permitting students to operate the lift. 

Student’s Name:   
(Students are not authorized to operate an automotive lift until they have been adequately trained 
and instructed in its use and have demonstrated an ability to operate it safely.) 

Student’s Signature: 

Lift Manufacturer:   Lift Capacity:  

Training: Manufacturer Instructions 

Operator Responsibilities 

*“Lifting it Right” 

Vehicle Lifting Points 

Safety Tips 

Warning Labels 

Demonstration 

I confirm that the student whose name is shown above has received the training as 
outlined to operate the lift described. 

Teacher’s Signature: Date: 

Please maintain this operator training log for a period of not less than 4 years. 

*There is a video presentation supplementing the information presented in “Lifting It Right” which
must be viewed by each student.
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EMPLOYEE OPERATOR TRAINING LOG 

The following log shall be completed prior to an employee initially operating an 

automotive lift. 

Employee’s Name:   

Employee’s Signature: 

Lift Manufacturer:   Lift Capacity:  

Lift Manufacturer: Lift Capacity:  

Training: Manufacturer Instructions 

Operator Responsibilities 

*“Lifting it Right” 

Vehicle Lifting Points 

Safety Tips 

Warning Labels 

I confirm that the employee whose name is shown above has received the training as 
outlined to operate the lift(s) described. 

Supervisor’s Signature: Date: 

Place training log in the employee’s file. 

*There is a video presentation supplementing the information presented in “Lifting It Right” which
should be viewed by each employee.
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MONTHLY INSPECTION AND MAINTENANCE CHECKLIST FOR AUTOMOTIVE LIFTS 
SCHOOL DISTRICT  NO. 85 (Vancouver Island North) 

The following is a quick reference checklist for an automotive lift inspection and maintenance. 

Refer to the manufacturer’s recommended inspection points and maintenance procedures for 
more information. 

Location: 

Make & Model:  

GENERAL: 

Good   Bad  Fixed (v) 

Lift operators have been instructed in safe use and operation of lift. 

Check accessibility of operating procedures, safety tips and generic safety 
material. 

Check accessibility and readability of safety warning labels. 

Check the readability of rated load capacity of the lift. 

Examine structural components including welds. 

Examine electrical components and wiring. 

Check lift controls. 

Check operation of positive stop and lift locks. 

Check all points requiring lubrication. 

Check exposed surfaces and edges for burrs or sharp edges. 

Check all fastening devices for tightness including floor anchor bolts. 

Lift components are free of debris and foreign materials. 

TELESCOPING LIFT PADS (used mainly on frame-contact lifts): 

Check over travel stops for wear. 

Watch for stress cracks or breaks in welds and castings examine arms for 
permanent bending. 

Lubricate swivel points and extendable parts of carrying arms. 

Inspect lift adapters and extenders. 
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HYDRAULICALLY DRIVEN LIFTS: 

Good Bad Fixed (v) 
Check hydraulic oil level and add as required. Oil consumption litres. 

Check control valve for leaks. 

Ensure cylinder is clean. 

Air compressor tank is free of water. 

CHAINS AND CABLES (used mainly on surface mount lifts): 

Check chains and cables for unusual stretch or wear – lubricate as required. 

Inspect connections for corrosion or fatigue, excessive wear, connection hole 
elongation or deformation. 

Check sprockets and pulleys for wear and damage – lubricate as required. 

Examine coatings and sheaths on cables for wear. 

Other Inspections and Maintenance Performed (as recommended by manufacturer) 

Completed by: 
Date: 

MAINTAIN A COPY OF THIS RECORD NEAR THE AUTOMOTIVE LIFT 

Copy to District Safety Coordinator at 949-7496 (fax) 
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BIO-HAZARDOUS MATERIALS

(EXPOSURE CONTROL PLAN) 
(updated July, 2013) 

INTRODUCTION

In accordance with Provincial Health and Safety Regulations, School District #85 shall develop, implement 

and maintain a district-wide exposure control plan for occupational exposures to blood borne pathogens and 

other bio-hazardous materials specified by the WorkSafe BC. The intent of the District’s Exposure 

Control Plan is to control the hazards of occupational exposure to blood-borne pathogens and other bio-

hazardous materials specified by the WorkSafe BC. 

DEFINITIONS

BIO-HAZARDOUS MATERIALS 

• A pathogenic organism, including a blood-borne pathogen, which due to its known, or reasonably

believed ability to cause disease in humans would be classified as a Risk Group as defined by the 

Medical Research Council of Canada or any material contaminated with such an organism. 

(Provincial Health and Safety Regulations). 

• Biological agents or substances that contain organisms or toxins that may present a health hazard.

(Medical Research Council of Canada) 

CONTAGIOUS OCCUPATIONAL DISEASES RECOGNIZED BY THE WORKERS COMPENSATION BOARD 

The WorkSafe BC recognizes certain contagious diseases as compensable occupational diseases, 

however, in doing so, they recognize that contagious diseases are not likely to be due to the nature of 

any employment in which the worker was employed, except for hospital employees, or workers at 

other places of medical care. [Section 26.03 WCB Rehabilitation Services and Claim Management Manual]. 

Examples of occupational diseases” that may or may not be considered, by the Worker’s 

Compensation Board to be a bio-hazardous include: 

CHICKEN POX HEPATITIS MENINGITIS 

RUBELLA LEGIONELLOSIS MUMPS 

RED MEASLES MONONUCLEOSIS WHOOPING COUGH 

1 
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DISEASE 

Disease is a pathogenic condition that presents a group of clinical conditions of the body with signs and 

symptoms and laboratory findings peculiar to it and that sets the condition apart as an abnormal 

entity. 

EXPOSURE (TO BLOOD AND BODY FLUIDS) 

An exposure is any accident which results in a break in the skin or exposes the mucous membranes such 

as the eyes, or the inside of your nose or mouth, to blood or infectious body fluids. 

INFECTIOUS BLOOD AND BODY FLUIDS 

Infectious or potentially infectious fluids are those body fluids, which may carry either the Aids (HIV) 

virus or the Hepatitis virus. Such fluids include blood, semen, fluids that arise out of a wound, body 

cavity or infectious sight, and any body fluid that visibly contains blood. Other fluids considered to be 

potentially infectious include: cerebrospinal fluid, pleural, pericardial, peritoneal, amniotic and synovial 

fluids. 

ILLNESS 

An illness is the state of being physically or mentally sick or unwell 

NON-INFECTIOUS BODY FLUIDS (UNLESS BLOODY) 

Non-infectious body fluids are those fluids that do not carry, nor have the potential to carry, either the 

Aids (HIV) Virus or the Hepatitis Virus. Such fluids include: stool, urine, tears, saliva, nasal secretions 

or vomit. 

OCCUPATIONAL HEALTH AND SAFETY REGULATIONS 

May also be referred to as the Provincial Regulations or the WorkSafe BC 
Regulations 

OCCUPATIONAL EXPOSURE 

An occupational exposure means reasonably anticipated, harmful contact with blood or other potentially 

bio-hazardous material that may result from the performance of a worker’s duties 
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PATHOGEN 

Any disease-causing agent or organism 

PATHOGENIC ORGANISMS 

Pathogenic organisms are living things, plants or animals that cause disease 

STANDARD PRECAUTIONS 

Standard precautions combine the important features of Universal (Blood and Body Fluid) Precautions 

(designed to reduce the risk of transmission of blood-borne pathogens) and Body Substance Isolation 

(designed to reduce the risk of transmission of blood-borne pathogens from moist body substances). 

Standard Precautions are designed to reduce the risk of transmission of micro-organisms from both 

recognized and unrecognized sources of infection. Standard precautions apply to blood, all body fluids, 

secretions and excretions except sweat, regardless of whether they contain visible blood, non-intact skin 

and mucous membranes. 

UNIVERSAL PRECAUTIONS 

Universal precautions refer to the standardization of work practices and procedures to ensure that the 

blood and body fluids of every person are treated as though they are infectious. Universal precautions are 

the steps you should take to protect yourself from coming into contact with the blood and bloody fluids 

of other people. Universal precautions are an essential element of Standard Precautions. 

RESPONSIBILITIES 

DISTRICT ADMINISTRATION 

District Administration is responsible to ensure that, where employees have or may have a risk of 

exposure to blood-borne pathogens, a bio-hazardous material exposure control plan is developed, 

implemented and maintained. Health and Safety Regulations require that: 

• an exposure control plan is developed and implemented

• a risk assessment that identifies job classifications, tasks and procedures in which there is a potential for

occupational exposure to a blood-borne pathogen or other bio-hazardous material as identified by 

WorkSafe BC is developed and maintained 

• engineering and work practice controls are established to eliminate and/or minimize the risk of

occupational exposure 
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• personal protective equipment is available for staff use

• a system for implementation of universal precautions for all tasks and/or procedures identified as

having a potential for exposure to bio-hazardous materials including blood-borne pathogens is 

developed. 

• a labeling system, and/or a system of identification for all bio-hazardous materials be implemented

• staff receive instruction and training regarding the contents of the exposure control plan and provide

them with adequate education and training to work safely with and in proximity to potentially bio- 

hazardous material 

• the hepatitis B vaccine is available upon request, and at no cost to any employee who has or may have

the potential for an occupational exposure to the hepatitis B virus 

• workers who may have been exposed to a blood-borne pathogen are instructed to seek immediate

medical attention and that records of all such exposures are maintained. 

PRINCIPALS AND SUPERVISORS 

Principals and other Supervisors are responsible to ensure that employees under their direction and/or 

supervision receive instruction and training regarding: 

• blood and body fluid (blood borne pathogens) exposure protocols

• the exposure control plan

• safe work procedures

• the application of universal precautions and/or standard precautions

HEALTH & SAFETY CO-ORDINATOR 

The Health and Safety Co-ordinator is responsible to: 

• develop an exposure control plan

• provide upon request, education and training regarding bio-hazardous materials, and blood-borne

pathogens, universal precautions, disposal of bio-hazardous materials, use of personal protective 

equipment, exposure protocols and, where appropriate, safe work procedures 
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• establish a hepatitis B vaccine program

EMPLOYEES 

Employees are responsible for: 

• attending education and training sessions provided by the employer

• using control measures and following safe work practices to eliminate or reduce their exposure to

blood-borne pathogens 

• reporting hazards

GUIDELINES 

INTERPRETING BIO-HAZARDOUS MATERIALS 

To understand “bio-hazardous materials”, it is important to review the definition as presented within the 

Provincial Health and Safety Regulations, as well as the medical definition for pathogen, disease and 

illness. It is also important to understand what constitutes an occupational exposure and what WorkSafe 

BC classifies as an Occupational Disease. 

Provincial Health and Safety Regulations define bio-hazardous materials as: 

“pathogenic organisms, including blood-borne pathogens, which have the ability to cause disease 

in humans classified as Risk Group II, III, IV by the Medical Research Council of Canada” 

In turn, the Medical Research Council of Canada has defined Biohazards as: 

“biological agents or substances that contain organisms or toxins that may present a health 
hazard. “ 

• Risk Group I (Low Individual and Low Community Risk) pathogens include micro- organisms, bacteria,

fungi, viruses and parasites that are unlikely to cause disease in healthy workers or animals 

• Risk Group II (Moderate Individual Risk, Limited Community Risk) pathogens may cause human or animal

disease but, under normal circumstances, are unlikely to be a serious hazard to lab workers, the 

community, livestock or the environment. Effective treatment and preventative measures are 

available and the risk of spread is limited. Examples include: whooping cough (pertussis/para- 

pertussis), hemophilus influenza, legionella, salmonella, staph, strep, hepatitis, rubella, 
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• Risk Group III (High Individual Risk, Low Community Risk) pathogens usually cause serious human or
animal disease, or can result in serious economic consequences but ordinarily do not spread by 

casual contact, or can be treated with antimicrobial or anti-parasitic agents.  Example: HIV 

• Risk Group IV (High Individual Risk, High Community Risk) pathogens usually produce very serious

human or animal disease. They are often untreatable, and may readily be transmitted from one 

individual to another or from animal to human (or vice-versa) directly or indirectly, or by casual 

contact.  Example: Eboli virus 
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DISEASE VERSUS ILLNESS 

An illness is actually the state of being physically or mentally sick or unwell. Disease is a pathogenic 

condition that presents a group of clinical conditions of the body with signs and symptoms, and 

laboratory findings peculiar to it and that sets the condition apart as an abnormal entity. The major 

clinical difference between an illness and a disease is that a disease is tangible, and may even be 

measurable while an illness is highly individual. 

EXPOSURE CONTROL PLAN 

Provincial Health and Safety Regulations require that an exposure control plan be developed and 

implemented if a worker has, or may have, an occupational exposure to blood-borne pathogens or to 

other bio-hazardous material specified by WorkSafe BC.   

Note:  School District No. 85 has developed the following plans or protocols: 

Pandemic Response Plan 2009 

SARS Protocol  

Copies of SD 85 plans/protocols are available on the School District No. 85 Website in 

the Health and Safety section 

In the Public Education System, workers may be exposed to a wide variety of contagious/communicable illnesses 

and/or diseases including those typically experienced during childhood. The determination as to whether or not 

an exposure to a communicable illness and/or disease constitutes an exposure to a “bio-hazardous” material, is 

dependent upon whether or not the pathogenic organism presented itself through a biological agent or 

substance. For this reason, the exposure control plan shall focus primarily on a plan for exposure to air-borne 

pathogens, where a biological agent/substance is present. However, it should be noted that where appropriate, 

this plan should be expanded to include other bio hazardous materials. 

COMPONENTS OF THE EXPOSURE CONTROL PLAN INCLUDE: 

• A STATEMENT OF PURPOSE AND RESPONSIBILITIES

• RISK IDENTIFICATION, ASSESSMENT AND CONTROL

• EDUCATION AND TRAINING

• WRITTEN SAFE WORK PROCEDURES

• HYGIENE FACILITIES AND DECONTAMINATION PROCEDURES

• HEALTH MONITORING

• DOCUMENTING
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RISK IDENTIFICATION

Risk identification requires establishing a list of all job classifications within the District and the tasks 

and/or procedures where there is a potential exposure to blood-borne pathogens. 

To identify where there is a potential for risk of exposure to blood-borne pathogens: 

• List all job classifications within the district

• Identify job classifications where all workers in the classification have the potential for

occupational exposure to blood-borne pathogens 

• Identify job classifications where some workers in the classification have a potential risk for

exposure to blood-borne pathogens 

• In job classifications where only some workers have a potential risk for exposure, identify those

tasks or procedures with a potential for exposure 

RISK IDENTIFICATION WORKSHEET (SAMPLE) 

JOB CLASSIFICATION WORKERS WITH POTENTIAL 

RISK OF EXPOSURE 

TASKS OR PROCEDURE PRESENTING

POTENTIAL RISK OF EXPOSURE 

NONE SOME ALL

RISK ASSESSMENTS

Once job classifications, tasks and procedures have been identified as to their potential for risk of 

exposure to blood-borne pathogens, the degree of risk must be determined. 

Using the risk assessment worksheet: 

• list the tasks for job classifications with the potential for exposure to blood-borne pathogens

• identify the type of fluid an employee may come in contact with.

JOB/TASK TYPE OF FLUID

CHECK(√) WHERE APPLICABLE 

BLOOD BODY FLUIDS 

• identify the type of event that may result in an exposure to blood and/or body fluids
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skin contact indicates potential exposure Note: intact skin is not considered to pose a risk of exposure to or, 

transmission of, blood-borne pathogens 

TYPE OF EVENT 

CHECK (√) WHERE APPLICABLE 

NEEDLE 

SHARP 

BITE SPLASH SKIN¹ 

• identify the degree of risk for exposure

• how frequently a worker may come in contact with blood or body fluids

• the potential duration for exposure

• the anticipated volume of blood/body fluid one may expect to be exposed to while completing the task

CONTACT 

RISK FREQUENCY DURATION VOLUME 

LOW = L 

MOD = M 

HIGH = H 

REGULAR = RG 

OCCASIONAL = O 

RARE = R 

LONG (HRS) = L 

SHORT (MIN) = S 

FEW DROPS = D 

MOTE THAN A FEW 

DROPS = MD 

• identify engineering control practices that have been recommended, whether or not they have

been implemented and whether or not a written procedure has been developed and 

implemented for that control measure 

• identify work practice controls that have been recommended, whether or not they have been

implemented and whether or not a written procedure has been developed and implemented 

for that control measure 

• identify personal protective equipment (PPE) measures that have been recommended, whether

or not they have been implemented and whether or not a written procedure has been 

developed and implemented for their use 

EXPOSURE CONTROLS 

ENGINEERING WORK PRACTISES PPE 

RECOMMENDED² 

IMPLEMENTED³ Y/N 

PROCEDURE Y/N 

RECOMMENDED² 

IMPLEMENTED³ Y/N 

PROCEDURE Y/N 

RECOMMENDED² 

IMPLEMENTED³ 

PROCEDURE Y/N 

¹ SKIN CONTACT: INTACT   SKIN   IS   GENERALLY   A   GOOD   BARRIER   AND   IS   NOT   NORMALLY 

CONSIDERED TO BE A RISK FOR BLOOD-BORNE PATHOGEN TRANSMISSION 

² RECOMMENDED ENGINEERING OR WORK PRACTISE CONTROLS OR PERSONAL PROTECTIVE EQUIPMENT THAT 

SHOULD BE IN PLACE AND ARE PRACTICABLE OR REASONABLY AVAILABLE 

³ IMPLEMENTED ENGINEERING OR WORK PRACTISE CONTROLS OR PERSONAL PROTECTIVE EQUIPMENT THAT 

ARE ALREADY IN PLACE 
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CONTROL PROCEDURES

A variety of control procedures may be used to eliminate or minimise the risk of occupational exposure 

to bio-hazards. These include: 

• engineering controls

• work practice 
controls

• personal protective equipment (PPE)

• cleaning

• waste removal

• laundry

An additional control procedure for blood-borne pathogens is universal precautions 

ENGINEERING CONTROLS

Engineering controls are the preferred method for eliminating the risk of exposure to blood-borne 

pathogens. They work by removing or isolating the hazard or by isolating the worker from exposure. 

Engineering controls used within the district include: 

• leak-proof puncture resistant containers to handle contaminated needles and sharps found of school

grounds or in the vicinity of school property 

• provision of tongs and forceps for the disposal of sharps and/or potentially bio-hazardous materials

WORK PRACTICE CONTROLS

Work practice controls reduce the likelihood of occupational exposure to bio-hazardous materials in 

general and specifically to blood-borne pathogens, by altering the way in which tasks are performed. 

Work practice controls used within the district include: 

• confinement and disposal process for needles and sharps

• hand-washing instructions

• application and removal of vinyl gloves

• disposal of garbage

• clean-up of blood and other potentially infectious materials

PERSONAL PROTECTIVE EQUIPMENT (PPE) 

Personal protective equipment is specialized clothing or equipment that workers wear to protect 

themselves from coming into contact with hazards. Personal protective equipment is required if 
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engineering and work practice controls are unavailable or impracticable, or do not completely eliminate 

the risk of exposure. Personal protective equipment used within the district includes: 

• splash goggles

• gloves

STANDARD PRECAUTIONS (UNIVERSAL PRECAUTIONS / BODY SUBSTANCE PRECAUTIONS) 

Standard precautions must be taken for all tasks and procedures identified as having the potential for an 

occupational exposure to blood-borne pathogens. Standard precautions reduce the risk of exposure to, 

and transmission of, blood-borne pathogens. Because it is often difficult to tell if a person is infected with 

a blood-borne pathogen, standard precautions must be applied in any situation where there is a potential 

for exposure, regardless of the source. District precautions include: 

• care when handling any sharp item - all sharps should be considered potentially infectious

• containment and disposal of needles and sharps into leakproof, puncture proof containers

• labeling any sharp/needles disposal containers as bio-hazardous

• use of protective gloves and possibly goggles (depending on the situation) when there is a potential for

contact with body fluids, blood, non-intact skin, mucous membranes and any other potentially 

infectious materials (OPIM) 

• discarding disposable sharps in the designated, puncture resistant containers

• immediately and thoroughly washing hands, or other body parts that have sustained an accidental

exposure to body fluids, blood, non-intact skin and mucous membranes and any other potentially 

infectious materials (OPIM) 

WRITTEN SAFE WORK PROCEDURES

Written safe work procedures are required for all work activities that have the potential for occupational 

exposure to body fluids, blood, non-intact skin and mucous membranes and any other potentially 

infectious materials (OPIM). The work procedures must detail how tasks are to be performed so as to 

eliminate or reduce the risk of exposure to a hazard. 

EDUCATION AND TRAINING

Administrative Officers and supervisors are responsible to ensure that staff are informed about the 

contents of the exposure control plan and must ensure that they receive adequate education and training 

to work safely with and around potentially bio-hazardous materials, including blood borne pathogens. 

EDUCATION AND TRAINING OF STAFF SHOULD INCLUDE: 

• applicable sections of the regulations

• explanation of blood-borne diseases their symptoms and effects as well as their modes of TRANSMISSION
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• the exposure control plan and where to access it

• recognition of tasks and procedures that may result in an exposure to bloodborne pathogens

• control measures to eliminate or minimize exposures

• personal protective equipment, including availability, location

• the hepatitis B vaccine program

• emergency procedures in the event of an exposure incident

• labeling and identification of bio-hazardous material

AT THE COMPLETION OF THEIR TRAINING STAFF SHOULD BE ABLE TO ANSWER THE FOLLOWING FOUR 

QUESTIONS: 

• what are the bio-hazards of your work?

• what precautions are required to prevent exposure?

• what must you do in case of an emergency?

• where would you go for further information?

HEPATITIS B VACCINE PROGRAM 

The Hepatitis B Vaccine is synthetic. When administered intramuscularly, it sets up a chain reaction 

within the body that results in the production of antibodies. These antibodies then protect the body 

against the Hepatitis B Virus. 

The Hepatitis B Vaccine Program consists of a series of three separate vaccinations provided over a six 

month period: Upon request, employers must provide vaccination against the hepatitis B virus at no cost 

to an employee who has, or may have, occupational exposure to this virus. Immunization need not be 

provided if a worker refuses, has serological evidence of immunity, or has medical contradictions to 

vaccination. Initial vaccination, a second vaccination one month later and the third vaccination six 

months after the initial dose. 

It is recommended that six weeks after the completion of the program, employees have their blood tested 

for antibody production. However, the decision to have blood work drawn for this purpose is strictly 

between the employee and his/her physician and is not considered part of the District’s Hepatitis B 

Vaccine Program. 

HEALTH PROTECTION 

An employee who may have been exposed to a blood-borne pathogen, including the hepatitis B virus, 

must be advised to seek medical attention right away. The employee must also be provided with any post- 

exposure health management necessary, based on a risk assessment of the incident. Note: Risk of 

exposure assessments are conducted by Health Care Professionals in the emergency department in the 

local hospital. Post-exposure health management is conducted under the direction of the employee’s 

family physician. 
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POTENTIALLY, EXPOSURES MAY RESULT FROM ANY AND ALL OF THE FOLLOWING: 

• penetration of the skin with a sharp contaminated with blood or other potentially infectious materials

• a bite where the skin is broken

• blood or other potentially infectious material with non-intact skin i.e. Wounds that are less than 3 days old

or through the mucous membranes of the eyes, nose or mouth 

REPORTING, INVESTIGATION AND CORRECTIVE ACTION 

As with any work-related accident the appropriate employee report forms and WCB claim forms must be 

completed and submitted to the appropriate bodies. 

RECORDS

AS PART OF THE EXPOSURE CONTROL PLAN, THE FOLLOWING RECORDS MUST BE MAINTAINED: 

• WorkSafe BC reports of injury –
form 7

• accident investigation reports

• education and training records

• hepatitis B vaccination consent forms and immunization records

• risk identification (occupational exposure) records

• exposure control plan records

LABELS AND IDENTIFICATION 

Needles and sharps, found on or in the proximity of a public school or facility must be contained using 

either a multiple use or single use receptacle, which may be obtained through the Health & Safety co- 

ordinator. The supplied single and multiple use containers have been permanently etched with a bio- 

hazardous materials warning label as per provincial and federal labeling requirements. 

In the event there is need to dispose of other bio-hazardous materials such as blood soaked bandages, 

toweling etc., the following precautions must be taken: 

• use  standard  precautions  when  disposing  of  garbage  or  laundering  contaminated  materials.

Waterproof, vinyl or similar type gloves, supplied by the employer, must be worn. 

• place the contaminated waste or laundry material in a water-proof bag

• secure the top of the bag to prevent the contents from accidentally spilling out

• label bag as containing bio-hazardous, contaminated laundry

• dispose of the garbage according to local landfill requirements
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BLOOD AND BODY FLUID EXPOSURE- WHAT TO DO 

INTRODUCTION 

Early assessment and medical intervention is essential in reducing the risk of contracting Hepatitis B and/or HIV 

through workplace exposure to blood and body fluids. 

DEFINITIONS 

Exposure (to Blood and Body Fluids) 

An exposure is any accident which results in a break in the skin or exposes the mucous membranes 

such as the eyes or the inside of your nose or mouth to blood or infectious body fluids. 

Infectious Blood and Body Fluids 

Infectious or potentially infectious fluids are those body fluids which may carry either the AIDS 

(HIV) virus or the Hepatitis virus. Such fluids include blood, semen, fluids that arise out of a wound, 

body cavity or infectious sight, and any body fluid that visibly contains blood. Other fluids  

considered to be potentially infectious include: cerebrospinal fluid, pleural, pericardial, peritoneal, 

amniotic and synovial fluids. 

Non-infectious Body Fluids (unless bloody) 

Non-infectious body fluids are fluids that do not carry, nor have the potential to carry, either the 

Aids (HIV) Virus or the Hepatitis Virus. Such fluids include: Stool, urine, tears, saliva, nasal 

secretions and vomit. 

GUIDELINES 

Exposure to Infectious Blood and/or Body Fluids - 

Through a Break In Your Skin: 

Immediately: 
• gently encourage bleeding;

• wash the wound well with soap and water or an antibacterial cleaner;

• if you can safely pick-up / transport the contaminated object - take it with you;

• report to the nearest hospital emergency department;

• NOTE: medical treatment is most effective if received within two hours of the exposure.
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As soon as possible: 

• report the incident to your supervisor;

• complete a WorkSafe BC Employers Report of Injury Form 7.

• Complete a WorkSafe BC Employee Form 6A

Through Your Mucous Membranes (Eyes, Nose, Mouth) 

Immediately: 
• flush eyes with normal saline for approximately 10 minutes;

• report to the nearest emergency department;

• NOTE: medical treatment is most effective if received within two hours of the exposure.

As soon as possible: 

• report the incident to your supervisor;

• complete, or have someone complete for you, a WorkSafe BC Employers Report of Injury

Form 7.  

Blood and/or Body Fluid Contact with Intact Skin 

Immediately: 
• wash the area well with soap and water or an antibacterial cleaner.
• NOTE: exposures to blood and body fluids on intact skin do not pose a risk however, an inadvertent

exposure may occur should you not clean the site well, i.e. the exposure may occur after the initial exposure 

during a hand-to-mouth type activity. 

REFERENCE AND CROSS REFERENCE MATERIALS 
Centre for Excellence in HIV Standards 

Blood and Body Fluid Exposure Protocols 
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CLEAN UP OF SPILLS INVOLVING BLOOD AND BODY FLUIDS 

INTRODUCTION 

Exposure to blood and/or body fluids 

An exposure is any accident which results in a break in the skin or exposes the mucous membranes 

such as the eyes or the inside of the nose or mouth to blood or infectious body fluids. 

Infectious blood and Body Fluids 

Infectious or potentially infectious fluids are those body fluids which may carry either the Aids (HIV) 

virus or the Hepatitis virus. Such fluids include, blood, semen, fluids that arise out of a wound, body 

cavity or infectious site, and any body fluid that visibly contains blood. Other fluids considered to be 

potentially infectious include: cerebrospinal fluid, pleural, pericardial, peritoneal, amniotic and 

synovial fluids. 

Non-infectious Body Fluids (unless bloody) 

Non-infectious body fluids are those fluids that do not carry, nor have the potential to carry either 

the Aids (HIV) virus of the Hepatitis virus. Such fluids include: stool, urine, tears, saliva, nasal 

secretions and vomit. 

GUIDELINE 

The clean -up of spills involving blood or potentially infectious body fluids should be carried out as soon 

as possible by persons who have been trained to do so and have the equipment and personal protective 

equipment needed to do so safely. 

The following steps should be taken when cleaning up a spill of blood or potentially infectious body 
fluids: 

• restrict access to the area

• ensure that plastic bags are available for removal of soiled/contaminated items from the spill area

• prepare a fresh, diluted bleach solution (1 part bleach: 10 parts water) or germicide solution

• wear disposable, waterproof gloves as supplied by the district. These gloves may be comprised of

natural rubber, latex, neoprene, nitrile and/or vinyl. If necessary, wear other personal protective 

equipment such as eye goggles and a gown or apron to act as a barrier between, and reduce the 

risk of exposure to blood and/or potentially infectious body fluids 

• Note: if using a germicide for spill clean -up, check the material safety data sheet to find out what

type of protective gloves should be used 
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• Depending on the size of the spill it may be necessary to either cover your shoes with waterproof

covers or wear boots that can be treated with bleach or germicidal solutions should they become 

contaminated during clean up 

• remove any sharps or needles that may be present and dispose of them in the appropriate

container 

• wipe up visible material first using disposable towels. Dispose of the material and paper towels in

waterproof garbage bags 

• after you have removed all obvious materials, it may be necessary to change gloves. Dispose of soiled

gloves in a waterproof garbage bag 

• decontaminate the area by carefully pouring over the spill site with a germicide approved for use as

a hospital disinfectant, or a fresh solution of household bleach and water. Leave the solution on 

for 10 minutes, then wipe it up with disposable towels. Dispose of the towels in a waterproof 

garbage bag 

• clean and decontaminate all soiled, re-useable equipment and supplies. Properly discard of any

disposable items 

• wear the gloves to remove other protective equipment such as eye goggles, dispose of, or clean any

soiled personal protective equipment 

• properly remove and dispose of your gloves

• wash hands
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DISPOSAL OF NEEDLES AND SHARPS:  MULTIPLE USE CONTAINER 

INTRODUCTION 

The District shall ensure the safety and health of its employees through the safe removal and disposal of 

contaminated needles and sharps found within district facilities, on school grounds or in the immediate 

vicinity of school grounds. 

RESPONSIBILITIES 

District Administration 

District Administration shall be responsible to ensure that resources are available to develop and 

maintain the needle and sharp disposal program. 

Principals and Supervisors 

Principals and Supervisors shall be responsible for ensuring: 

• the safe removal and disposal of needles and/or contaminated sharps found in the individual facility,

on school grounds or in the vicinity of school grounds where their presence may pose an immediate 

risk to staff. 

• that staff under their direction receive adequate instruction and training relevant to their level of

responsibility for the containment and disposal of sharps and needles. 

PROCEDURE 

Supplies: 

If deemed necessary, Supervisors responsible for a facility shall be issued a needle/sharp 
disposal kit consisting of: 

• 1 set of tongs;

• 2 biohazardous multiple-use sharps containers

• 1 pair of heavy, puncture resistant gloves;

• 2 pairs of disposable vinyl gloves;

• 1 pair of splash goggles;

• 1 bottle of bleach;

• 1 bucket;

• Safe work procedure for the disposal of needles and sharps;

• 2 WorkSafe BC Form 7 Report of Injury ;

• 2 zip lock bags (for disposal of used condoms or blood soaked materials).
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All disposal supplies shall be stored in a locked cupboard or in the custodial room, secured and out of the 

reach of students. 

Needle and Sharp Disposal supplies and equipment must not be used for any other purpose. 

Replacement supplies may be obtained through the District Health & Safety Co-coordinator. 

PROCEDURE 

The first worker on the scene in the event that a needle/sharp is found: 

• secure the immediate area and instruct anyone in the vicinity to move away;

• if possible, station an adult at the site until the needle/sharp has been disposed of safely;

• contact the Principal or Supervisor or designate for disposal.

The Principal or Supervisor or designate shall dispose of the needle/sharp as follows: 

• Place feet at a comfortable distance so as to avoid injury in the event that the needle/sharp slips out of

the tongs during disposal. To minimize the risk of exposure, pick-up and disposal into the sharps 

container should occur in very close proximity; 

• Using tongs, grasp the barrel of the syringe or the butt end of a sharp;

• Pick up the object, holding it horizontally until ready to insert it into the sharps container;

• Place the object, sharp end first, into the sharps container - never use your fingers to guide or seat the

sharp into the container; 

• Seal the container using the supplied lid;

• Place the container, tongs and gloves (if used) into the transport bucket.

• Clean non-disposable tongs by mixing a 1 part bleach solution to 10-part water solution. Swill or soak

the tongs for approximately 1 minute, then rinse with water. Return the tongs to the needle disposal 

bucket. Note: splash goggles must be worn when working with bleach. The goggles provided should 

be stored in the sharps transport bucket. 

• Disposable tongs may be discarded directly into the garbage;
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• Wash hands thoroughly with soap and water.

• Contact the Health and Safety Co-coordinator to arrange for pick-up of the sharps container

and complete a WorkSafe BC Employers Report of Injury Form 7.  Submit the completed form to 

the Health & Safety Co-coordinator. 

Pick-up and Disposal of Condoms / Blood Soaked Articles 

• Put on a pair of disposable vinyl gloves;

• Using a pair of tongs (disposable or multiple-use), pick up the used condom or blood soaked bandage

and place it, and your vinyl gloves, in a “zip-lock” baggie, 

• Seal the baggie and dispose of it in the regular garbage.

• Wash your hands well and advise the appropriate Principal or Supervisor if additional blood and body

fluid disposal supplies are required. 

REFERENCE AND CROSS REFERENCE MATERIAL 

Occupational Health and Safety Regulations 

Section 6 - Biohazardous Materials 

HIV/AIDS and Hepatitis B and C Hand Book 
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REDUCING THE RISK OF BLOOD EXPOSURE WHEN HANDLING 
GARBAGE 

GUIDELINES 

The following guidelines are meant to alert staff to the potential risks associated with exposure to blood 

and potentially infectious body fluids and how to reduce the risk through proper handling of garbage. 

• handle garbage as little as possible;

• use waterproof garbage bags

• if possible, look for sharps sticking out of the bags, listen for broken glass when you move a bag;

• do not compress garbage or reach into garbage containers with your bare hands;

• do not use bare hands to pick up garbage that has spilled out of an over-flowing container;

• do not let garbage bags get too full. Leave enough free space at the top so that when you grab it, you

grab only the top of the bag - not any of the contents; 

• hold garbage at the top, slightly away from the body. Do not hold garbage against your body;

• do not place one hand underneath the bag to support it.

REFERENCE AND CROSS-REFERENCE MATERIALS 

WorkSafe BC 

HIV/Aids and Hepatitis B and C - Preventing Exposure at Work 



21 

DISTRICT HEALTH & SAFETY MANUAL

REMOVAL OF GLOVES CONTAMINATED BY BLOOD 
OR BODY FLUIDS 

DEFINITIONS 

Exposure (to Blood and Body Fluids) 

An exposure is any accident which results in a break in the skin or exposes the mucous membranes such 

as the eyes, or the inside of your nose or mouth to blood or infectious body fluids. 

Infectious Blood and Body Fluids 

Infectious, or potentially infectious, fluids are those body fluids which may carry either the Aids (HIV) 

virus or the Hepatitis virus. Such fluids include, blood semen, fluids that arise out of a wound, body 

cavity or infectious sight, and any body fluid that visibly contains blood. Other fluids considered to be 

potentially infection include: cerebrospinal fluid, pleural, pericardial, peritoneal, amniotic and synovial 

fluids. 

Non-infectious Body Fluids (unless bloody) 

Non-infectious body fluids are those fluids that do not carry, nor have the potential to carry, either the 

Aids (HIV) Virus or the Hepatitis Virus. Such fluids include: Stool, urine, tears, saliva, nasal secretions 

and vomit. 

PROCEDURE 

Disposable gloves should be removed: 

• as soon as possible if they become damaged or contaminated;

• after you have completed the task that required gloves;

• before leaving the work area. Do not wash and re-use disposable gloves.

To remove the gloves, with both hands gloved: 

• grasp the outside of one glove at the top of the wrist (cuff);

• peel off this glove from wrist to fingertips while turning it inside out, as you pull the glove off your

hand and away from you; 
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• hold the glove you just removed in your gloved hand;

• with the un-gloved hand, peel off the second glove by inserting your fingers on the inside of the glove at

the top of your wrist; 

• turn the glove inside out while pulling it away from you, leaving the fist glove inside the second;

• dispose of the entire bundle promptly in a waterproof garbage bag;

• wash your hands thoroughly with soap and water as soon as possible after removing gloves and

before touching non-contaminated objects and surfaces. 

REFERENCE AND CROSS REFERENCE MATERIAL 

WorkSafe BC Booklet 

HIV/AIDS and Hepatitis B and C 
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HAND WASHING 

DEFINITIONS 

Exposure (to Blood and Body Fluids) 

An exposure is any accident which results in a break in the skin or exposes the mucous membranes such 

as the eyes, or the inside of your nose or mouth to blood or infectious body fluids. 

Infectious Blood and Body Fluids 

Infectious, or potentially infectious, fluids are those body fluids which may carry either the Aids (HIV) 

virus or the Hepatitis virus. Such fluids include, blood semen, fluids that arise out of a wound, body 

cavity or infectious sight, and any body fluid that visibly contains blood. Other fluids considered to be 

potentially infection include: cerebrospinal fluid, pleural, pericardial, peritoneal, amniotic and synovial 

fluids. 

Non-infectious Body Fluids (unless bloody) 

Non-infectious body fluids are those fluids that do not carry, nor have the potential to carry, either the 

Aids (HIV) Virus or the Hepatitis Virus. Such fluids include: Stool, urine, tears, saliva, nasal secretions 

or vomit. 

PROCEDURE 
Hand washing should be done: 

• when working in and around blood and body fluids and you tear a glove, or you think a glove is

leaking. Remove the gloves and wash your hands immediately; 

• after removing gloves at the end of a task, even if the gloves appear to be intact or clean;

• after accidental contact of unprotected but intact skin with blood or potentially infectious body fluids.

• before leaving your work area

• before eating, drinking, smoking, biting your nails, handling contact lenses, and applying personal care

products 

To wash your hands: 

• stand clear of sink
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• use warm water

• do not use a plug in the sink and avoid splashing

• apply non-abrasive soap to wet hands and massage all hand and lower wrist surfaces, including between

the fingers and around the nail beds, vigorously for 10-15 seconds 

• rinse and dry thoroughly with a clean, single-use hand towel

• use paper towel to turn off taps

REFERENCE AND CROSS REFERENCE MATERIALS 

WorkSafe BC 

HIV/AIDS and Hepatitis B and C - Preventing Exposure at Work 
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HEPATITIS “B” - VACCINE PROGRAM 

PRINCIPLE 

Pro-active inoculation against Hepatitis B is effective in reducing the risk of contracting the Hepatitis B virus. 

POLICY 

In accordance with WorkSafe BC regulation, School District No. 85 will, upon request, provide the 

Hepatitis B vaccine, free of charge, to any employee who may, through the course of their employment with 

the District, be exposed to blood/body fluids, or to other sources of Hepatitis B Virus. 

DEFINITIONS 

Hepatitis B Vaccine 

The Hepatitis B Vaccine is synthetic. When administered intramuscularly, it sets up a chain reaction 

within the body that results in the production of antibodies. These antibodies then protect the body 

against the Hepatitis B virus. 

Vaccine Program 

The Hepatitis B Vaccine Program consists of a series of three separate vaccinations provided over a six 

month period: the initial vaccination, a second vaccination one month later and the third vaccination six 

months after the initial dose. 

It is recommended that six weeks after the completion of the program, employees have their blood tested 

for antibody production. However, the decision to have blood work drawn for this purpose is strictly 

between the employee and his/her physician and is not considered part of the District’s Hepatitis B 

Vaccine Program. 

RESPONSIBILITIES 

District Administration 

District Administration shall be responsible to ensure the provision of the Hepatitis B Vaccine Program 

in accordance with the Provincial Health and Safety Regulations. 

Employees 
Employees, who through the course of their employment with the District, are at risk of contracting 

Hepatitis B: 
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• may request enrolment into the program by contacting the District Health & Safety Co-coordinator.

• will be required to sign a consent form prior to receiving the initial vaccine.

REFERENCE 

Occupational Health and Safety Regulations 
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DISPOSAL OF NEEDLES AND SHARPS: 
MAINTENANCE/GROUNDS 
MULTIPLE USE CONTAINER 

INTRODUCTION 

The District shall ensure the safe removal and disposal of contaminated needles and sharps found within its’ 

facilities, on school grounds or in the immediate vicinity of school grounds. 

RESPONSIBILITIES 

Principals & Supervisors 

Principals & Supervisors shall be responsible for ensuring: 

• the safe removal and disposal of needles and/or contaminated sharps found in the individual

facility, on school grounds or in the vicinity of school grounds where their presence may pose an 

immediate risk to staff, volunteers, students and/or the general public. 

• that staff, under their direction, receive adequate instruction and training relevant to their level of

responsibility for the containment and disposal of sharps and needles. 

SUPPLIES 

The Manager of Maintenance shall ensure that staff, working in an environment where there is a potential to 

encounter contaminated needles or sharps, are issued a needle/sharp disposal kit consisting of: 

• 1 large clear, re-sealable bag

• 1 set of disposable tongs

• 1 biohazardous multiple-use sharps container (for single use containers see EHS 5110)

• 1 pair of disposable vinyl gloves

• 1 safe work procedure for the disposal of needles and sharps

• 1 small re-sealable bag (for disposal of used condoms or blood soaked materials)

Needle/sharp disposal kits for maintenance/grounds staff shall be stored inside the Maintenance vehicles 

until required for pick up. 
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Needle and Sharp Disposal supplies and equipment must not be used for any other purpose. 

Replacement supplies may be obtained through the office of the Health and Safety Co-coordinator. 

PROCEDURE 

Secure the immediate area. Instruct anyone in the vicinity to move away and, if possible, station an adult at 

the site until the needle/sharp has been disposed of safely. 

In preparing to dispose of the needle/sharp: 

• Put on the vinyl gloves provided;

• Place feet at a comfortable distance to avoid injury in the event that the needle/sharp slips out of the

tongs during disposal.

• Note: to minimize the risk of exposure, it is recommended that pick-up and disposal occur in very

close proximity;

• Using tongs, grasp the barrel of the syringe or the butt end of a sharp;

• Pick up the object holding it horizontally until ready to insert into the sharps container;

• Place the object, sharp end first, into the sharps container. Never use your fingers to guide or “seat”

the sharp into the container;

• Seal the container using the supplied lid;

• Place the gloves and tongs in the re-sealable bag and discard in the garbage.

Contact the Health and Safety Co-coordinator to arrange to advise of the incident and 

arrange for the pick-up of the sharps container. 

To pick up condoms or blood soaked materials, 

• Put on the vinyl gloves;

• Using the disposable tongs place all items into the small re-sealable baggie in your disposal kit;

• Discard the sealed baggie into the garbage;

• Contact your supervisor for replacement supplies.

REFERENCE AND CROSS REFERENCE MATERIAL 

Occupational Health and Safety Regulations 

HIV/AIDS and Hepatitis B and C Hand Book 
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CONFINED SPACE 
ENTRY (updated July, 2013) 

INTRODUCTION

The District recognizes that there are health and safety risks associated with performing work in 
confined spaces. The District shall establish a confined space entry program that is compliant to all 
aspects of the Occupational Health and Safety Regulations relative to confined space entry. 

Access to moderate and/or high risk atmosphere confined spaces, by any employee of the District, shall 
be prohibited. Access to low risk atmosphere confined spaces shall be restricted to authorized personnel 
only. 

Under the District’s Confined Space Entry Program, no worker shall go, or have cause to go into an 
environment deemed to be a low risk confined space or an environment that may constitute as a low risk 
confined space until they: 

• understand the risks associated with accessing a low risk confined space;

• have received education and training with respect to the confined space entry program and safe
work procedures; 

• have received education and training in how to conduct a risk assessment prior to entry into a
confined space and prior to the commencement of any work in a confined space; 

• have demonstrated proficiency in the above and that proficiency has been recorded.

DEFINITIONS 

CONFINED SPACE 

A confined space is any area which: 

• is enclosed or partially enclosed;
• is not designed or intended for continuous human occupancy;
• has limited or restricted means for entry or exit which may complicate the provision of first

aid, evacuation, rescue or other emergency response service; 
• is large enough and so configured that a worker could enter to perform assigned work;

Definitions for low, moderate and high atmosphere confined spaces may be found on the following 
table: 
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Confined Space Identification 

Decision Tree Some Criteria 

Is the space intended for human occupancy? Human occupancy means location is meant for ongoing 
regular work activities 

Confined spaces are usually intended only for activities 
such as inspections, maintenance, repair or construction 

No Yes Many spaces with limited means of entry and exit are not 
normally intended for human occupancy 

Limited means may be due to: 

Not a confined spac · entry / exit points not designed for walk-in 
· ladders or other restricted routes to entry / exit points
· physical obstructions

Does the space have poor natural ventilation? Poor natural ventilation can be a result of unpredictable or 
limited air movement or natural air currents which could 
draw contaminated air into the space 

Causes include: 
· all sides enclosed or if not enclosed, some other

condition such as still air or temperature inversion 
which traps air 

· small or poorly positioned openings
· bulkheads, other obstructions or recesses
· location of space near source of air contaminants

which could drift in

Yes No Sources of unsafe atmosphere include: 

· harmful residues and purge gases
· rusting or other condition of the structure which could

contribute to an unsafe atmosphere
· possible discharge from pipes or conduits leading to

space

Is an unsafe atmosphere 
possible prior to entry 

due to contents or design 

Yes No 

Continued on 
next page see 

line “Y” 

Continued on 
next page see 
box “N” 

Continued on 
next page see 

line “N” 
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CATEGORY DESCRIPTION ATMOSPHERIC CONCENTRATIONS WITH CONTINUOUS 
VENTILATION: 

Oxygen Combustibl
e e gasses 

Hydrogen 
sulfide 

Carbon 
Monoxide 

Other 
contaminant 
s 

Outdoor Air 20.9% no meas. 
amounts 

less than 1 
ppm 

less than 2.5 
ppm 

less than 
10% 
applicable 
exposure 
limit 

Clean 
Respirable 
Air 

Confined space with clean 
respirable air means an 
atmosphere which is 
equivalent to clean, outdoor 
air 

20.9% no meas. 
amounts 

less than 
10% 
applicable 
exposure 
limit 

acceptable 
ambient air 
quality. 

less than 
10% 
applicable 
exposure 
limit 

acceptable 
ambient air 
quality. 

less than 
10% 
applicable 
exposure 
limit 

acceptable 
ambient air 
quality. 

Low Hazard 
Atmosphere 
(Confined 
Space) 

Atmosphere known to 
contain clean respirable air 
immediately prior to entry 
which is not likely to change 
during the work activity. 

Includes confined spaces 
with: 
· walk-in access from grade

or manhole/hatch access 
· atmospheric conditions the

same as outdoor air 
· no direct exposure to

sewage or potentially 
hazardous substances 

20.9% 
by 
volume 

no meas. 
amounts 

less than 
10% 
applicable 
exposure 
limit 

acceptable 
ambient air 
quality. 

less than 
10% 
applicable 
exposure 
limit 

acceptable 
ambient air 
quality. 

less than 
10% 
applicable 
exposure 
limit 

acceptable 
ambient air 
quality. 

Moderate 
Hazard 
Atmosphere 
(Confined 
Space) 

Atmosphere not likely to 
impair ability of the worker to 
escape unaided in the event 
of failure of ventilation 
system or respirator. 

Includes confined spaces 
with: 
· direct exposure to sewage

or potentially hazardous 
substances; 

· atmospheric conditions
which cannot be 
maintained within the range 
outlined for a low hazard 
atmosphere even with 
continuous ventilation 

19.5 - 
23.0% 
by 
volume 

up to 10% 
of the lower 
explosive 
limit (LEL) 

less than 10 
ppm 

less than 25 
ppm 

less than 
applicable 
exposure 
limit 

High Hazard 
Atmosphere 
(Confined 
Space) 

Atmosphere may expose a 
worker to risk of death, 
incapacitation, injury, acute 
illness or otherwise impair 
the ability of the worker to 
escape unaided from a 
confined space, in the event 
of a failure of the ventilation 

less 
than 
19.5% 
or 
greater 
than 
23% by 
volume 

greater than 
20% of the 
lower 
explosive 
limit (LEL) 

greater than 
10 ppm 

greater than 
25 ppm 

exceeds the 
applicable 
exposure 
limit 
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PROGRAM 

CONFINED SPACE – Accessing Low Hazard Atmospheres 

DEFINITIONS 

Low Hazard Atmosphere (Confined Space) 

A low hazard atmosphere is an atmosphere which is shown by pre-entry testing or otherwise known to 

contain, clean respirable air immediately prior to entry to a confined space and which is not likely to 

change during the work activity. 

Low hazard confined spaces include all confined spaces that have; 

• walk-in access from grade or manhole/hatch access;

• atmospheric conditions which are the same as those of outdoor air;

• no direct exposure to sewage or potentially hazardous substances.

Activities in a low level hazard confined space must be limited. Activities conducted in low hazard 

confined spaces include: 

• general inspection;

• meter reading;

• sampling;

• minor adjustments;

• housekeeping;

• other activities that will not generate air contaminants in excess of 10% of permissible concentrations

as established by the WCB. 

Pre-entry Atmospheric Testing 

Pre-entry atmospheric testing is a systematic means of qualifying atmospheric conditions prior to actually 

entering into a confined space. Under provincial health and safety regulations, pre-entry atmospheric 

testing is not required for low hazard confined spaces when: 

• the location and control of the space ensures that a more hazardous atmosphere could not

inadvertently develop; 

• prior representative sampling has demonstrated that the atmosphere within the space or group of

similar spaces meets the low hazard atmosphere definition. 
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Representative Sampling 

Representative sampling involves the qualification of atmospheric conditions in similar or like confined 

spaces. Representative sampling meets the requirements of the Occupational Health and Safety 

Regulations provided that atmospheric conditions within the confined space do not change. 

Representative sampling and safe work procedures shall be the responsibility of the Supervisor. 

PROCEDURE 

Education and Training 

In accordance with Provincial Health and Safety Regulations and the Districts Confined Space Program, 

only employees who have received education and training, relative to working in a confined space, may 

perform work in a low hazard atmosphere confined space.  No employee of District No.85, shall perform, 

or have cause to perform, work in moderate or high hazard confined space. 

Assignment of Work 

Work in low hazard atmosphere confined spaces shall only be assigned to employees who have received 

the prescribed education and training, understand the risks associated with confined spaces, and have 

demonstrated proficiency in working within the appropriate safe written work procedures. 

The assignment of work in a confined space shall be such to ensure that: 

• a standby person is assigned to the project;

• there is a continuous means of summoning the standby person;

• the standby person must be able to, and must check on, the worker at least every 20 minutes;

• confirm what form of communication will be used when interval checks are conducted;

• the standby person has the means to immediately summon rescue personnel.
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Prior to Entry 

Prior to entering the hazard confined space the assigned worker shall: 

• review criteria under the representative sampling to ensure that environmental conditions have not

changed since the last samples were taken; 

• confirm with the standby person, the location within the confined space, where the work is required

to be done; 

• test the personal communication equipment to ensure proper functioning;

• establish appropriate intervals between communication checks (not to exceed 20 minutes);

• open/remove the hatch to the confined space;

• × visually inspect the area to ensure that the current environment is consistent with the environment

in which representative sampling was conducted and report any changed conditions to the program 

administrator for evaluation prior to entering the space; 

• × inspect for unaccustomed/unusual odors of any kind in the confined space and report any

odors or nausea to the program administrator for evaluation prior to entering the space: 

Upon entry 

• proceed to the work area while continuing to perform visual and olfactory environmental assessments;

• test the communication equipment to ensure proper functioning;

RESCUE OPERATIONS 

Situations requiring an emergency response include: 

• injured but conscious worker;

• unconscious worker.
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Conscious Rescue 

If the worker has sustained an injury but conscious and responding appropriately: 

• assist the worker out of the space and seek first aid services if the worker is able to exit the area

without assistance; 

• summon the first aid attendant if the worker is unable to exit the area unassisted due to the

nature/extent of the injury; 

• contact emergency medical services in the unlikely event that the first aid attendant is unavailable;

• contact the program administrator.

Unconscious Rescue 

If the worker starts to shows signs of disorientation or if changes to his/her normal speech pattern 

begins are noted: 

• instruct the worker to come out of the confined space;

• do not attempt to enter the area to provide assistance;

• if the worker is unable to exit the confined space without assistance call 9-1-1 for Emergency Rescue -

and advise the operator the rescue involves accessing a confined space; 

• contact the on-site first aid attendant;

• contact the Supervisor

REFERENCE AND CROSS REFERENCE MATERIALS 

Occupational Health and Safety Regulations 

Section 9 Confined Spaces 



Electrical Safety 

Ground Fault Circuit Interrupters 
(GFCI’s) 
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ELECTRICAL SAFETY PROGRAM

(GFCI’S) (updated July, 2013)

INTRODUCTION 

The electrical current in homes, businesses and facilities has enough power to cause death 
by electricity. Even changing a light bulb without unplugging the lamp can be hazardous 
because coming in contact with the live part of the socket could kill a person. 

RESPONSIBILITIES

The District Health and Safety Co-coordinator is responsible to ensure the identification 
of hazards and the proper training of employees. 

PROGRAM 

GENERAL - ELECTRICAL EQUIPMENT

a) Power equipment, tools, electrical cords and electrical fittings shall be routinely
checked for breaks and tears in the insulation and cover material, with necessary
repairs being completed prior to use, if cords are found to have breaks or tears.

b) Electrical cords shall be placed where they won’t be a tripping hazard, and when
not in use, stored away properly.

c) Use cords or equipment that is rated for the level of amperage or wattage that you
are using.

d) Electrical plugs must be capped and have a grounding prong.
e) Only those employees qualified or specially trained, shall “transfer”, repair or install

electrical equipment in School District facilities.
f) When “throwing” or shutting off a circuit breaker, always stand to one side.
g) No employee shall commence work on any electrical equipment until the

equipment has been shut off and lock-out procedures initiated. (See Lock-Out
Procedures section)

h) When used outdoors or in a wet or damp location, portable electrical equipment,
including temporary lighting, must be protected by an approved ground fault
circuit interrupter of the class A type installed at the receptacle or on the circuit at
the panel, unless another acceptable means of protection is provided.

i) A ground fault circuit interrupter must not be used in place of grounding except as
permitted by the Electrical safety Act and the regulations made under it.
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WORKING WITH POWER TOOLS

a) Switch tools OFF before connecting them to a power supply
b) Do not use power tools with the guard removed
c) Disconnect power supply before making adjustments
d) Ensure tools are properly grounded or double-insulated. The grounded tool must

have a cord with a 3-prong plug.
e) Test all tools for effective grounding with a continuity tester or a ground fault

circuit interrupter before use.
f) Do not bypass the switch and operate the tools by connecting and disconnecting

the power source.
g) Do not clean tools with flammable or toxic solvents
h) Do not operate tools in an area containing explosive vapors or gases.

WORKING WITH POWER CORDS

a) Keep power cords clear of tools during use
b) Suspend power cords over aisles or work areas to eliminate stumbling or tripping

hazards
c) Replace open front plugs with dead front plugs. Dead front plugs are sealed.
d) Do not use light duty power cords
e) Do not carry electrical tools by the power cord
f) Do not tie power cords in tight knots. Knots can cause short circuits and shocks.
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EMERGENCY PREPAREDNESS AND

RESPONSE (updated July, 2013) 

SECTIONS 4.13 – 4.16 OF THE OCCUPATIONAL HEALTH AND SAFETY

REGULATION STATES THAT: 

4.13 
1) The employer must conduct a risk assessment in any workplace in which

a need to rescue or evacuate workers may arise.

2) If the risk assessment required by subsection (1) shows a need for
evacuation or rescue, appropriate written procedures must be developed
and implemented, and a worker assigned to co-ordinate their
implementation.

3) Written rescue and evacuation procedures are required for but not
limited to:

a) work at high angles,
b) work in confined spaces or where there is a risk of entrapment,
c) work with hazardous substances,
d) underground work
e) work on or over water, and
f) workplaces where there are persons who require physical

assistance to be moved.

4.14 
1) Emergency means of escape must be provided from any work area in

which the malfunctioning of equipment or a work process could create
an immediate danger to workers and the regular means of exit could
become dangerous or unstable.

2) Emergency exit routes must be designed and marked to provide quick
and unimpeded exit.

3) At least once a year emergency drills must be held to ensure awareness
and effectiveness of emergency exit routes and procedures, and a record
of the drills must be kept.
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4.15 

4.16 

1) Firefighting equipment must be maintained in accordance with the
manufacturer’s instructions, or with the instructions of the authority
having jurisdiction.

1) All workers must be given adequate instruction in the fire prevention and
emergency evacuation procedures applicable to their workplace.

SCHOOL DISTRICT No. 85 – EMERGENCY PLAN

School District No. 85 has developed a plan of action for School District staff and resources 
in case of an emergency.  

This plan outlines the procedures and communication plan to be followed for all schools 
within School District #85 in case of an emergency. 

All schools or sites are responsible for establishing their own site emergency plan. 

The School District #85 Emergency Preparedness Plan Flip Chart, District Emergency Fan 
Call-out Flow Chart, and information for schools on developing and maintaining their Site 
specific (School or worksite) emergency plans can be found in the Health and Safety 
section of the School District #85 website.   

SCHOOL / SITE SPECIFIC EMERGENCY ALERTING AND EVACUATION PLANS 

• Each site Principal or Supervisor, in consultation with their Site Joint Health and
Safety committee is responsible for ensuring that a plan for alerting staff to an
emergency and providing for an orderly evacuation specific to the site is adopted
and that all staff working at the site are familiar with the plan.  A copy of each
site Emergency Response Plan is to be forwarded to the District Health and
Safety Co-coordinator.

• Each school/site shall have on file and have available for all staff -  a copy of
their Site Emergency Response Plan.

• Each Joint Health and Safety committee shall review the Site Emergency
Response Plan at the beginning of each school year, complete revisions by
September 30th of each year and ensure that a current copy of the plan is filed at
the school, available to all staff and that a copy is forwarded to the District
Health and Safety Co-coordinator.

• Each site Principal or Supervisor is also responsible for conducting emergency
drills regularly to ensure awareness and effectiveness of procedures and for
keeping a record of the drills.
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• The Maintenance Department of School District No. 85 is responsible
for maintaining firefighting equipment in good order



Ergonomics 

Musculoskeletal Injury 
Prevention Program 
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PRINCIPLE 

ERGONOMICS – (INJURY

PREVENTION PROGRAM) 
  (updated July, 2013)

Injury prevention is the cornerstone to reducing the frequency and severity of work related injuries. School 

District No. 85 is committed to the development, implementation, ongoing maintenance and evaluation of 

a district-wide Musculoskeletal Injury Prevention Program. The District will provide the resources 

necessary for the development, maintenance and enhancement of the Musculoskeletal Injury 

Prevention (MSIP) Program. The Program will focus on the identification, assessment and control of risk 

factors associated with the physical performance of job related duties in the District. 

RESPONSIBILITIES 

DISTRICT ADMINISTRATION 

District Administration is responsible for providing the ongoing support for, and commitment to, the 

District-wide MSIP Program. 

SUPERVISORS 

Supervisors shall be responsible to: 

• ensure all aspects of the MSIP Program are carried out within their respective areas;

• promote good employee attitudes towards musculoskeletal injury prevention and safety in general;

• identify workplace hazards and ergonomic issues including issues pertaining to repetitive and/or

strenuous lifting and transferring practices and to participate with Employee Health and Safety 

Committees in developing and implementing steps to prevent or eliminate the hazards; 

• ensure that all staff are adequately trained in safe and effective methods of lifting and transferring

students and/or materials handling; 

• monitor and document employee performance and enforce safe work practices and procedures;

• coordinate and/or conduct site/service specific orientation regarding ergonomics and musculoskeletal

injury prevention strategies, procedures and guidelines; 

• assess the requirements for, and promote the acquisition of, lifting and transferring devices and

ensure these devices are available and are used; 
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• ensure that accident investigations are conducted for all work-related accidents, and that appropriate

recommendations and corrective actions are taken to reduce the risk of repeat incident or injury. 

EMPLOYEE 

It is the responsibility of all School District #85 employees to: 

• utilize appropriate musculoskeletal injury prevention principles;

• participate in creating and maintaining a safe work environment by knowing and following safe work

practices, policies and procedures; 

• report unsafe acts and conditions to his/her supervisor;

• establish and maintain competency in application of musculoskeletal injury prevention strategies as

well as student lifts and transfers and materials handling techniques. 

 D I S T R I C T  A N D  J O I N T  HEALTH AND SAFETY COMMITTEES 

It is the responsibility of Health and Safety committees to: 

• conduct MSIP Program education, training and information for employees;

• conduct risk assessments within individual departments and/or service areas as needed; (use Risk
Assessment tools and forms)

• conduct assessments of equipment, workstations and work practices and make recommendations for

improvements including the acquisition of equipment; 

Risk Assessment Tools and recommended control options for ergonomics are available in the Health 

and Safety Section – Ergonomics – on the School District No. 85 website.  



DISTRICT HEALTH AND SAFETY MANUAL

GUIDELINES 

THE DEVELOPMENT AND IMPLEMENTATION OF A DISTRICT-WIDE MUSCULOSKELETAL INJURY PREVENTION 

PROGRAM IS MANDATED WITHIN THE PROVINCIAL OCCUPATIONAL HEALTH AND SAFETY REGULATIONS. 

THE MSIP PROGRAM IS PART OF THE DISTRICT-WIDE OCCUPATIONAL HEALTH AND SAFETY PROGRAM AND 

INCLUDES: 

• A STATEMENT OF COMMITMENT AND THE APPLICATION OF RESOURCES TO ENSURE A SAFE AND

HEALTHY WORK ENVIRONMENT; 

• MANDATORY EDUCATION AND TRAINING, BOTH GENERAL AND DEPARTMENT SPECIFIC;

• ANNUAL EDUCATION AND TRAINING REQUIREMENTS;

• RISK, HAZARD AND ERGONOMIC ASSESSMENTS (Use Risk Assessment Tools and Forms)

• SAFE WORK PROCEDURAL REQUIREMENTS;

• ACCIDENT INVESTIGATIONS;

• EARLY INTERVENTION AND RETURN TO WORK PROGRAMS;

• STANDARDIZATION OF LIFTS AND TRANSFERS;

• STANDARDS FOR MECHANICAL LIFTS;

• PREVENTIVE MAINTENANCE;

• EMPLOYEE PARTICIPATION REQUIREMENTS.

REFERENCE AND CROSS REFERENCE MATERIALS 

OCCUPATIONAL HEALTH AND SAFETY REGULATIONS 

SECTION 4 ERGONOMICS 
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EYEWASH STATIONS & 
SHOWERS (Updated July, 2013)

INTRODUCTION 

Section 5 of the OHS regulation requires that the employer provide appropriate emergency 
washing facilities within a work area. This section applies to workplaces where there is a 
risk of exposure to harmful or corrosive materials or other materials. 

RESPONSIBILITIES

EMPLOYER – School District No. 85 is responsible for evaluating the need for emergency 
washing facilities, providing eye wash stations or showers as deemed necessary under the 
regulation, for maintaining the stations or showers and for training employees in their use. 

PROGRAM 

Risk Assessment – The District Health and Safety Co-coordinator, working with the site 
Health and Safety Committees shall conduct a risk assessment before selecting emergency 
washing facilities. Emergency eyewash and/or shower facilities should be selected to 
address the potential hazard(s) associated with the substances used, the tasks performed 
and the work area.  

Provision and Location of Emergency Washing Equipment – If the risk assessment 
determines the need for a washing facility, School District No. 85 will provide and 
locate emergency eyewash and shower facilities.  

Testing and Maintenance - School District No. 85 shall test and maintain the emergency 
washing facilities. Plumbed facilities will be tested after initial installation and on a 
monthly basis thereafter. The District is also responsible to ensure that emergency washing 
facilities are protected from freezing. Portable eyewash units will be protected from 
contamination and refilled regularly with fresh solution to prevent the growth of 
microorganisms. Records of the testing, inspection and maintenance of eyewash facilities 
shall be kept by the District Health and Safety Co-coordinator. 
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Training – The District Health and Safety Co-coordinator will ensure that adequate 
training is given to workers on the location and proper use of emergency washing facilities. 
Trained employees should know the following: 

• Whether any of the materials they work with are hazardous. If so, what are they?
• What precautions are required to prevent or minimize exposure?
• What to do to remove the material(s) from skin or clothing?
• Where the emergency wash and/or shower facilities are located?
• How to activate the emergency wash unit?
• How long to remain in the shower or how long to run the eyewash unit?



Fall Protection 
(Prevention Program) 

Resources: 

WorkSafe BC Publications 

Introduction to Personal Fall Protection Equipment 
Ladder Safety – Employer Responsibilities 

Ladder Safety – Worker Responsibilities 
High Pressure Washing – Safe Work Practices  
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FALL PROTECTION 
(updated July, 2013) 

INTRODUCTION

School District  No. 85 shall ensure that a Fall Protection Program is developed, implemented and 

maintained in accordance with Occupational Health and Safety Regulations. 

RESPONSIBILITIES 

DISTRICT ADMINISTRATION 

District Administration shall ensure that a Fall Protection Program is developed, implemented and 

maintained within the District. 

SUPERVISORS 

Supervisors shall ensure that a Fall PROTECTION SYSTEM is provided any time work is being done 

in a place where there is a potential for personal injury from a fall of 10 feet or more or where there is a 

potential for injury from a fall of lesser height, which involves unusual risk of injury. 

Supervisors, who procure the services of an outside contractor, must ensure that, where there is a 

potential for personal injury from a fall of 10 feet or more or where there is a potential for injury from 

a fall of lesser height which involves unusual risk, that the contractor is aware of such risks, has signed 

off the contractors’ responsibility form and works in compliance with WCB Regulations. 

GUIDELINES 

THE FALL PROTECTION PROGRAM SHALL INCLUDE: 

• a fall protection plan that is both available and in place at the work-site, before any work in the area is

conducted; 

• worker instruction regarding the fall protection system and the safe work procedures to be used;

• the identification of areas of potential risk to workers and communication of the same where

appropriate; 
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• written safe work procedures that address the assembly, maintenance, inspection, use and disassembly

of all protection SYSTEM (s); 

• written procedures for the rescue of a worker who has fallen and is suspended by a personal fall

protection device; 

Fall Protection Resources, including worker and supervisor responsibilities and best practices for 
ladder safety and high pressure washing are available in the Health and Safety section on the 
School District No. 85 website. 

REFERENCE AND CROSS REFERENCE MATERIALS 

OCCUPATIONAL HEALTH AND SAFETY REGULATIONS 

 SECTIONS  11 & 13 -  FALL PROTECTION 
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FIRST AID 
(updated July, 2013) 

INTRODUCTION

School District No. 85 recognizes that good administration of First Aid is vital to an effective health and 

safety program. The District shall ensure that all employees of the District have access to First Aid 

Services and that these services are offered in accordance with the Occupational First Aid Regulations. First 

aid supplies shall be maintained suitable to the dangers of the job, the travel time to a hospital and the 

number of workers at the work site. 

The District shall ensure that the designated Occupational First Aid Attendants provide first aid services to 

injured staff as required through, and in compliance with, Occupational First Aid Regulations. 

The District shall also ensure that the availability and accessibility of first aid services are communicated to 

all employees of the District. 

Minimum Levels of First Aid are determined by the tables in Schedule 3 of the Occupational First Aid 

guidelines 3.15 – 3.21 as follows: 

Schedule 3-A Minimum Levels of First Aid 
1 In this Schedule: 

"ambulance service" means an ambulance service acceptable to the Board; 

"hospital" means a hospital within the meaning of the Hospital Act or a diagnostic and treatment centre 
where the hospital or centre has  

(a) an emergency department or resuscitation area, and 

(b) a physician on duty or immediately available on call. 

2 (1) Tables 1 to 6 have different levels of first aid service that are based on how long it takes to 
transport an injured person to a hospital and the number of workers per shift.  

(2) Exceptions to note: In circumstances in which Tables 1 to 6 would otherwise require a Level 2 first aid 
certificate under column 3 [noted with an asterisk (*)], a Level 3 first aid certificate is required and an 
Emergency Transportation Vehicle ("ETV") must be provided, if  

(a) there is on the access route to the workplace an obstruction, barrier, rough terrain or other similar 
circumstances likely to delay the arrival of an ambulance service for more than 20 minutes after it was 
dispatched, or  

(b) there are areas in the workplace which an ambulance service cannot safely access, and for which 
workers at the workplace are required by this Regulation to be trained, equipped and capable of 
effecting rescue.  

Table 1: This table applies to a workplace that an employer determines under section 3.16 (2) (b) of the 
Regulation creates a low risk of injury and that is more than 20 minutes surface travel time away from a 
hospital.  
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Item 
Column 1  

Number of workers per 
shift  

Column 2  
Supplies, equipment, and 

facility 

Column 3  
Level of first aid certificate for 

attendant 

Column 4 
Transportation 

1 1 
 Personal first aid kit

2 2-5  Basic first aid kit

3 6-30  Level 1 first aid kit Level 1 certificate 

4 31-50  Level 1 first aid kit
 ETV equipment

Level 1 certificate with Transportation 
Endorsement 

5 51-75  Level 3 first aid kit
 Dressing station
 ETV equipment

Level 3 certificate 

6 76 or more  Level 3 first aid kit
 First aid room
 ETV equipment

Level 3 certificate ETV 

Table 2: This table applies to a workplace that an employer determines under section 3.16 (2) (b) of the 
Regulation creates a low risk of injury and that is 20 minutes or less surface travel time away from a 
hospital. 

Item 
Column 1  

Number of workers per 
shift  

Column 2  
Supplies, equipment, and 

facility 

Column 3  
Level of first aid certificate for 

attendant 

Column 4 
Transportation 

1 1 

2 2-10 
 Basic first aid kit

3 11-50  Level 1 first aid kit Level 1 certificate 

4 51-100  Level 2 first aid kit
 Dressing station

*Level 2 certificate

5 101 or more  Level 2 first aid kit
 First aid room

*Level 2 certificate
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Table 3: This table applies to a workplace that an employer determines under section 3.16 (2) (b) of the 
Regulation creates a moderate risk of injury and that is more than 20 minutes surface travel time away 
from a hospital. 

Item 
Column 1  

Number of workers 
per shift  

Column 2  
Supplies, equipment, and 

facility 

Column 3  
Level of first aid certificate for 

attendant 

Column 4 
Transportation 

1 1 
 Personal first aid kit

2 2-5 
 Level 1 first aid kit

Level 1 certificate 

3 6-15  Level 1 first aid kit
 ETV equipment

Level 1 certificate with Transportation 
Endorsement 

4 16-50  Level 3 first aid kit
 Dressing station
 ETV equipment

Level 3 certificate ETV 

5 51-100  Level 3 first aid kit
 First aid room
 ETV equipment

Level 3 certificate ETV 

6 101-300  Level 3 first aid kit
 First aid room

 Industrial ambulance
equipment 

Level 3 certificate Industrial 
ambulance 

7 301 or more  Level 3 first aid kit
 First aid room

 Industrial ambulance
equipment 

2 attendants, each with Level 3 
certificates 

Industrial 
ambulance 
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Table 4: This table applies to a workplace that an employer determines under section 3.16 (2) (b) of the 
Regulation creates a moderate risk of injury and that is 20 minutes or less surface travel time away from 
a hospital. 

Item 
Column 1  

Number of workers per 
shift  

Column 2  
Supplies, equipment, and 

facility 

Column 3  
Level of first aid certificate for 

attendant 

Column 4 
Transportation 

1 1 
 Personal first aid kit

2 2-5 
 Basic first aid kit

3 6-25  Level 1 first aid kit Level 1 certificate 

4 26-75  Level 2 first aid kit
 Dressing station

* Level 2 certificate

5 76 or more  Level 2 first aid kit
 First aid room

* Level 2 certificate
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Table 5: This table applies to a workplace that an employer determines under section 3.16 (2) (b) of the 
Regulation creates a high risk of injury and that is more than 20 minutes surface travel time away from a 
hospital. 

Item 
Column 1  

Number of workers 
per shift  

Column 2  
Supplies, equipment, and 

facility 

Column 3  
Level of first aid certificate for 

attendant 

Column 4 
Transportation 

1 1 
 Personal first aid kit

2 2-5 
 Level 1 first aid kit

Level 1 certificate 

3 6-10  Level 1 first aid kit
 ETV equipment

Level 1 certificate with Transportation 
Endorsement 

ETV 

4 11-30  Level 3 first aid kit
 Dressing station
 ETV equipment

Level 3 certificate ETV 

5 31-50  Level 3 first aid kit
 First aid room
 ETV equipment

Level 3 certificate ETV 

6 51-200  Level 3 first aid kit
 First aid room

 Industrial ambulance
equipment 

Level 3 certificate Industrial 
ambulance 

7 201 or more  Level 3 first aid kit
 First aid room

 Industrial ambulance
equipment 

2 attendants, each with Level 3 
certificates 

Industrial 
ambulance 
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Table 6: This table applies to a workplace that an employer determines under section 3.16 (2) (b) of the 
Regulation creates a high risk of injury and that is 20 minutes or less surface travel time away from a 
hospital. 

Item 
Column 1  

Number of workers per 
shift  

Column 2  
Supplies, equipment, and 

facility 

Column 3  
Level of first aid certificate for 

attendant 

Column 4 
Transportation 

1 1 
 Personal first aid kit

2 2-15 
 Level 1 first aid kit

Level 1 certificate 

3 16-30  Level 2 first aid kit
 Dressing station

* Level 2 certificate

4 31-300  Level 2 first aid kit
 First aid room

* Level 2 certificate

5 301 or more  Level 2 first aid kit
 First aid room

* 2 attendants, each with Level 2
certificates 

 [Enacted by B.C. Reg. 320/2007, effective February 1, 2008 

DEFINITIONS

Occupational Health and Safety Regulations 

May also be referred to as the Provincial Regulations or the WorkSafe BC 
Regulations
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RESPONSIBILITIES

District Administration 

District Administration shall: 

• ensure that each site is provided with an initial first aid kit which meets the specifications detailed

within the Occupational First Aid Regulations;

• ensure the provision of Level 2 training where required by regulations 

Principals and Supervisors 

Principals and Supervisors shall : 

• ensure occupational first aid services are provided in accordance with WorkSafe BC  regulations;

• assign responsibility for the administration of the Occupational First Aid Program within their area(s)

or sites of responsibility;

• ensure signs pertaining to the location of, and how to call for, first aid is posted conspicuously for staff

to see;

• in facilities requiring a level 2 first aid attendant, assign/appoint the designated level 2 by May 30 of

that year for the following school year;

• fund first aid kit and/or bandage station replacement supplies;

• ensure  that  staff  reporting  to  them  are  familiar  with  the  first  aid  policy  and  know  how  to

request/receive first aid.
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First Aid Attendants 

First Aid Attendants shall: 

• promptly provide service with a level of care within the scope of the attendants training and the

WorkSafe BC Occupational First Aid Regulations; 

• give priority to employee first aid calls and the administration of first aid to employees;

• positively affect the outcome of work-related illnesses and injuries that occur on the job;

• objectively record, observe or report signs and symptoms of injury and illness;

• refer to medical attention those injuries and illnesses recognized as being serious or beyond the scope

of the attendants training; 

• respond to all areas of the facility including the school or facility grounds, parking lots and detached

buildings, with first aid equipment to render first aid services as required; 

• maintain adequate first aid materials as per WorkSafe BC  Occupational First Aid Regulations.

Employees 

Employees of School District #85 shall: 

• know how to both summon and obtain first aid;

• know how to report to the first aid attendant whenever he/she sustains a work related injury or illness

that requires treatment; 

• know to report all injuries to his/her immediate supervisor and to record the injury on WorkSafe BC First 

Aid Record 55B23, or if external medical treatment is obtained, on Worksafe BC Employer Report of Injury or 

Occupational Disease Form 7. In the event that the employee is unable to complete the report due to 

injury, the first aid attendant will complete the form for them. 

  WorkSafe BC First Aid Record 55B23 and WorkSafe BC Employer Report of Injury or 

Occupational Disease Form 7 and WorkSafe BC Employee Report 6A are available in 

the Health and Safety section on the School District No. 85 website under “WCB 

Reporting and Investigation Forms” 

REFERENCE AND CROSS REFERENCE MATERIALS 
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 Occupational Health and Safety Regulations 

Section 3.14 



Heat Stress 
and 

Cold Stress 
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HEAT STRESS & COLD STRESS

(updated July, 2013) 

INTRODUCTION

School District No. 85 recognizes that both very cold and very hot temperatures could be 
dangerous to the health of workers. 

RESPONSIBILITIES

EMPLOYER

The Board is responsible for identifying and assessing conditions that may result in heat or 
cold stress, implementation and/or provision of controls (engineering, administrative or 
personal protective equipment) to minimize heat or cold stress and for providing training 
and education regarding heat and cold stress, including early signs and symptoms of heat- 
related disorder. 

EMPLOYEE

The employee is responsible for participating in environmental monitoring programs to 
assess worker exposure to heat and cold stress, adhering to all control measures or work 
procedures that have been designed and implemented to reduce exposure to heat and cold 
stress and to leave hot or cold environments if signs or symptoms of a heat-related disorder 
appear. 

PROGRAM 

IDENTIFYING HEAT STRESS AND COLD STRESS

In a very hot environment, the most serious concern is heat stroke. In absence of 
immediate medical attention, heat stroke could be fatal. Heat exhaustion and fainting 
(syncope) are less serious types of illnesses, which are not fatal but interfere with a person’s 
ability to work. The warning signs of heat stroke can include, complaints of sudden and 
severe fatigue, nausea, dizziness, lightheadedness, and profuse and prolonged sweating. If a 
co-worker appears to be disoriented or confused (including euphoria), or has  
unaccountable irritability, malaise or flu-like symptoms, the worker should be moved to a 
cool location and seek medical advice. 

At very cold temperatures, the most serious concern is the risk of hypothermia or 
dangerous overcooling of the body. Another serious effect of cold exposure is frostbite or 
freezing of the exposed extremities such as fingers, toes, nose and ear lobes. Hypothermia 
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could be fatal in absence of immediate medical attention. Warning signs of hypothermia 
can include complaints of nausea, fatigue, dizziness, irritability or euphoria. Workers can 
also experience pain in their extremities (hands, feet, ears, etc.) and severe shivering. 
Workers should be moved to a heated shelter and seek medical advice when appropriate. 

The victims of heat stroke and hypothermia are unable to notice the symptoms, and 
therefore, their survival depends on co-workers’ ability to identify symptoms and seek 
medical help. 

There are two types of exposure limits: occupational exposure limits and thermal comfort 
limits. Occupational exposure limits are to protect industrial workers from heat-related 
illness. Thermal comfort limits are for office work to ensure productivity and quality of 
work. 

The District Health and Safety Co-coordinator will conduct a thermal stress assessment if 
a worker is or may be exposed to conditions, which could cause heat or cold related 
disorders. 

An exposure control plan will be developed and implemented when a worker is, or may be 
regularly exposed to an environment that the assessment has shown can cause heat or cold 
stress. 

The District Health and Safety Co-coordinator will provide training and education 
regarding heat stress and cold stress. 
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INDOOR AIR QUALITY MANAGEMENT

PLAN (updated July, 2013)  

SECTION 4.79 OF THE OCCUPATIONAL HEALTH AND SAFETY REGULATION STATES THAT: 

1) “The employer must ensure that the indoor air quality is investigated when
a. complaints are reported
b. occupancy in the space changes substantially, or
c. renovations involving significant changes to the ventilation system

occur.
2) An air quality investigation must include

a. assessment of the ventilation rate, unless the indoor carbon dioxide
level is less than 650 ppm above ambient outdoor levels 

b. inspection of the ventilation system as required in section 4.78(2)
c. sampling for airborne contaminants suspected to be present in

concentrations associated with the reported complaints, and 
d. a record of the complaint, the findings of the investigation, and any

actions taken” 

SCHOOL DISTRICT No. 85 SHALL ENSURE THE PROTECTION OF ITS EMPLOYEES BY: 

1) Establishing an effective preventative maintenance program for Indoor Air
Quality that ensures that existing systems are running at their capabilities. The 
ASHRAE (American Society of Heating, Refrigeration and Air-Conditional 
Engineers) standard will depend on the age of the building with systems 
expected to meet the applicable ASHRAE standard. 

2) Making available to all employees the District “Indoor Air Quality
Form” to report any concerns regarding Indoor Air Quality. 

The Indoor Air Quality report form and Indoor Air Quality 
Inspection Checklist is available in the Health and Safety section on 
the School District No. 85 website under Indoor Air Quality 
Reporting 

3) Training and educating employees as follows:
a. maintenance staff may be trained in the use of testing equipment

necessary for monitoring IAQ levels and other methods or 
procedures needed to keep current systems operating at acceptable 
levels. 

b. all Site based Health and Safety Committees are to be trained in the
School District reporting procedure for IAQ, realistic expectations 
of the process and given an overview of building requirements to 
meet ASHRAE standards. 
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THE SCHOOL DISTRICT INDOOR AIR QUALITY REPORTING PROCEDURE IS AS

FOLLOWS: 

• Employee initiates the process by completing the “Indoor Air
Quality” reporting form

• Principal or Supervisor signs the form and employee forwards it to
the District Health and Safety coordinator, c/o the board office.
Copies will be forwarded from there to the Maintenance department
and the District Health and Safety committee. Acknowledgement of
receipt of problem report will be sent by the District Health and
Safety coordinator to the employee outlining the process for
investigation. The Principal or Supervisor may do an initial
inspection of the area.

• Maintenance department will inspect the area identified in
accordance with WorkSafe BC guidelines and complete the
“Indoor Air Quality Inspection Checklist”  within 5 working days
of receipt of the report.

• Completed inspection forms will be forwarded to the District Health
and Safety coordinator, Senior District officials, Principal or
Supervisor, the appropriate Site Joint Health and Safety Committee
and the District Health and Safety Committee.



INDOOR AIR QUALITY PROBLEM REPORTING FORM

DATE: NAME: 

SITE: WORK AREA (ROOM #): 

SYMPTOMS EXPERIENCED: 

TIME OF DAY SYMPTOMS EXPERIENCED: AM PM BOTH

FREQUENCY AND DURATION OF SYMPTOMS: 

HISTORY OF SYMPTOMS (SPECIFY WHEN FIRST NOTICED, SEVERITY, ETC.): 

BUILDING CONDITIONS THAT MAY BE RELATED TO INDOOR AIR QUALITY PROBLEMS (NEW

EQUIPMENT, RENOVATIONS, ETC.)     

WORK ACTIVITIES AND/OR PROCESSES THAT MAY RELEASE AIR CONTAMINANTS: 

SUGGESTED REMEDIAL ACTIONS TO BE TAKEN: 

EMPLOYEE SIGNATURE: 

PRINCIPAL SIGNATURE: 

DISTRIBUTION: 
PLEASE FORWARD TO THE DISTRICT HEALTH AND SAFETY CO-ORDINATOR C/O SCHOOL BOARD OFFICE. 
DISTRICT H&S WILL THEN FORWARD TO MAINTENANCE DEPARTMENT AND DISTRICT HEALTH AND SAFETY 

COMMITTEE. 
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- gas stoves 
- gas fired heating system 
- free standing gas heaters 
- other (describe)   

School District No. 85 (Vancouver Island North) 

Indoor Air Quality Inspection Checklist 

Date of Inspection: Time AM PM 

Name of Inspector(s): Age of Building: 

School or Building: Room No.    

YES NO N/A 
General Observations 
Walls Ceilings and Floors 
Mold on walls, Ceiling, around windows 
Mold and/or sour odor on plant pots 
Visible dust on flat surfaces 
Missing thermostats in enclosed offices 
Indoor shower facilities 

Open Plan Offices 
Area enclosed by screens 
Use of screens more than five feet tall 
Screens touch the floor 

Diffusers 
Diffusers blocked 
Mold, dust, dirt marks on diffusers 

Air Exhaust Louvers 
Louver blocked 
Mold, dirt, dust on or around louvers 

Pollutant Sources within 3 meters of Workstation 
Photocopiers 
Chemical storage/handling area 
Smoking room 
Particle board/plywood shelves 
Paper storage area 

Carbon Monoxide (CO) Sources 
Air entering the building from: 
- parking garage 
- loading 
- other (describe)   

Indoor sources such as: 

Volatile Organic Compounds (VOCs) 
YES NO N/A  Inside the building 
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- chemical laboratory 
- chemical storage 
- plywood, particle board shelving (newly installed) 

Cigarette Smoke 
Do people smoke inside the building? 

Maintenance and Design 
Windows can be opened 
People frequently open windows 
Ventilation system altered 
Number of occupants changed 
Areas recarpetted 
Work areas repainted 
Any odors present 

Other Comments: 
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LOCK-OUT PROCEDURES

Introduction 

A lock-out procedure is developed to provide protection from any energy source, including 
electric current, piped gas or steam, hydraulic systems, tensioned spring, mechanical 
equipment or machinery, which could move or release and injure or endanger any person 
or cause damage to equipment or facilities. 

Application: 
1.1 Only authorized persons with assigned locks and who have attached locks to lock- 

out points may perform work involving lock-out procedures. 
1.2 These procedures apply to all School District employees and students, without 

exception. 

Authorized person(s): 
2.1 Only authorized persons may use lock-out procedures. 
2.2 An authorized person is someone who has been trained in lock-out policy and 

has informed the responsible person that lock-out procedures will be used. A list 
of employees trained in lock-out procedures will be maintained in the office of 
the Health and Safety Co-coordinator. 

Responsible Person 

The responsible person is the School District employee under whose authority the service, 
system, equipment, etc. is operated (i.e. Industrial Education teacher as responsible person 
for all teaching equipment in his/her classroom). 

3.1 When lock-out procedure is implemented in a school facility, the Principal shall 
be advised by the responsible person of the circumstances and anticipated 
duration of this procedure. 

Personal Lock: 
4.1 A personal lock is a lock used to secure a control device in a lock-out procedure. 
4.2 A personal lock has only one (1) key that is controlled by the person using the 

lock. Personal locks are not to be keyed alike. 
4.3 A personal lock master key will be kept by the Manager of Maintenance Services 

for emergency use only and only after every effort has been made to contact the 
person whose lock is locking out a control device, and the sounding of an 
audible device to alert all employees in the work area concerned, will the master 
key be used to remove the personal lock, with the Manager of Maintenance 
Services ensuring that the machinery and/or equipment involved can be 
operated safely. 
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4.4 Personal locks are to be assigned to School District employees who are required 
to work in areas where lock-out procedures will be implemented when necessary 
(Authorized Person). 

4.5 When personal locks are used, the responsible person must be notified. 
4.6 Personal locks can only be used by the person to whom the lock is assigned. 
4.7 Personal locks are to be tagged. The tag identifying the authorized person using 

the lock. 

Tags: 
5.1 Tags are attached to each personal lock to identify the user of the lock. 
5.2 Tags may also be used to lock-out points when it is not possible to apply lock-out 

procedures. 

Procedures: 

6.1 Whenever more than one lock-out point is required, or the lock-out point is not 
within sight of the work being performed, a written Lock-Out Procedure must be 
posted at the worksite 

6.2 Before commencing any maintenance or repairs on a power activated service, 
system, equipment, etc., lock-out points must be locked out. 

6.3 All persons who will be affected by the shutdown caused by lock-out must be 
advised of the extent and duration of the shutdown. 

6.4 Use the “Off/On” switch on the machine to turn it off. Ensure the service or 
equipment is no longer operational. 

6.5 The service, system or equipment must be now disconnected from the power 
supply. 

6.6 Where the service, system, equipment, etc., utilizes an electrical plug as an energy 
source, disconnect the plug, placing it on the equipment in a location readily 
visible while performing the work. This method may only be used where the 
person completes the required maintenance without having to leave this 
worksite. 

6.7 If the authorized person may be interrupted while completing the maintenance 
work, then the plug should be secured by a lock-out cage and personal lock. 

6.8 Where the service, system, equipment, etc., is supplied with power for an 
electrical panel and circuit breaker, determine the correct breaker and switch it 
to the “off” position, close the panel door, and apply the personal lock to the 
hasp and staple; 

6.8.1 Where an electrical panel is locked, access to the panel disconnect must be 
available. 

6.8.2 If more than one person will be doing the work, the circuit breaker must 
be switched to “off” in the presence of all workers involved. 

6.9 Where the machine is supplied power from a disconnect switch, determine the 
correct disconnect and switch it to the “off” position and lock out the disconnect. 
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(Note: Use left hand and turn face away from the disconnect switch when 
opening or closing it.) 

6.10 When personal lock(s) applied, test the effectiveness of the lock-out: 
6.10.1 ensure everyone stands clear, then have the equipment controls 

(switches, button, etc.) operated to ensure the machine will not move. 
6.10.2 ensure equipment controls are put in “off” or “neutral” position 

immediately after the test. 
6.10.3 relieve or restrain any residual or stored energy. 
6.10.4 ground electrical energy stored in capacitors. 
6.10.5 use appropriate test equipment and/or visually check to determine 

energy sources have been neutralized. 
6.11 When work or machinery or equipment is required that is already locked out, 

apply your personal lock to the lock-out scissor clip so that all locks can be 
attached to the same lock-out point. 

6.12 When a previously locked out switch or panel does not have a safety lock-out 
scissor clip, contact the person whose name is on the lock. Both authorized 
persons will together apply a safety lock-out scissor clip with their personal 
locks appropriately attached to the scissor clip. 

6.13 Before removing the lock after the maintenance work is completed, ensure: 
6.13.1 any defective guards or safety devices are repaired or replaced 
6.13.2 all components are properly installed, including guards and safety 

devices 
6.13.3 the equipment or process is free of incomplete work, obstructions and 

other unnecessary items 
6.13.4 everyone is clear of danger during start-up 
6.13.5 upon completion of maintenance work, remove personal lock (and lock- 

out scissor clip, where applicable) and restore power to the machine or 
equipment. (Note: Employees are forbidden to remove locks belonging 
to other employees) 

Trouble- shooting 
7.10 Where, in the judgement of the responsible person and authorized persons 
that work on moving or energized equipment is unavoidable, Section 6.2 may be 
disregarded, providing that the following precautions are complied with: 

7.10.1 only that part of the machine vital to the process shall be energized 
7.10.2 a safe procedure shall be established and documented in each instance and 
made available to each person required to undertake such a procedure 
7.10.3 only persons knowledgeable of the equipment and authorized shall carry 

out the procedure 
Maintenance: 

8.1 A list of machinery and equipment, showing the specific lock-out procedures for 
each piece of equipment, shall be maintained by the responsible person and be 
available to all authorized persons. 
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8.2 If a procedure for a piece of equipment or machinery requiring repairs is not 
established, then one shall be developed prior to commencing work on that 
machinery/equipment. 

Temporary Measures: 
9.1 When equipment or a service cannot be locked out, the lock-out points) shall 

be tagged 
9.2 A control or panel that is tagged must be treated as though the tag is a lock 
9.3 The responsible person must be informed that lock-out procedures cannot be 

used before appropriate work commences and that temporary measures are being 
applied until the equipment or service is modified to accept full lock-out 
procedures. 

Contractors: 
10.1 All outside contractors working for School District #85 will use School District 

locks. 
10.2 The Manager of Maintenance Services shall ensure that 10.1 is followed. 
10.3Contractors required to use lock-outs will be sent a copy of the Lock-Out 

Procedures with the contract award. 
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NOISE EXPOSURE

(updated July, 2013) 

INTRODUCTION 

School District No. 85 recognizes that, as an employer they must ensure that a worker is 
not exposed to noise levels above either of the exposure limits of: 

a) 85 dBA Lex  daily noise exposure, and
b) 140 dBC peak sound level

RESPONSIBILITIES

DISTRICT

School District #85 is responsible for ensuring the establishment, maintenance and review 
of a District Hearing Program. 

HEALTH & SAFETY CO-ORDINATOR

The Health and Safety Co-coordinator is responsible for the implementation of the District 
Hearing Program. 

PROGRAM 

Noise Measurement - If a worker is or may be exposed to potentially harmful levels of 
noise, the District Health and Safety Co-coordinator will make arrangements for a noise 
exposure measurement in accordance with CSA Standard Z107.56-94, Procedures for the 
Measurement of Occupational Noise Exposure.  WCB regulation 7.4 states that an 
employer is exempt from the requirement to measure noise exposure if the employer: 

a) Based on other information, identifies the worker as being exposed to noise
in excess of an exposure limit, and

b) Establishes an effective noise control and hearing conservation program for
that worker.

Education and Training – If a worker’s daily noise exposure is between 82 dBA Lex and 
85 dBA lex, the District Health and Safety Co-ordinator must inform the worker of: 

a) The results of any noise exposure measurement,
b) The significance of those results to the risk of hearing loss, and
c) At the request of the worker, the purpose of hearing protection and testing.

Guidelines for Public School Noise Exposure are available in the Health and Safety section 
of the School District No. 85 website under Noise Control Resources.  
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Noise Controls – If a worker is exposed to noise above the exposure limit, the District 
Health and Safety Co-ordinator will investigate options for engineered noise control and 
implement one or more options to reduce worker exposure to or below the exposure limit. 
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Examples of methods of controlling noise include: substitution with less noisy equipment, 
modification of the process or equipment, enclosure of the noise source, isolation of the 
worker from the noise source, and acoustical design and treatment of the work area. 

Records – Noise exposure measurement results must be recorded and specify: 

a) The date of the noise measurement
b) The workers or occupations evaluated, and
c) The measuring equipment used.

Hearing Tests - The District Health and Safety Co-coordinator will schedule annual hearing 
tests for workers exposed to noise above the exposure limits as follows: 

a) An initial test as soon as practicable, but not later than 6 months after the
start of employment;

b) Annual tests thereafter

The hearing tests must be administered by persons authorized by the WorkSafe BC. The 
hearing tests must be recorded in a manner required by the WorkSafe BC. The worker 
must be advised of the test results and counseled on the use and maintenance of hearing 
protection. On request, a copy of the test results must be provided to the worker. All test 
results must be submitted to the WorkSafe BC by the tester. 

Hearing Test Records – The District Health and Safety Co-coordinator must maintain, in 
a manner acceptable to the board, a record of the hearing tests for each worker which must 
be: 

a) Kept as long as the worker is employed by the employer, and
b) Treated as confidential and not released to anyone without the written

permission of the worker

Hearing Protection – If it is not practicable to reduce noise levels to or below the exposure 
limits, the employer must: 

a) Reduce noise exposure to the lowest level practicable,
b) Provide and maintain hearing protection to the affected workers, and
c) Ensure that the hearing protection is worn effectively.

Worker Responsibility – A worker must wear hearing protection in all posted noise hazard 
areas and in accordance with instructions provided by the employer. 
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INTRODUCTION 

PERSONAL PROTECTIVE

EQUIPMENT (PPE) 
    (updated July, 2013)

School District No.85 recognizes that strategies to protect workers are essential. The 
priority should be the elimination and control of hazards at their source or along the path 
between the source and the worker. Controlling a hazard at its source should be the first 
choice because this method will eliminate it from the workplace altogether or isolate it from 
the worker. When the hazard cannot be removed or controlled adequately, Personal 
Protective Equipment (PPE) must be used if the work process is to continue. 

PPE is used to reduce or minimize the exposure or contact to injurious physical, chemical 
or biological agents. A hazard cannot be eliminated by PPE. But the risk of injury can be 
eliminated or greatly reduced. For example, wearing hearing protection reduces the 
likelihood of hearing damage when the earplugs or muffs are appropriate for the kind of 
noise exposure and they are used properly. However, hearing protection does not 
eliminate the noise. 

The District shall establish a Personal Protective Equipment program that is compliant to 
all aspects of the Occupational Health and Safety Regulations relative to PPE. 

RESPONSIBILITIES 

All workers shall ensure they are equipped with suitable clothing and equipment to 
provide adequate protection while at their work site.  

School District #85 is responsible for providing, at no cost to the worker all other items of 
personal protective equipment required by this Regulation and for ensuring that workers 
are trained in the proper fit, use and maintenance of the PPE. 

It is the responsibility of the worker to wear the PPE supplied by the District. Failure to 
wear a PPE assigned by the employer is subject to disciplinary action. 

HARD HATS

• Hard hats (safety headgear) must be work in areas where a potential hazard exists
from falling, flying or thrown objects, or from other harmful contacts.

HAND PROTECTION

• All employees shall wear suitable hand protection (gloves / mittens) when
handling materials likely to puncture, chafe or irritate hands.
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• All employees exposed to bodily substances, infections and / or infestations
transmitted by continued skin contact shall use disposable gloves for hand
protection to avoid contracting any associated illnesses.

EYE PROTECTION

• All employees must wear appropriate eye protection (eye goggles and/or face
shields) when using grinding, welding, cutting, steam cleaning equipment, weed
eaters, spraying, operating chain saws, or where injury to the eyes may result from
flying particles, dust chemicals, gas, smoke, paint spray, fumes, hot oils, or any
other hazard which may be present or suspected.

• Eye goggles and/or face shields must be inspected by the employee before using,
to ensure that adequate protection will be afforded to them.

HEARING PROTECTION

• All employees exposed to excessive noise, as set out by WorkSafe BC, while
operating or working near School District equipment shall wear hearing
protection to the standard set out in the WorkSafe BC Industrial Health and
Safety Regulations.

• All employees who, by the nature of their job duties, are routinely exposed to
excessive noise shall receive an annual hearing test and when identified by the
WorkSafe BC, receive additional hearing tests as required.

• The District Health and Safety Co-coordinator is responsible for setting up
and scheduling hearing tests as required.

LEG/FOOT PROTECTION

• All employees operating chain saws and bladed brush walkers must wear padded
falling pants.

• All employees working in an area where there is a hazard of injury to their feet,
shall wear safety (steel) toed work boots, properly laced up with pant legs fitted
over the boot upper to protect from debris and / or chemicals getting into the
boots.
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RESPIRATORS

INTRODUCTION 
School District No. 85 recognizes that there are situations in the work environment where 
respirators must be worn to protect workers from air contaminants. Respiratory hazards 
can include airborne contaminants such as dusts, mists, fumes and gases, or oxygen- 
deficient atmospheres. 

RESPONSIBILITIES 
Workers who are assigned to wear respirators must be clean-shaven as the hair breaks the 
seal between the skin and the respirator mask. Before each use of a respirator which 
requires an effective seal with the face for proper functioning, a worker must perform a 
positive or negative pressure fit check. This does not apply to a single use (disposable 
respirator) or to the emergency use of an escape respirator. The employee is responsible for 
ensuring that assigned respirators are worn. Failure to do so may result in disciplinary 
action. 

The District Health and Safety Co-coordinator is responsible for: 
• Hazard identification and control
• Exposure assessment
• Respirator selection
• Respirator fit-testing
• Training
• Inspection and record keeping
• Cleaning, sanitizing and repairing respirators

The two main types of respirators are air-purifying respirators (APRs) and supplied--air 
respirators (SARs). Air purifying respirators can remove contaminants in the air that you 
breathe by filtering out particulates (e.g., dusts, metal fumes, mists, etc.). Other APRs 
purify air by absorbing gases or vapours on a sorbent (absorbing material) in a cartridge or 
canister. They are tight-fitting and are available in several forms: 

• Mouth bit respirator (fits in the mouth and comes with a nose clip to hold
nostrils closes – for escape purposes only)

• Quarter-mask (covering the nose and mouth),
• Half-face mask (covering the face from the nose to below the chin), or
• Full facepiece (covering the face from above the eyes to below the chin).

Respirators with a full facepiece also protect the eyes from exposure to irritating chemicals. 

Supplied-air respirators (SARs) supply clean air from a compressed air tank or though an 
air line. This air is not from the work room area. 
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VIOLENCE IN THE WORKPLACE 
PREVENTION PROGRAM – 
(updated July, 2013)  

SCOPE 

The Violence in the Workplace Prevention Program covers the development, implementation 

and ongoing evaluation of policies, procedures and guidelines related to the prevention of 

workplace violence. The implementation of this program is required at a District, school/site 

specific and employee level. 

INTRODUCTION 

The Board of School District #85 recognizes that violence in our society is a threat to the well- 

being of all persons in our schools and working environment. This includes staff, students and 

the visiting public. 

The Board acknowledges its responsibility to provide a safe working environment for its staff, 

students and the visiting public. 

The District shall ensure the protection of its staff from occupational violence through the 

development and implementation of a district-wide Workplace Violence Prevention 

Program. The program shall include: 

• a written policy acknowledging that staff may be at risk of injury through acts of violence
(Board Policy 5-150); 

• a process for identifying the hazards and assessing the degree of risk within the workplace
(WorkSafe BC Violence and Domestic Violence in the Workplace Assessment Tool) 

• the establishment of policies, procedures and working arrangements to eliminate or minimize
the risk of workplace violence; 

• staff education and training regarding:
• the recognition of potential violence or violent situations, procedures,

policies and work arrangement guidelines 

• controlling the risk of violence
• appropriate responses and emergency actions required in the event of

violence 

• reporting violence and/or violent behaviour
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• a system for the identification of individuals with a history of violence within the

school system and a means to effectively communicate that information to staff likely to

encounter the individual in the workplace.
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DEFINITIONS 

District Administration 

The term District Administration shall include the Superintendent and the Secretary Treasurer. 

Improper Activity or Behaviour 

The attempted or actual exercise by a worker towards another worker of any physical force so as to 

cause injury, and includes any threatening statement or behaviour which gives the worker reasonable 

cause to believe he or she is at risk of injury. 

Occupational Violence / Act of Violence 

WorkSafe BC has defined violence to be any attempted or actual action by a person (other than a co-

worker) of any physical force so as to cause injury to a worker, and includes any threatening 

statement or behaviour which gives a worker reasonable cause to believe that he, or she, is at risk of 

injury. 

Supervisor 

A person who instructs or directs employees in the safe performance of their work duties. For 

purposes of this manual, the term supervisor may be applied to the Superintendent, Secretary 

Treasurer, Principals, Vice Principals, Teachers-in-Charge, Directors, Managers, Working 

Foremen, Lead-hands and any other employee, who instructs, and directs workers in the 

performance of their duties. 
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RESPONSIBILITIES 

District Administration 

District  Administration  shall  be  responsible  for  ensuring the  development  and 

implementation of the District’s Violence in the Workplace Prevention Program. 

Principals, Vice-Principals and Supervisors 

Principals, Vice-Principals and Supervisors shall be responsible for ensuring that: 

• site-specific workplace violence prevention programs are established and maintained in accordance
with the District-wide Violence Prevention Program and Provincial 

Health and Safety Regulations; 

• risk assessments are conducted where there is a risk of injury to staff from violence arising out of
their employment; 

• staff are informed of the:

• potential nature and extent of the risks associated with workplace violence,
• the means for recognition of the potential for violence,

• procedures, policies and work environment arrangements which have been
developed to minimize the risk and that appropriate responses to workplace violence, 
how to obtain assistance, as well as the procedures for reporting, investigating and 
documenting incidents of violence. 

• accident investigations are conducted for all violent incident reports submitted by staff

• staff, who are reporting an injury or adverse symptom as a result of an incident of violence, are
advised of their right to consult a physician for referral or treatment. 

• corrective action is taken to prevent the risk of repeat incidents or similar incidents.

• the results of their investigations and any corrective action taken are communicated to staff and/or
posted for staff to see. 

Employees 

Employees shall be responsible to: 
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• work in accordance to the District’s Violence in the Workplace Prevention Program;

• report all acts of occupational violence using:

AND 
• School District #85 Incident Investigation Form

• WorkSafe BC Employers Report of Injury or Occupational Disease Form 7  (if
incident results in injury or time away from work). 

Read carefully the distribution for both the Incident Investigation Form and the Form 7 – 
Forms must be forwarded to the appropriate departments immediately.   

All Violence in the Workplace Forms, Risk Assessment Tools and Resources are 
available in the Health and Safety Section on the School District No. 85 website 
under “Violence in the Workplace Resources and Forms”
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Guidelines 

In addition to ensuring that staff likely to encounter violence in the course of their work receive 

general education and training as noted above, Principals and Supervisors have a responsibility to ensure 

that employees under their supervision receive education and training related to the 

The following is a list of topics that should be considered for inclusion in any education and 

training process pertaining to violence in the workplace prevention: 

• General Awareness of the Violence in the Workplace process

• Legal jurisdiction regarding the prevention of violence in the workplace

• Site specific risk assessments

• Personal risk assessments

• Reporting acts of violence or violent behaviour

• Identification of persons with a history of violence or violent behaviour in
schools 

• Personal safety strategies including:

• strategies to reduce the potential for violence

• strategies to reduce personal risk when responding to violence

• implementing a buddy system

• Robbery (taking someone else’s property by means of threatened / actual physical
force. 

• Fights and weapons

• Threats to staff

• Criminal harassment and stalking

• Dealing with intruders

• Site-specific emergency response plans

• The use of walkie-talkies in the school setting

• The use of personal safety alarms and panic buttons in the school setting

• Receiving “call for help” from other sources of communications

RISK ASSESSMENTS 

A risk assessment shall be performed in any school or District facility where there is 
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risk of injury to staff from occupational violence. The assessment shall include: 

• previous experience in that workplace
• occupational experience in similar workplaces

• the location and circumstances in which work will take place

Conducting a Physical Risk Assessment of the Workplace 

The purpose of conducting physical risk assessments is to: 

• identify areas, practices, processes and work arrangements that may pose a risk to staff

• eliminate,  or  at  least  minimize  the  risk  of  violence  towards  staff  through
modifications to 

• existing work sites, specific workstations and/or work practices

Physical Risk Assessments may be conducted by persons who are knowledgeable in the facilities 

layout or who have access to the site plans and who are able to identify practices, processes or work 

arrangements that may pose a risk to staff. 

Physical risk assessments should include such things as: 

• Parking lots, building entrances and exits
•Waiting or common areas, office areas and workstation arrangements

•Classroom doors and locks inside the main facility, portable classrooms and satellite
buildings 

•Communication systems in the event of a staff emergency

• Surveillance and alarm systems

•A review of work practices re: working alone or in isolation

•A review of emergency response strategies and plans in the event of a staff
emergency 

• Staff education and training to topics pertaining to the Prevention of Occupational
Violence.
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INTRODUCTION

WHMIS 
(WORKPLACE HAZARDOUS 

MATERIALS INFORMATION SYSTEM)   
(updated March, 2016) 

School District No. 85 recognizes the right of workers to know about the health hazards 
that may be associated with materials or chemicals used at work. 

WHMIS is a comprehensive plan for providing information on the safe use of hazardous 
materials used in Canadian workplaces. Information is provided by means of product  
safety data sheets (SDS) and worker education programs. 

The main components of WHMIS are hazard identification and product class labeling,  
safety data sheets and worker training and education.  Controlled products is the name 
given to products, materials and substances regulated by WHMIS legislation. All 
controlled products fall into one or more WHMIS classes. 

RESPONSIBILITIES

School District No. 85 shall establish and maintain an effective WHMIS program, as 
part of the overall workplace health and safety program. 

The District Health and Safety Co-coordinator is responsible to: 
• Establish an education and training program for workers exposed to hazardous

products in the workplace.
• Ensure that the products are labeled and that an SDS is present for each 

product and that they are readily available to workers.

Workers are responsible to: 
• Participate in the training programs and information to help them work safely

with hazardous materials.
• Inform employers when labels on containers have been accidentally removed or

if they are no longer readable.
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PROGRAM

TRAINING AND INSTRUCTION

a) The location of the “MSDS Fetch” manual or resource containing a list of  Safety 
Data Sheets (SDS) shall be marked, easily accessible and known to employees at 
each School District facility.

b) Those employees working with or in the vicinity of harmful/hazardous
substances/materials shall receive appropriate WHMIS training.

c) Supplementary training dealing with specific methods of storage, handling, use and
disposal shall be provided to those employees required to work with hazardous
materials/substances.

LABELING AND STORAGE

a) All substances that may cause adverse health effects to employees MUST be
properly and clearly identified by signs, labels or other means.

b) All substances that are flammable, unstable, highly reactive and/or corrosive must
be stored in proper enclosures, in such a manner to ensure the stability is not
reduced and potential for a hazard is not increased.

c) Substances, which when combined produce toxic, corrosive or explosive reaction
MUST not be stored in the same area.

d) Emergency procedures dealing with accidental spills or release of harmful
substances shall be established at each facility where these substances are stored and
used.

The WHMIS course is available to employees and prospective employees online.  
Information on accessing the course is posted in the Health and Safety section on the 
School District #85 website under “WHMIS – Course and Resources”
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WOODSHOP DUST

INTRODUCTION 

Occupational Health and Safety Regulation states that exposure limits in Table 5-4 
(following) is a maximum allowed airborne concentration and is not intended to represent  
a fine line between safe and harmful conditions. In determining an exposure limit, it is  
not possible to take into account all factors which could influence the effect that exposure 
to the substance may have on an individual worker. Therefore, for all hazardous 
substances, regardless of any assigned exposure limit, the guiding principle is elimination of 
exposure or reduction to the lowest level that is reasonably achievable below the exposure 
limit.. 

Because of wide variation in individual susceptibility, some workers may experience 
discomfort from some substances at concentrations at or below the exposure limit. Others 
may be affected more seriously by aggravation of a pre-existing condition, or by 
development of an occupational illness. Furthermore, other workplace contaminants may 
affect an individual’s response. The effects of combined chemical exposures are often 
unknown or poorly defined. 

RESPONSIBILITIES 

The District Health and Safety Co-coordinator is responsible to identify woodshop dust 
risk and implement procedures to eliminate or reduce the risk of exposure. 

PROGRAM 

• IDENTIFICATION

• PREVENTION

• TRAINING / INFORMATION
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WORKING ALONE OR IN

ISOLATION (amended July, 2013)  

INTRODUCTION

Worker’s Compensation Board Regulation sections 4.29.1 to 4.23 deals with workers 
required to work alone or in isolation. Section 4.21(1) is the part of the regulation which 
has the information that determines if a specific checking system must be established when 
workers are required to work alone or in isolation. The section states: 

“The employer must develop and implement a written procedure for 
checking the well-being of a worker assigned to work alone or in 
isolation.” 

Working Alone or in Isolation Procedures, Forms and Logs are available in the Health and 
Safety Section on the School District #85 website, under “Working Alone or in Isolation 
Procedures, Forms, Logs  

To work alone or in isolation means to be working when there is no one to provide 
assistance that is “readily available” in case of an emergency, injury or illness. 

SD 85 Principals and Site Managers / Supervisors are required to identify hazards and 
eliminate or minimize the risk from any hazards that are identified. The Regulation 
identifies the usual occupational health and safety controls, including engineering the risk 
out and examining administrative practices to eliminate or minimize the risk. Electronic 
means of communication may be used as one way to control hazards identified for a 
worker working alone or in isolation, but they do not alone meet the isolation 
requirements. 

It should be noted that these are guidelines to be used in development of procedures. 
Each facility where workers are working alone or in isolation will need to assess the degree 
of hazard. 

1) IDENTIFICATION

Workers required to work alone or in isolation will be identified by their 
immediate supervisor. When workers are required to work alone or in 
isolation it is the responsibility of the principal or supervisor to ensure the 
effected workers are familiar with the procedures to be followed and ensure 
appropriate checks are in place to confirm their wellbeing. The frequency and 
nature of checks is determined by the nature of the hazard.  Before instituting 
any procedure, effected workers will be consulted and, where appropriate, 
amendments may be made to the procedures.
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2) SUPERVISOR

Supervisors are responsible for ensuring workers are familiar with the checking
procedures appropriate to their duties. Workers are responsible for ensuring
they follow the procedures developed for their protection.  Failure by
supervisors or workers to comply with procedures developed is a serious
violation of School District #85 Safety procedures.

3) WORKPLACE ASSESSMENT

Wherever possible, the School District attempts to ensure workers are not
required to work alone or in isolation.  When workers are required to work
alone or in isolation the workers supervisor will attempt to arrange work
schedules and duties to ensure workers are not required to perform duties
which might result in the risk of injury. This may include, but not be limited
to, restriction on working from ladders or other elevated work platforms,
lifting restrictions (maximum weights, restrictions on lifting awkward loads,
etc.), restriction of work areas (e.g. no working in stairwells, confined spaces,
crawl spaces, elevators or elevated work platforms, restrictions on equipment to
be operated, etc.).

4) IF A PROCEDURE IS REQUIRED

If it is determined that written work procedures are required it is the
responsibility of the supervisor to develop written procedures, in consultation
with the workers involved.

Workers working outside normal operating hours of any facility, as designated 
by the supervisor, will be required to sign in and out of the facility using a 
designated log book. Failure to complete logbook entries is a serious violation 
of District safety procedures. The supervisor on site will be responsible for 
designating an appropriate staff member to monitor use of the logbook. The 
designated person may vary depending on the time of day or circumstances 
surrounding use of the logbook. 

When working alone in a facility, unless otherwise instructed, all exterior 
entrances must be secured against entry at all times. Only persons specifically 
authorized by the supervisor on site may be admitted outside normal operating 
hours. 
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5) ACTIVITIES OUTSIDE NORMAL OPERATING HOURS

If a Supervisor authorizes an employee to enter or use a facility outside normal
operating hours, and the nature of the hazard presents a degree of potential for
hazard, and no other person will be present in the facility, specific
authorization must be obtained, using the appropriate form. The form should
include detail stating, by whom, how and when the employees’ wellbeing will
be checked.

Degree of Risk 1-5 (1 being lowest, 5 being highest) 

Examples: Low Risk – 1 to 2 degree of risk – sedentary activities 
Medium Risk – 2 to 3 degrees of risk – physical activities 
High Risk – 4 to 5 degrees of risk – physical activities which 
may include weight training, use of shop power equipment, 
working from heights, use or work with controlled products. 

6) COMMUNICATION

Where two-way telephone communication is the designated means of checking
on workers wellbeing, the schedule for contacting designated personnel must
be strictly adhered to and each contact must be logged showing the date and
time of each contact and the names of the contactors.  There should be no
more than a 5 minute variation in contact time. Variation should only occur
in unusual circumstances. Employees working alone may also be required to
wear a personal panic alarm device. Employees are reminded that use of the
school alarm system, the fire alarm system or the school telephone system is
available as well to summon emergency assistance.

7) INTRUDERS / VANDALS

Under no circumstances should School District staff become involved in
situations involving vandals, intruders or similar situations where their health
or safety may be endangered. Retreat to a safe area and summon assistance
from the RCMP or other designated agency. Under no circumstances should
School District staff attempt to detain persons against their will.  Obtain
descriptions, license plate numbers or other information that may be of
assistance, beyond that do not become involved!
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8) CHANGES OR AMENDMENTS

If specific circumstances arise which require changes to these procedures,
affected workers will be consulted. Changes will be discussed with and
approved by the Supervisor on site.

Types of Controls to Consider when developing a Working Alone or in 
Isolation Procedure: 

- Engineering controls – are defined in the Regulation as the physical 
arrangement, design or alteration of workstations, equipment, materials, 
production facilities or other aspects of the physical work environment for 
the purpose of controlling risk. Examples of engineering controls include 
installing physical arrangements in the workplace to separate a worker from 
customers and the public by locked doors, pay windows, protective barriers 
that are substantial enough to prevent access to the worker. 

- Administrative controls – are defined in the Regulation as the provision, 
use and scheduling of work activities and resources in the workplace, 
including planning, organizing, staffing and coordinating, for the purpose 
of controlling risk. Examples of administrative controls include 
rearranging the work so that more than one person is always present in the 
workplace or prohibiting high risk work activities during times when a 
worker is working alone. 

- Written procedures – A procedure to check the well-being of a worker is a 
written procedure specifying at what intervals a designated person will 
establish contact with the worker to determine their well-being, and the 
procedure that will be followed in the event the worker cannot be 
contacted. The person assigned to establish contact with the worker must 
document the results at each interval. The intervals between checks should 
be based on the risk of the worker’s work activities, with more hazardous 
activities requiring shorter intervals between checks. 

- Electronic Communication devices – Workers may be supplied with an 
electronic means of communication, such as a phone, radio or personal 
alarm. 



WORKING ALONE OR IN ISOLATION 
PROCEDURE

When School District employees are assigned to work alone or in isolation, the School 
District will establish a procedure for working alone. When School District employees 
choose to work alone in District facilities (i.e. teachers working in the evening or 
weekends), it is the responsibility of the employee to bring this to the attention of the 
Principal or Manager so a working alone procedure can be developed. 

WORKERS ASSIGNED TO WORK ALONE OR IN ISOLATION

School District #85 Principals and Managers must identify, eliminate and control hazards 
before a worker is assigned to work alone or in isolation and must develop and implement 
a procedure for checking the well-being of any worker assigned to work alone or in 
isolation. 

WORKERS WHO CHOOSE TO WORK ALONE OR IN ISOLATION

When School District employees choose to work alone in District facilities it is the 
responsibility of the employee to ensure that the Principal or Manager is advised, risks are 
identified and a working alone procedure is developed using the “WORKING ALONE 
PROCEDURES” form.  

In ALL instances of an employee working alone or in isolation, whether assigned or by 
choice, the Principal or Manager must assess the risk and develop controls and 
procedures to eliminate or minimize the risk.  The “WORKING ALONE 
PROCEDURES” form must be completed and discussed with the employee prior to 
working alone. The form must be filed with the Principal or Manager.  A revised 
form is required if there are any changes to the facility, contact or other procedures. 

(Form is available in the Health and Safety Section of the District website, under “Working Alone or in 
Isolation) 

Amended July, 2013 



School District #85 
Working Alone Procedures Form 

When School District employees work alone in District facilities this form must be 
completed and filed with the Principal / Manager. 

Date: School/Facility 

Employee Name:  

Area(s) where employee will be working 

CONTACT CONTROLS: 
Contact will be made at (interval)  

Contact person is   
(Contact person must be informed of the procedure to obtain assistance if there is no 
response at the designated time).  The contact person is to call “Safe-Link Security” at
 1- 800-241-1122 and ask for an employee on the SD #85 call-out list for the facility to go 
and check on the well-being of the employee working alone or in isolation). 

COMMUNICATION DEVICES: 

ENGINEERING CONTROLS: 

ADMINISTRATIVE CONTROLS: 

Employee Signature:  

Principal / Manager Signature: 

Note:  This form is to be kept on file by Principal / Manager 

Amended July, 2013



School District #85 
Working Alone or in Isolation 
Contact Log Book Record 

Log Book Record for Employees Working Alone or in Isolation 
Contact Information: 

Name of Employee you will Contact OR who will contact you 

Worksite of Employee you will Contact OR who will contact you 

Phone Number to Contact:  

Contact will be made at every 

IF THERE IS NO RESPONSE or CONTACT AT THE DESIGNATED TIME, YOU ARE TO CALL “SAFE-LINK 
SECURITY” AT  1-800-241-1122 AND ASK FOR AN EMPLOYEE ON THE CALL-OUT LIST FOR THE FACILITY 
TO GO AND CHECK ON THE WELL-BEING OF THE EMPLOYEE. 

Day Date Your Name Contacted  or Contacted by: Time Comments 

Saturday 

Sunday 

Monday 

Tuesday 

Wednesday 

Thursday 

Friday 

Saturday 

Sunday 

Monday 

Tuesday 

Wednesday 

Thursday 

Friday 
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NEW AND YOUNG WORKERS ORIENTATION 
(updated July, 2013) 

INTRODUCTION 

• New and young workers are at greater risk of injury and have higher injury rates than more experienced workers.

In response to this trend, WorkSafe BC has introduced new laws to ensure new and young workers are prepared 

for the job before they start working. To find out more, visit www.worksafebc.com 

• Definitions:

- Young worker – Any worker under the age of 25 

- New worker – Workers who are : 

a) new to the workplace

b) facing hazards that have changed or developed while they were at work or absent from work

c) in a new workplace or location that has different hazards than the old one

School District #85 has developed this section of our Health and Safety manual and associated checklist to help 

schools, departments and supervisors meet the requirements for health and safety orientation and training. 

There are core requirements that are applicable to all employees and job specific requirements that necessitate 

supervisors providing training appropriate to the duties the worker is expected to perform. The core requirements are 

included in the checklist as well as space to indicate any additional orientation or training the employee has received 

that is job specific. 

Instructions to Access online Core Training and a checklist for School/Site Specific training is available in the 

Health and Safety Section on the School District No. 85 website, under “New and Young Workers Orientation” 

CORE REQUIREMENTS ARE MET BY ALL NEW EMPLOYEES TAKING AN ONLINE COURSE THAT 

COVERS ALL AREAS SPECIFIED BY WORKSAFE BC.  (See memo below) 

http://www.worksafebc.com/


  “Bringing Learning to Life” 

TO:  All new employees 

FROM:  Darby Gildersleeve, School District Health and Safety 

RE:   New Employee Orientation at worksite 

Welcome to School District No. 85! 

As a new employee of School District No. 85 and as a condition of your employment with School 

District No. 85, you are required under WorkSafe BC Regulations, to complete a New and Young 

Worker’s Orientation.  Please review and complete the attached checklist with your immediate 

supervisor. 

As a condition of your employment you are also required to read School District Policy No. 4-80 

“Respectful Workplace” and take the “Bullying and Harassment” training which is offered as 

an online training course.  When this course is completed you must send a copy of your certificate 

to Payroll Department to be kept in your personal file. 

If the position you have been hired for requires that you also have WHMIS certification 

(Workplace Hazardous Materials Information System) this training is available online. 

To obtain the online course information, registration, username and password to being either of 

the above courses please contact me at dgildersleeve@sd85.bc.ca giving your full name, the name 

of the school or worksite which you will be working at and the job you have been hired to do. If 

you will be teaching or working with students in a specialty area (i.e. science, woodwork) please 

advise. 

After completing the courses online you must inform me by email or by phone at 250-949-8155 

(222) and then send a copy of all completed course certificates to Payroll Department. 

NOTE:    Present the attached job-specific orientation form to your supervisor, who will 

determine whether or not job-specific orientation is required.  This form, indicating any 

additional training received must be signed by the supervisor and yourself and forwarded to the 

Payroll Department for inclusion in your employee file. 

______________________________________________________________________________ 

Darby Gildersleeve, District Health and Safety              School District No. 85 

Phone: (250) 949-8155 (222)    email: dgildersleeve@sd85.bc.ca 

Fax: (250) 949-7496 

Memo 

mailto:dgildersleeve@sd85.bc.ca
mailto:dgildersleeve@sd85.bc.ca


Supervisors should be knowledgeable about the requirements and must ensure that their employees read and understand 

the Core requirements.  

Job or Site-specific  training is provided by a Supervisor using the School District #85 Site Orientation and Checklist. 

Employees and the supervisor must sign initial each section of the form indicating that they have received orientation 

and understand the procedures in place for their school/worksite.   Initial and ongoing job- specific training and 

signed checklists must be documented and retained by the Supervisor. 

A COPY OF THE SIGNED CHECKLIST MUST BE SUBMITTED TO THE PAYROLL DEPARTMENT FOR

INCLUSION IN THE EMPLOYEE’S FILE. 


	Bio-Hazardous
	Exposure Control Plan

	Confined Space
	Electrical Safety
	Ground Fault Circuit Interrupters (GFCI’s)

	Ergonomics
	Musculoskeletal Injury Prevention Program

	Eye Wash
	First Aid
	Schedule 3-A Minimum Levels of First Aid

	Heat Stress
	WHMIS
	(Workplace Hazardous Materials Information System)





 


 
   


  “Bringing Learning to Life” 


 
TO:  All new employees 


 


FROM:  Darby Gildersleeve, School District Health and Safety 


 


RE:   New Employee Orientation at worksite 


                                                                


 


Welcome to School District No. 85! 
 


As a new employee of School District No. 85 and as a condition of your employment with School 


District No. 85, you are required under WorkSafe BC Regulations, to complete a New and Young 


Worker’s Orientation.  Please review and complete the attached checklist with your immediate 


supervisor. 


 


As a condition of your employment you are also required to read School District Policy No. 4-80 


“Respectful Workplace” and take the “Bullying and Harassment” training which is offered as 


an online training course.  When this course is completed you must send a copy of your certificate 


to Payroll Department to be kept in your personal file. 


 


If the position you have been hired for requires that you also have WHMIS certification 


(Workplace Hazardous Materials Information System) this training is available online. 


 


To obtain the online course information, registration, username and password to being either of 


the above courses please contact me at dgildersleeve@sd85.bc.ca giving your full name, the name 


of the school or worksite which you will be working at and the job you have been hired to do. If 


you will be teaching or working with students in a specialty area (i.e. science, woodwork) please 


advise. 


 


After completing the courses online you must inform me by email or by phone at 250-949-8155 


(222) and then send a copy of all completed course certificates to Payroll Department. 


 


NOTE:    Present the attached job-specific orientation form to your supervisor, who will 


determine whether or not job-specific orientation is required.  This form, indicating any 


additional training received must be signed by the supervisor and yourself and forwarded to the 


Payroll Department for inclusion in your employee file. 


______________________________________________________________________________ 


Darby Gildersleeve, District Health and Safety              School District No. 85 


Phone: (250) 949-8155 (222)    email: dgildersleeve@sd85.bc.ca 


Fax: (250) 949-7496 


Memo 
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