
WELCOME TO 

ST. MARY'S UNIVERSITY
New Employee Health and Safety 

Orientation



Welcome to St. Mary’s University

• Health and Safety is a priority for everyone at St. Mary’s 

University.

• We have created this orientation to ensure everyone 

performing work onsite is well informed of our health and 

safety policies and procedures. 



Topics to Cover

• Health and Safety Policy

• Site Map and Muster Points

• Employee and Employer Rights and Responsibilities

• Accessing Health and Safety Information

• Emergency Response Plan & Emergency Protocol Guide

• Building Warden/Fire Safety

• St. Mary’s Safe: Safety App

• Facilities Information



Figure 1. Health and Safety Policy. (St. Mary’s, 2019)

Campus Health & Safety
OUR HEALTH & SAFETY POLICY

St. Mary’s University is committed to a proactive Health and Safety program 

aimed at protecting our students, employees, visitors, contractors, clients and 

St. Mary’s property.

Everyone employed by St. Mary’s University, at every level, is responsible 

and accountable for the organization’s health and safety performance. Active 

participation by everyone on an ongoing basis, is necessary for the safety 

excellence this organization expects.

All workers have the right and responsibility to refuse unsafe work.

Every employee of St. Mary’s University shall be aware of policies and 

procedures that apply to their work areas.

Our goal is to provide a healthy, injury-free workplace. Through personal

commitment and active participation we can achieve this goal.



Site Map

In the event of a 

building evacuation, 

please make your way 

to the nearest muster 

point.

PARKING

Staff and faculty are 

permitted to park, free 

of charge, in the areas 

labeled P1.

Figure 2. Campus Map (St. Mary’s, )



Building Floor Plans

• Building floor plans can be accessed on the S:Drive

• These floor plans will show you where to find the nearest 

exits, first aid kits, and fire extinguishers.

• An example of a building floor plan is provided on the next 

slide.

file://stmu-file-1/Staff/Safety


Figure 3. Classroom Building Floor Plan. (St. Mary’s, 2018)

Building Floor Plans - Example



Employee Rights

As a worker, you have the right to:

1. Know

2. Participate

3. Refuse

We will go into detail about these items in the following slides. 

For more information, please refer to the 

https://www.alberta.ca/refuse-dangerous-work.aspx from the 

Government of Alberta.

https://www.alberta.ca/refuse-dangerous-work.aspx


Employee Rights: Right to Know

1. Right to Know: All 

employers must inform 

workers about potential 

hazards and have access 

to basic health and safety 

information (Occupational Health and 

Safety Act).

2. Right to Participate: 

Workers have the right to 

be involved in health and 

safety discussions, 

including participation in 

the health and safety 

committee (Occupational Health and 

Safety Act).

3. Right to Refuse: 

Workers may refuse to 

perform dangerous work 

and are protected from any 

form of reprisal for 

exercising this right (Occupational 

Health and Safety Act).



You can access health 

and safety information 

on the S:Drive

Figure 4. Accessing Safety Information on S:Drive (St. Mary’s, 2022)

Accessing Health and Safety Information

file://stmu-file-1/Staff/Safety


Accessing Materials – ‘S’ Drive
What you will find:

• Health and Safety Committee information and meeting minutes

• Emergency Response Team information

• Safety Orientation Documents

• Emergency Protocol Guide

• Emergency Response Plan

• Safety App Directions

• OHS Code and legislation

• Risk Assessments

• Safety policies and procedures

• Incident report form 



Accessing Information Online

Figure 5. St. Mary’s Website. (St. Mary’s, 2019)



Accessing Information Online

Figure 6. Campus Health and Safety. (St. Mary’s, 2022)



Accessing Materials – StMU Website

What you will find:

• Health and Safety policies

• Campus map

• Incident report form and First Aid record form

• Emergency Response Plan and Emergency Protocol 

Guide

• Access the website here

https://stmu.ca/safety/


Access to the OH&S Act and Code

• The Alberta OH&S Act requires employers to provide easy 

access to a hard copy or an electronic copy of the OH&S Act, 

Code, and Regulations (Occupational Health and Safety Act, ).

• An electronic copy is stored on the S:Drive.

file://stmu-file-1/Staff/Safety/OHS Code & Legislation


Employee Rights: Right to Participate

1. Right to Know: All 

employers must inform 

workers about potential 

hazards and have access 

to basic health and safety 

information on site (Occupational 

Health and Safety Act, ).

2. Right to Participate: 

Workers have the right to 

be involved in health and 

safety discussions, 

including participation in 

the health and safety 

committee (Occupational Health and 

Safety Act, ).

3. Right to Refuse: 

Workers may refuse to 

perform dangerous work 

and are protected from any 

form of reprisal for 

exercising this right (Occupational 

Health and Safety Act,).



Health and Safety Committee

• The Health and Safety Committee acts as the worker’s 

representative to the employer with regards to health and safety 

concerns (Occupational Health and Safety Act,).

• The Committee meets quarterly and discusses any concerns that 

have been brought forth and makes formal recommendations to the 

employer.

• You may join the Health and Safety Committee by contacting the 

Director of Facilities, Safety & Security or the Facilities Coordinator.

• Meeting minutes and other committee materials can be found here

file://stmu-file-1/Staff/Safety/Safety Committee/Meeting Agendas & Minutes


Employee Rights: Right to Know

1. Right to Know: All 

employers must inform 

workers about potential 

hazards and have access 

to basic health and safety 

information on site (Occupational 

Health and Safety Act, 2018).

2. Right to Participate: 
Workers have the right to 
be involved in health and 
safety discussions, 
including participation in 
the health and safety 
committee (Occupational Health and 

Safety Act, 2018).

3. Right to Refuse: 
Workers may refuse to 
perform dangerous work 
and are protected from 
any form of reprisal for 
exercising this right 
(Occupational Health and Safety Act, 2018).



Right to Refuse

Right to Refuse Dangerous Work:

• A worker must be continued to be paid while a work refusal is 

being investigated (Occupational Health and Safety Act,).

• Other workers may be assigned to the work if they are advised 

of the refusal, reason for it, and made aware of their own right 

to refuse the work after the employer determines there is not a 

risk (Occupational Health and Safety Act,).



Employee Responsibilities
Employees must:

• Ensure the health and safety of themselves and others.

• Cooperate with their employer/supervisor for purposes of 

health and safety.

• Wear appropriate personal protective equipment (PPE) when 

required.

• Report unsafe or unhealthy conditions. 

• Refrain from causing or participating in violence and 

harassment. 
(Occupational Health and Safety Act,).



Employer Responsibilities
Employers must:

• Ensure the health, safety, and welfare of workers.

• Ensure workers are aware of their rights and duties under the law 

and are aware of any health and safety issues.

• Provide competent supervisors, training workers, and preventing 

violence and harassment.

• Ensure public safety at or in the vicinity of work sites.

(Occupational Health and Safety Act, ).



Employer Responsibilities 
(Continued)

Employers must:

• Work with the joint worksite health and safety committee.

• Ensure all workers are adequately trained in all matters 

necessary to protect their health and safety, including before 

the worker begins performing a work activity, performs a new 

work activity, uses new equipment or performs new processes, 

or is moved to another area or work site.

(Occupational Health and Safety Act, 2018).



General Safe Work Practices
 Report to your supervisor all unsafe acts, conditions and near 

misses by completing an Incident Report on St. Mary’s safe app.

 Use tools and equipment according to directions provided by the 

equipment manufacturer.

 Protect yourself from back injuries by knowing and practicing proper 

lifting techniques.

 Know and use the policies and procedures associated with WHMIS.

 Personal protective equipment is to be worn when performing 

specific tasks (General Safe Work Procedures,).



The following are prohibited at all times, 

on all St. Mary’s University property
Possession or consumption of illegal drugs;

X Possession of firearms;

X Fighting, horseplay, practical jokes which interfere with other 
workers; 

X Damaging, disabling or interfering with safety, fire fighting or 

first aid equipment; 

X Arriving for work or remaining at work when ability to perform 

the job safely is impaired; and

X Theft and vandalism. (General Safe Work Procedures,).



Emergency Protocol Guide (EPG)

The Emergency Protocol Guide (EPG) is intended to help 
mitigate emergencies which are of such a magnitude as to 
cause a significant disruption of the normal operations of all 
or portions of the St. Mary’s University campus. It can be 
found on the S:Drive and on the website.

Emergency: A sudden, generally 
unanticipated event that profoundly and 
negatively affects a significant segment of St. 
Mary’s University population and often 
involves serious injury or death. It can include 
but is not limited to natural disasters, campus 
disturbances, violent crimes or life-
threatening events (Emergency Protocol Guide).

file://stmu-file-1/Staff/Safety/Safety Orientation Documents
https://www.stmu.ca/safety/


EPG: Important Numbers

Emergency Telephone Numbers Emergency (Police, Fire, Ambulance) …..….……… 911 

Campus Security …………………………………………………...……… 403.671.HELP (4357) 

St. Mary's University Emergency Contacts 

St. Mary’s University Main Office ……………………………………………...….…. 403.531.9130 

President ……………………………………………………………………………….. 403.254.3701 

Director of Facilities & Campus Security……………………………………………     403.254.7926

Vice-President, Academic……………………………………………………………… 403.254.3771

Facilities Coordinator …………………………………………………………..……… 403.700.3560

Occupational Health and Safety Coordinator…………………………………….... Safety@stmu.ca



EPG: Important Numbers
(Continued)

Personal Support 

St. Mary’s University Campus Ministry ……………………………………………... 403.254.3724 

St. Mary’s University Counselling Services ……………………..……….………... 403.245.5789 

Calgary Communities Against Sexual Abuse (24 Hour) ………………………….. 403.237.5888 

Distress Centre Crisis Line - Alberta Health Services ….….……….…....     403.266.4357 (HELP) 

Alberta Alcohol and Drug Abuse Commission (AADAC) …………………..……… 403.297.3071 

Staff and Faculty Employee Assistance ………………………………….…….… 1.800.661.8246 



Emergency Response Plan

The Emergency Response Plan (ERP) addresses each type 

of emergency on an individual basis; however, these 

procedures are designed to be flexible in order to 

accommodate contingencies of various types and 

magnitudes. The ERP can be found on the S:drive and on 

the website.

All organizations are required to have an 

Emergency Response Plan per Alberta 

OH&S Regulations (Occupational Health and Safety 

Act,).

../../Safety/ERT Binder
https://www.stmu.ca/safety/


EPG: Active Shooter on Campus

Please watch the following video regarding the protocol 

for an active shooter on campus

(St. Mary’s U, 2021

https://www.youtube.com/watch?v=CiABiV

nfPAQ

https://www.youtube.com/watch?v=CiABiVnfPAQ


In Case of Incident or Accident…

• All incidents, near misses, and hazardous conditions MUST 

be reported to the University.

• Please fill out an incident report on St. Mary’s Safe App

• Health & Safety Coordinator:  safety@stmu.ca

• Tasha Best, Facilities Coordinator: 403.700.3560

• Mike Clark, Director, Facilities & Campus Services: 403.254.7926 

403.671.4357



Harassment & Violence Prevention

• Harassment and violence in the workplace are health and 

safety concerns that are taken very seriously. 

• Any incidents of this nature are to be reported and 

investigated per Occupational Health and Safety Standards in 

Alberta (Occupational Health and Safety Act). 



Harassment & Violence Prevention 
(Continued)

• Please report any incidences of harassment or violence to any of 
the following:

• Your supervisor

• HR Specialist, Stephanie Law, at 403-669-1403 

• Assistant Vice President of Human Resources, Athena Pulzoni, at 403-254-
3703

• Control measures for Workplace Harassment and Violence:

• Respect in the Workplace training.

• Campus Integrity and Human Rights policy.



St. Mary’s Safe
• St. Mary’s Safe is a safety and emergency app for students, 

staff, and faculty.

• It allows us to send critical safety information in the event of an 

emergency.

• Students, staff, and faculty will be able to submit incident 

reports and safety concerns on the app.

Figure 7: St. Mary’s Safe (St. Mary’s University,)



St. Mary’s Safe (Continued)

• The app includes the following features:

• Friend Walk: Share your location with a friend as you walk to your car 

or the LRT station.

• I’m OK: Let someone know that you are safe at the press of a button.

• Work Alone: The St. Mary’s Safe app will automatically check on users 

and trigger a call to an emergency contact if you haven’t checked in due 

to an emergency or illness.

Click here for instructions on how to download the app.

• Available at the iTunes store and on Google Play

https://stmu.ca/safety/st-marys-safe/


Building Warden/Fire Safety 

• Every building and floor has a designated fire warden and an 

alternate.

• Building wardens have specific responsibilities during a 

building evacuation.

• The following slides will give you an introduction to fire safety 

and also prepare you for the duties of a fire warden if you are 

chosen.



Current Building Warden List

Location Primary Warden Alternate Warden

Admin – Basement Breanne Bali (TBD)

Admin – 1st floor Odelia Chan Tyra Thompson

Admin – 2nd floor Matt Clay Megan Kimler

Admin – 3rd floor Timothy Harvie (TBD)

Admin – 4th floor Kristin Stringer John Deausy

Classroom Bldg. Tasha Best Laura Nicholson

McGivney Hall Ada Shai Yvonne Hermann

Le Fort/Heritage Jennifer Nate Facilities

SA Facilities Facilities

St. Basil’s Hall Jessica Macaulay Ashlyn Weiss



Building Warden/Fire Safety 

• Fire Tetrahedron – Four 

things are needed for a 

fire to burn:

• Heat

• Oxygen

• Fuel

• A chemical reaction

• Take away one of these 

to stop the fire. Figure 8. Fire Tetrahedron. (Gustavb, 2006)

(Alberta Association for Safety Partnerships, 2018)



Fire Types
• Class A: Fueled by solid combustible materials (non-metals).

• Examples: Wood, paper, cloth, trash, plastics.

• Class B: Fueled by flammable liquids/gases.
• Examples: Gasoline, oil, grease, acetone.

• Class C: Caused by electrical equipment.
• Be careful of electrical equipment with capacitors that store a charge. 

There is an electrocution hazard even if they aren’t plugged in.

• Class D: Fueled by metals and dusts.
• Examples: Potassium, sodium, aluminum, magnesium.

• Class K: Occur in the kitchen.
• Examples: vegetable oils, animal oils, and animal fats.

(Alberta Association for Safety Partnerships, 2018)



Fire Prevention

• Store elements of the fire tetrahedron separately so the 

potential for fires decreases.

• Keep work areas clean and organized.

• Fire and smoke barrier doors should be kept closed.

• Use equipment and tools as directed and keep them in good 

working order.

(Alberta Association for Safety Partnerships, 2018)



Fire Protection

• Passive Fire protection: designed to allow people to work 

without worrying about materials in building by using fire 

resistant materials (Alberta Association for Safety Partnerships, 2018).

• Active Fire Protection: specialized equipment to fight fire or 

human actions to mitigate risk (sprinklers, extinguishers, 

training/education) (Alberta Association for Safety Partnerships).

ALL PERSONNEL NEED TO BE TRAINED ON THEIR 
APPLICABLE ROLES AND RESPONSIBILITIES IN FIRE 

SAFETY 
(Occupational Health and Safety Act). 



Responsibilities of the Employer

• Develop a fire safety plan as part of the Emergency Response 

Plan:

• Conduct hazard assessments

• Determine types of extinguishers required 

• Proper fire prevention and fire protection safe work procedures

• Locate evacuation maps around campus.

• Provide fire safety training.

• Install and maintain fire alarms.

• Hold fire drills.

(Alberta Association for Safety Partnerships)



Responsibilities of Supervisors

• Ensure doors to stairwells remain closed at all times.

• Ensure access to emergency exits are kept clear.

• Limit amount of combustible materials in area.

• Have working knowledge of fire and life safety.

• During a fire, supervisors must manage and maintain order 

during evacuation.

• Notify personnel, call (9-1-1), supervise evacuation, provide 

access as needed.

(Alberta Association for Safety Partnerships)



Responsibilities of Fire Warden

• Lead evacuation and encourage everyone to leave the building.

• Do a final sweep of work area for employees before evacuating.

• Report issues and problems with evacuation during debrief.

• Keep a list of employees requiring assistance.

• Assist anyone with accessibility concerns.

• Do a head count of your floor once everyone has evacuated.

• If you are a building warden you will need:

• Safety vest, Walkie Talkie

• Flashlight 

(Alberta Association for Safety Partnerships)



Responsibilities of Employees

• Take part in fire drills, evacuate when required, and close 

doors to stairwells.

• Keep exits free from blockages.

• Ensure flammable materials don’t collect.

• Follow the directions of fire wardens, supervisors, and 

emergency personnel during a fire evacuation.

(Alberta Association for Safety Partnerships)



Supporting people with accessibility requirements

• People with physical impairments should always have a fire 

warden or designated individual with them.

• Mobility impairments

• Escort to nearest exit door or stairwell

• Must be accompanied by fire warden

• Visual impairments

• Guide safely out and fire warden should stay with them until emergency is 

over

• Hearing impairments

• The fire warden should inform them of the emergency 

(Alberta Association for Safety Partnerships)



Building Warden/Fire Safety 

Upon evacuation of a building, everyone 

must make their way to the nearest 

muster point



Facilities Information
• Keys/Fob

• Facilities will provide you with the necessary keys for you to access your office and 

will provide you with a Fob to enter the building

• We require a signature to sign out keys and Fob.

• Please inform the Facilities staff if your keys or Fob are lost or stolen.

• Building Code

• Facilities will set up everyone with a building code who requires one. 

• This code will give you access to the building where your office is located in case 

you need access after hours.



Facilities Information

• Work Order System:

• The Angus Anywhere online portal is our online work order system.

• We will set you up with a username and password and this information 

will be sent to you from “St. Mary’s Management Office”.

• If you require any office maintenance/cleaning, event setups, or 

classroom needs, please use this link to submit a work order.

https://www.ng1.angusanywhere.com/Tenant/default.aspx?CompanyName=600000336&WebsiteName=Main


Phone System



Phone System (Continued)



Job Hazard Assessment

• Following the completion of this PowerPoint, you will be 

completing a Job Hazard Assessment for your specific 

position, which you will be required to sign and send back.

• This will outline the hazards you may encounter while 

working onsite or from your home, and the control measures 

we have to mitigate the risk.



Welcome to St. Mary’s University

Thank you for taking the time to learn about the health and 

safety requirements while working at St. Mary’s University. If you 

have any questions or concerns, please contact Facilities or 

Health and Safety personnel.

Director of Facilities & Campus Services, Mike Clark: 403.254.7926 

Campus Security: 403.671.4357

Facilities Coordinator: Tasha Best 403.700.3560

Health and Safety Coordinator: safety@stmu.ca

Safety Committee: safety.committee@stmu.ca

mailto:safety@stmu.ca
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