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Checklist #2

Rights and Responsibilities

Employer Responsibilities

Provide a safe and healthy workplace

Ensure that workers are adequately trained.

Keep written records of training (who, what, when)

Establish and maintain a comprehensive occupational health and safety program,
including a written health and safety policy and an incident investigation procedure.
Support supervisors, safety co-ordinators, and workers in their health and safety
activities.

Take action immediately when a worker or supervisor tells you about a potentially
hazardous situation.

Initiate an immediate investigation into incidents.

Report serious incidents to the WCB Prevention Division.

Provide adequate first aid facilities and services.

Provide personal protective equipment where required.

Supervisor Responsibilities

Instruct workers in safe work procedures

Train workers for all tasks assigned to them and check that their work is being done
safely.

Ensure that only authorized, adequately trained workers operate tools and
equipment or use hazardous chemicals.

Ensure that equipment and materials are properly handled, stored and maintained.
Enforce health and safety requirements.

Correct unsafe acts and conditions.

Identify workers with problems that could affect safety at the worksite. Follow up
with interviews and referrals where necessary.

Formulate health and safety rules and inspect the workplace for hazards.

Worker Responsibilities

Know and folloow health and safety requirements affecting your job.

If you don’t know how to do something safely, ask for training before you begin work.
Work safely and encourage your co-workers to do the same.

Correct any unsafe conditions or immediately report them to your supervisor.
Immediately report any injury to a first aid attendant or supervisor.

Take the initiative. Make suggestions to improve health and safety.
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Refusal of Unsafe Work (Procedure for refusal)

e A person must not carry out or cause to be carried out any work process or operate or cause
to be operated any tool, appliance or equipment if that person has reasonable cause to believe
that to do so would create an undue hazard to the health and safety of any person.

e A worker who refuses to carry out a work process or operate a tool, appliance or equipment
must immediately report the circumstances of the unsafe condition to his or her supervisor or
employer.

e A supervisor or employer receiving a report must immediately investigate the matter

No discriminatory action
A worker must not be subject to discriminatory action because the worker refused to carry out
unsafe work.

(See Section 3.12 of the OH& S Regulations for full details on this regulation)

Buildings
All district sites are alarmed and monitored by Sage Security Systems (Phone: 250-374-2677).

The key pads are located near or in the main offices and workers should follow the procedure below
when entering or exiting a building:

e When entering a building if the alarm is set, a red light will be visible on the alarm keypad and
a high pitch noise will be heard. To disarm the alarm, enter your 4-digit code — the red light will
turn off and a green light will appear to show that the alarm is disarmed.

e When leaving a building, first make sure that your are the last one there. If so, the alarm must
be armed before you leave. Wait for the green light to come on, which will show that the alarm
system is ready to be armed. Enter your 4-digit code, the red light will come on showing that
the system is armed and it will begin a countdown for you to leave (1 ¥2 minutes is standard to
all of our buildings).

NOTE: If you make a mistake, wait for the keypad to clear and then enter your number again. If you
set the alarm off accidently, call Sage immediately to inform them so that they don’t send out a
person to check the school.
District/School Gates
If a worker is the last to leave a district site, and that site has a gate, the gate must be locked
when the worker leaves.
Computer Use Agreement
All workers that are employed by the district, must adhere to Policy #3.20 — Access to District
Computer Network Resources (Appendix ii)
Leave of Abences

Supervisors must approve or be aware of all employee absences. A Leave of
Absence form (Appendix iii) must be filled out and signed by an employee’s
immediate supervisor.




Checklist #3

Health & Safety Rules

The supervisor must inform employees of the workplace health and safety rules as per the
District’s Health and Safety Program (Policy #4080-Appenidix iii)

The supervisor must:

¢ inform each employee where the Safety Handbook is located
¢ inform each employee know where and how to get to the Health and Safety Rules online

Online Health and Safety Rules

(www.sd74.bc.ca./DistrictSafetyHandbookFINAL.pdf)




Checklist #4

Workplace Hazards

Each school has their own work procedures and potential hazards that could be encountered
while a worker is performing assigned work tasks or processes. A supervisor must inform
workers about any known hazards that apply to them and tell them how to deal safely with

these hazards.

Each site is to fill in workplace hazards that pertain to their specific site.

Site:

Known Hazards:
1.




Working Alone

Checklist #5 J

Company Four Star Communications Inc
300-1383 McGill Road, Kamloops, BC

250-374-4584
Working Alone Procedure:
Employee must:

e call Four Star Communications upon arrival at work site to let them know that they are
working along

e call in to Four Start Communications in two (2) hour intervals if they are working over a
four (4) hour shift.

e Call in when they begin their shift and when they leave the site, if they are working under
a four (4) hour shift

If a worker does not call within the alloted time period, Four Star will
attempt to make contact with the employee. If no contact is made
within 15 minutes, then arunner will be sent out to find the employee.

NOTE: If the school is a “one-custodian schoo/”, the custodian is considered working alone
when they start their shift at 3:00 pm, even though there are other people in the building;
therefore the custodian must phone in when they begin their shift.




Checklist #7

Protective Equipment

Each school site has their own specific requirements when it comes to the need for
protective equipment. The supervisor must inform an employee if there is a need for
protective equipment and training must be provided in the proper use, maintenance and

storage of the protective equipment.

Each site is to fill in any protective equipment that is needed for their specific site.

Site:

Known Hazards:






