
Page | 1  
Health and Safety Manual 

October 2024   
 

 
 

   
 
 

Health and 
Safety 

Manual 
  
 
 



Page | 2  
Health and Safety Manual 

October 2024   
 

Table of Contents 
Health and Safety Manual ........................................................................................................ 1 

1.0 Health and Safety Commitment Statement .......................................................................... 4 

2.0 Health and Safety Policy........................................................................................................ 5 

3.0 Role and Responsibili�es ...................................................................................................... 6 

4.0 Hazard Iden�fica�on & Assessment ................................................................................... 10 

5.0 Preventa�ve Maintenance .................................................................................................. 15 

6.0 Work Site Inspec�ons.......................................................................................................... 16 

7.0 Worker Competency & Training .......................................................................................... 18 

8.0 Emergency Response Plan (ERP) ......................................................................................... 20 

9.0 Incident Repor�ng & Inves�ga�on ..................................................................................... 22 

10.0 Program Administra�on .................................................................................................... 27 

11.0 Campus Maps .................................................................................................................... 28 

12.0 Appendices ........................................................................................................................ 29 

Appendix 1 – Glossary of Terms ............................................................................................ 29 

Appendix 2 – Job Hazard Assessment Template ................................................................... 31 

Appendix 3 – Preventa�ve Maintenance Program ............................................................... 33 

Appendix 4 – Workplace Inspec�on Form ............................................................................ 37 

Appendix 5 – Contractor Health and Safety Orienta�on ...................................................... 38 

Appendix 6 – Emergency Protocols Guide ............................................................................ 40 

Appendix 7 – Emergency Response Plan .............................................................................. 41 

Appendix 8 – Fire Warden List .............................................................................................. 42 

Appendix 9 – Incident Report Form ...................................................................................... 43 

Appendix 10 – First Aid Form ................................................................................................ 46 

Appendix 11 – WCB Claim Form ........................................................................................... 47 

Appendix 12 – Campus Maps ............................................................................................... 48 

Appendix 13 – Safe Work Procedures: Hazardous Waste ..................................................... 63 

Appendix 14 – Safe Work Procedures: Portable Ladders ..................................................... 65 

Appendix 15 – Safe Work Procedures: Manual Li�ing ......................................................... 66 



Page | 3  
Health and Safety Manual 

October 2024   
 

Appendix 16 – Safe Work Procedures: Noise ........................................................................ 70 

Appendix 17 – Safe Work Procedures: Personal Protec�ve Equipment (PPE) ..................... 72 

Appendix 18 – Safe Work Procedures: Powered Mobile Equipment ................................... 75 

Appendix 19 – Safe Work Procedures: Tools, Equipment & Machinery ............................... 78 

Appendix 20 – Safe Work Procedures: Workplace Hazardous Materials Informa�on System 
(WHMIS) ................................................................................................................................ 80 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Page | 4  
Health and Safety Manual 

October 2024   
 

1.0 Health and Safety Commitment Statement  
  
St. Mary’s University (University) is commited to a proac�ve Health and Safety Program aimed 
at protec�ng our employees, students, visitors, volunteers, contractors, and university premises 
and property.  
In compliance with the Occupa�onal Health and Safety (OHS) Act and other applicable 
legisla�ve prac�ces, everyone employed at the University, at every level, is responsible and 
accountable for the ins�tu�on’s health and safety. Ac�ve par�cipa�on by all on an ongoing 
basis is essen�al for the safety excellence of our community.  
Leadership at all levels of the university are commited to protec�ng employees, students, 
volunteers and visitors’ health and safety, that addresses their physical, and psychological well-
being.   
Leaders have a duty to ensure employees are informed of their right to refuse unsafe work and 
employees have a duty to work in a safe manner as per university policies and procedures.  
The university conducts regular Joint Health and Safety Commitee (JHSC) mee�ngs to 
recommend addi�onal safety standards and posts mee�ng minutes for all employees in 
accordance with provincial legisla�on. Addi�onally, every employee shall be aware of the 
legisla�ve requirements and ins�tu�onal standards as well as the university’s policies and 
procedures that apply to their work areas.  
  

THROUGH PERSONAL COMMITMENT AND ACTIVE PARTICIPATION, WE CAN ACHIEVE THE 
GOAL OF CREATING A HEALTHY, INJURY-FREE CAMPUS. 

 
 
 
 
 
 
 
 
 
 
 
 
 



Page | 5  
Health and Safety Manual 

October 2024   
 

2.0 Health and Safety Policy  
 
Ques�ons regarding this policy should be directed to safety@stmu.ca 
 

Effective Date:  October 28, 2024 Contact:  safety@stmu.ca 
Approval Authority:  President’s Council Cross Reference: Health and Safety 

Manual 
Responsible Office:  Human Resources Appendices  Appendix 1-11 
Review Schedule: Every 3 years  

 
 
 
2.1 Background  

A writen Health and Safety Policy is required by Alberta Occupa�onal Health and Safety 
Legisla�on following the Occupa�onal Health & Safety Act and Alberta Human Rights Act. This 
policy must demonstrate St. Mary’s University’s commitment to the protec�on and 
maintenance of Health and Safety.  
 
2.2 Policy Objec�ve and Scope  

The policy applies to all employees, students, and campus visitors of the university under the 
authority of the President as outlined under the Standards of Professional Excellence Policy.  
 
2.3 Guiding Principles  

All individuals of the university community are bound by university policies and are responsible 
for ensuring the policy applies to everyone men�oned in the Policy Objec�ve and Scope.  
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3.0 Role and Responsibilities  
All employees are accountable to comply with the Health and Safety Program at all �mes, as 
outlined in the Health and Safety manual.  
 
Detailed Roles and Responsibili�es for members of the university community are outlined in the 
Health and Safety manual. 
 
3.1 First on the Scene Responders 

• Recognizes or is called to incident.  
• Assess hazards and risks to those responding. 
• Contacts, directs, and works with emergency responders, as required. 
• Contacts members of the emergency response team (ERT). 
• Compiles documents including incidents reports and debrief forms.  
• Par�cipates in any needed follow up, inves�ga�on and post-inves�ga�on 

recommenda�ons.  
 
3.2. Emergency Response Team 

3.2.1 The Executive Team includes: 
• VP Finance & CFO 
• Facili�es Specialist 
• AVP Human Resources 
• HR Coordinator & Safety Officer 
• HR Specialist 

 
3.2.2 The Executive Team carries out the following: 
• Directs St. Mary’s University’s community in an emergency by following the 

Emergency Response Plan protocols. 
• Iden�fies appropriate incident commander or assumes incident commander 

posi�on. 
• Directs facili�es’ staff and security personnel to perform shutdown procedures, 

control hazardous, areas, supply barricades, and assist the emergency response 
team as necessary. 

• Provides technical knowledge about each department and specialized support to the 
emergency response procedures. 

• No�fies affected business unit. 
• Engages with the Execu�ve when needed. 
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3.3 Execu�ve Team  
3.3.1 The Executive Team includes: 
• President 
• VP Academic 
• VP External Rela�ons 
• VP Finance & CFO 
• AVP Human Resources 
• AVP Enrolment & Student Experience 

 
3.3.2 The Executive Team carries out the following: 
• Disseminates informa�on during and a�er the incident to the Board of Governors, 

media, community, and all external par�es. 
• Par�cipates in decisions for campus closures. 
• Coordinates with faculty and staff to maintain daily rou�nes and/or restructure 

schedules and events, as necessary. 
• Supports all other teams during the incident and post incident and ensures 

debriefing is completed.  
• Handles or delegates individuals to handle media inquiries. 
 

 
3.3.4 Crisis Response Team (Campus Ministry, Team Lead, Student Success, Campus 
Counsellors, Campus Security) 

• Provides specific post-incident support when required. 
• Assesses incidents for long-term psychological/physical/emo�onal impacts university 

wide. 
• Consults with Execu�ve Team in respec�ve areas of specializa�on, as needed. 

 
3.3.5 Staff and Students 

• Staff and students must be informed of any hazards that may place them at risk, as 
well as all applicable controls. 

• Staff and students must refrain from par�cipa�ng in any ac�vi�es that may cause 
harm to oneself or others to ensure the safety and well-being of all students. 

• Report all incidents, injuries, near misses or unsafe condi�ons to their instructor or 
university staff member. 

• Staff and students must refuse to perform work when unsafe condi�ons exist. 
Refusals must be reported to their instructor and all refusals must be inves�gated 
immediately.  
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• Staff and students must be informed of the outcome of the inves�ga�on. 
• Staff and students must be familiar with emergency procedures and must know how 

to locate first aid, fire ex�nguishers and how to contact security/emergency services. 
 
3.3.6 Fire Wardens 

• Provide leadership by personal example. 
• Coordinate ini�al emergency response protocol. 
• Ensure Emergency Response Plan protocols are implemented in area of 

responsibility. 
 
3.3.7 Contractors, Subcontractors and Consultants 

• Contractors will receive a site orienta�on with the Facili�es department as well as be 
required to complete a Safety Checklist  

• Implement and follow an effec�ve health and safety program or follow St. Mary’s                      
University’s Safety Program. 

• Conduct work safely by ensuring workers are competent to do so. 
• Be aware of and meet the requirements of St. Mary’s University’s Health and Safety 

Program. 
• Ensure work conducted complies with contractual agreements and regulatory 

requirements. 
• Provide the resources necessary to allow workers to complete their work safely. 

 
3.3.8 Visitors 

• Follow all posted signage, flagging, or personal protec�ve equipment requirements. 
• Follow instruc�ons of St. Mary’s University staff or Campus Security. 
• Report any unsafe condi�ons, injuries, or concerns to a St. Mary’s University staff 

member or Campus Security. 
 
3.3.9 Joint Worksite Health and Safety Commitee (JHSC)  

• Work in accordance with the Alberta Occupa�onal Health and Safety Act, Regula�on, 
and 

• Code and in par�cular, Part 2, Sec�on 13 of the Act. 
• Review policies and procedures for the purpose of recommending changes to 

Execu�ve Team through the Assistant Vice President, Human Resources. 
• Conduct work site inspec�ons. 
• Provide leadership as a group, and as individuals, by ini�a�ng ac�on or guiding 

concerns to the appropriate resource for resolu�on. 
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• Review incident reports and recommend correc�ve ac�on. 
• Promote JHSC training and program implementa�on. 
• Sponsor subcommitees as required. 
• Develop goals and objec�ves of the commitee on an annual basis. 
• Use the Joint Work Site Health and Safety Commitee Handbook issued by Alberta 

Human Resources as a model to assist them in the conduct of their ini�a�ves within 
the constraints of this policy: 
 
o Post the names of commitee members on the internal website, so all employees 

know who the representa�ves are.        
o Conduct regular quarterly mee�ngs. 
o Record and post the minutes of mee�ngs. 
o Ensure regular workplace inspec�ons are carried out. 
o Comply with the requirements of the Alberta Occupa�onal Health and Safety 

Code and outside agencies as required. 
o Promote safe working prac�ces and environments throughout the organiza�on. 
o Ensure commitee members are appropriately trained. 

 
 
 
3.3.10 Occupa�onal Health and Safety Legisla�on 
St. Mary’s University Health and Safety informa�on is available to all employees, students and 
visitors via the St. Mary’s App or on our website: 
htps://stmu.ca/campus-life/student-services/health-well-being/  
 
This and other safety informa�on as well as a current copy of the Occupa�onal Health and 
Safety Act, Regula�on and Code can be available upon request for the loca�on and access to 
these materials, as well as further informa�on about employees' rights and responsibili�es, can 
be made to your leader. 
 
The latest version of the legisla�on is also available online from the Alberta Queen’s Printers at  
htps://kings-printer.alberta.ca/documents/OHS/OHSCode_March_2023.pdf  
 
 
 

https://stmu.ca/campus-life/student-services/health-well-being/
https://kings-printer.alberta.ca/documents/OHS/OHSCode_March_2023.pdf
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4.0 Hazard Identification & Assessment 
 
4.1 Hazard Iden�fica�on and Assessment Process 
 
It is a St. Mary’s University policy that all workplace ac�vi�es are assessed to iden�fy exis�ng 
and poten�al risks to the health and safety of employees, students, visitors, and contractors. St. 
Mary’s University’s will take all reasonably prac�cable measures to eliminate, reduce or control 
those risks. 
 
4.2 Hazard Iden�fica�on 
 
A method to iden�fy and control site hazards is important to eliminate, minimize or prevent 
unsafe or harmful condi�ons and workplace procedures. Each department will develop a Hazard 
Assessment of their work ac�vi�es and areas. 
 
All employees and leaders are required to take a proac�ve approach to managing and repor�ng   
hazards. When they observe a hazard, they are required to take steps to manage that hazard 
directly (provided they are adequately knowledgeable/trained to safely do so) – eliminate the 
hazard or get assistance from persons to do so whenever reasonably possible. When hazards 
cannot be eliminated immediately, take necessary steps to warn others of the hazards. Report 
hazards or poten�ally hazardous situa�ons and acts to their leader or Campus Security. 
 
4.3 Hazard Assessment 
 
The risk assessment is the process where employees and leaders iden�fy hazards, analyze, or 
evaluate the risk associated with the hazard and then determine appropriate ways to eliminate 
or control the hazard. This assessment is a thorough look at the workplace to iden�fy those 
situa�ons and processes that may cause harm, par�cularly to people. A�er the iden�fica�on is 
made, you evaluate how likely and severe the risk is, and then decide what measures should be 
in place to effec�vely prevent or control the harm from happening. 
 
Hazard assessments help to: 
 

• Create awareness of hazards and risks. 
• Iden�fy who may be at risk (employees, students, visitors, etc.). 
• Prevent Injuries or illness 
• Priori�ze hazards and control measures 
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The aim of the hazard assessment process is to remove the hazard or reduce the level of risk by 
adding precau�ons or control measures, as necessary. 
 
Hazard assessments are in two different levels: a formal hazard assessment and a field-level 
hazard assessment. Formal hazard assessments will be completed in conjunc�on with 
management, employees and the Health and Safety (H&S) Officer. These assessments use a 
formal Hazard   Assessment template. The formal hazard assessment will look at all tasks and 
the hazards for each department of the university. 
 
Job hazard assessments (JHA) are required to be completed prior to individuals arriving onsite 
and must be forwarded to the Safety Officer for record keeping. 
 
Field Level Hazard Assessments (FLHAs) are to be performed at the job site when hazards not 
covered under the formal hazard assessment could be introduced. These include short dura�on 
or uncommon tasks, or tasks in areas that could be subject to a changing environment. 
 
FLHAs must be conducted before the before the work begins and repeated at reasonably 
prac�cable intervals i.e., when a new work process is introduced, when a work process or 
opera�on changes, or before the construc�on of significant addi�ons or altera�ons to a work 
site. 
 
Employees who may be expected to complete FLHAs will receive training on how to complete 
the template and completed forms must be submited to their Safety Officer for record keeping. 
 
4.4 Imminent Danger 
 
Some hazards are significant enough to present a situa�on of imminent danger. Imminent 
danger means a danger that is not normal for that occupa�on, or a danger under which a 
person engaged in that occupa�on would not normally carry out the work, Alberta OHS Act 
requires that all employee and students must stop performing work if they believe that an 
imminent danger to their health and safety exists. In these situa�ons, their supervisor or 
instructor must be no�fied immediately. The individual should remove themselves (or with help 
if needed) from unsafe condi�ons, then contact facili�es.   
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4.5 Hazard Control 
 
An important part of the hazard assessment process is the control of iden�fied hazards. All 
hazards must be rated using the Risk Assessment Matrix provided below. This matrix is used to 
iden�fy the severity of poten�al injury or damage, the probability an incident occurring and the 
number of workers exposed. The level of risk will determine the type of controls used and the 
priority of their implementa�on. 
 
4.5.1 Risk Assessment Matrix 
 
Severity Probability of Occurrence Frequency of Exposure 
 
  

 High Risk Severity 

 
Moderate 
Risk Uncomfortable Hospital Fatal/Permanent Disability 

 Low Risk 1 2 3 

Likelihood 

  

1 2 3 Unlikely 
1 
  
  

2 4 6 
Might 

Happen  
2 
  
  

3 6 9 
Highly 

Unlikely 
3 

  
      
 
Hazard Ra�ng (Severity + Probability + Frequency) determines the hazard control 
implementa�on 
priority. 
 

• Ra�ng of 3 or 4 – The hazard requires monitoring and may need addi�onal controls 
in the future. 
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• Ra�ng of 5 or 6 – The hazard requires aten�on that includes addi�onal PPE or 
writen work procedures. 

• Ra�ng of 7, 8 or 9 – The hazard requires immediate aten�on and any task that may 
expose employees or students will require engineered controls, procedures, and 
PPE. 

 
4.5.2 Hierarchy of Controls 

 
When beginning to implement control methods, consider the hierarchy of controls to 
determine which control methods will be the most effec�ve in reducing the risk of injury or 
illness. There are three categories of hazard control, and control methods are o�en used in 
combina�on to ensure the best level of protec�on possible. 

 
Engineering is the best method of hazard control and involves engineering out or 
subs�tu�on of the hazard. Where possible, engineering controls should always be the first 
op�on. 

 
Administra�ve controls are the second most effec�ve method of hazard control, and involve 
the implementa�on of prac�ces, procedures, and rules to reduce the amount of exposure to 
danger. 

 
Personal Protec�ve Equipment (PPE) is the method of last resort and should always be used 
in combina�on with other control methods. For more informa�on regarding PPE, please 
refer to the Personal Protec�ve Equipment Safe Work Procedure. 

 
4.5.3 Developing Controls 

 
4.5.3.1 Develop Hazard Controls 

 
Based on the risk assessment, focus on the hazards that require immediate aten�on 
first. High risk level hazard will require mul�ple controls to manage the risk. Lower risk 
hazard can be mi�gated with Procedures or PPE. 

 
There are mul�ple resources available to determine which controls will be effec�ve. OHS 
legisla�on and St. Mary’s University’s Safe Work Procedures will provide informa�on on 
hazard controls. For further informa�on, contact the Safety Officer or speak with a 
leader. 
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4.5.3.2 Implementation of Controls 

 
Implementa�on will involve the installa�on of engineering controls, the development of 
policies, procedures, codes of prac�ce, rules and preventa�ve maintenance schedules, 
and the introduc�on of PPE. Implementa�on will also involve training volunteers, 
workers and contractors in controls. 

 
4.5.3.3 Review and Revise 

 
Hazard assessments and controls must be reviewed by HR every three (3) years. This will 
include a reassessment of hazards for specific work areas and posi�ons, a new risk 
assessment and a review of exis�ng controls. 
 
Employees are required to review hazard assessments annually, when moving into a new 
role, when a new work process is introduced, when there is a change to the worksite, 
and when an inves�ga�on, inspec�on or Field Level Hazard Assessment iden�fies a new 
hazard. Hazard assessments must be performed when changes occur to processes or 
when new equipment is introduced. 

 
4.5.4 Enforcement of Controls 

 
4.5.4.1 Employee 

 
All St. Mary’s Health and Safety policies and procedures must be adhered to by all 
employees including volunteers. Failure to follow may result in disciplinary ac�on.  

 
4.5.4.2 Student 

 
Discipline for students will be handled in accordance with the Non-Academic 
Misconduct Policy, and all its procedures. 
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5.0 Preventative Maintenance 
 
It is the policy of St. Mary’s University to maintain all tools, vehicles, and equipment in a 
condi�on that will maximize the safety of all personnel. To accomplish this, individual 
departments will ensure they have Preventa�ve Maintenance Programs developed which 
contain the following: 
 

• Adherence to applicable regula�ons, standards, and manufacturers' specifica�ons 
• Services of appropriately qualified maintenance personnel 
• Scheduling and documenta�on of all maintenance work 
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6.0 Work Site Inspections 
 
Workplace inspec�ons are an integral part of a successful Health and Safety Program. The St. 
Mary’s Workplace Inspec�on Procedure which includes a workplace inspec�on form and 
informa�on on how to complete a formal inspec�on.  
 
6.1 Inspec�on Program 
 
Workplace inspec�ons are conducted both daily and quarterly to iden�fy exis�ng and poten�al 
hazards and to listen to the concerns of the workers and supervisors. Inspec�on results are to 
be reviewed and documented by the Facili�es team. Where imminent danger to staff or 
students is present every effort will be made to put hazard controls in place or eliminate the 
hazard. 
 
6.2 Types of Inspec�ons 
 

6.2.1   Formal Inspections 
 

Campus wide general workplace inspec�ons are conducted per calendar quarter to prevent 
injuries and illness. These are completed by both a Co-Chair and a member of the JHSC, 
then forwarded to the Safety Officer for review and record keeping. Through examina�on of 
the workplace, inspec�ons iden�fy and record all hazards for correc�ve ac�on.  

 
Addi�onally, daily inspec�ons of the mechanical systems are conducted by qualified 
personnel. 

 
6.2.2   Informal Inspections 

 
Informal inspec�ons will be conducted to ensure that the current safety prac�ces are 
effec�ve. All area leaders and community members are expected to maintain con�nual 
awareness of hazards in their work areas.  

 
No formal inspec�on report is required; however, any detected hazards must be reported to 
via the St. Mary’s App or Campus Security.  

 
6.2.3   Inspections versus Hazard Assessment 
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Hazard assessments allow for the systema�c iden�fica�on of hazards, risk to employees’ 
safety, and the implementa�on of controls to protect the health and safety of staff, 
students, and visitors. Workplace inspec�ons are a way of determining if the controls are 
working correctly or being used effec�vely. 
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7.0 Worker Competency & Training 
 
Before engaging in any work at St. Mary’s University’s, employees must be aware of the health 
and safety requirements of their job. Some tasks may require special training or educa�on. An 
employee that is trained, cer�fied and able to perform the task safely is a ‘competent’ worker. 
Competency is determined by an area leader a�er reviewing an employee’s qualifica�on and 
observing their on-the-job performance. 
 
7.1 Worker Training 
 
Employee training may be required to do the job safely. 
 
Depending on the work assignment St. Mary’s University’s will provide job-specific training for 
new or reassigned workers and will conduct orienta�ons for all students and workers new to the 
University. 
 
A contractor’s training or orienta�ons will be conducted to ensure everyone working on the site 
is aware of how to work in a safe and effec�ve manner, and not endanger those around them. 
 
Job-specific training may also be completed through a mentor system: having an inexperienced 
worker paired with a competent student or worker who is familiar with how to do the job safely 
and efficiently.  
 
Re-cer�fica�on and refresher requirements will be completed or conducted as needed. 
 
7.2 Orienta�ons 
 
New employee orienta�ons are completed prior to their first day of employment. The 
orienta�on topics should be priori�zed, and cri�cal health and safety informa�on should be 
covered on the first day of employment.  
 
Cri�cal issues would include topics such as: 

• Health and Safety Orienta�on 
• Job Hazard Assessment (JHA)  
• Respect in the Workplace 
• Emergency Protocol Guide 
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Safe work procedures and prac�ces should also be reviewed during orienta�ons and, if 
required, health assessments (such as hearing tests) may also be done at this �me. 
 
Transferred or reassigned employees will receive orienta�ons before they start their new job, as     
they may face unfamiliar hazards in their new posi�on. This training will be documented when 
the orienta�ons are completed, who conducted the training, and the names of the employees 
trained. 
 
Individual departments are responsible for onboarding contractors with the appropriate 
orienta�on before they start work at the University. 
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8.0 Emergency Response Plan (ERP) 
 
Procedures have been detailed in an Emergency Response Plan (ERP) to respond to situa�ons 
which may cause significant disrup�on to the normal opera�ons of all or por�ons of St. Mary’s 
University’s campus. 
 
8.1 Communica�on 
 
Emergency Response communica�on and informa�on to the internal and external community is 
provided by the university in alignment with the university’s crisis communica�on protocols 
under the Emergency Response Team as required.  
8.2 Training 
 
Employees will receive training via the Emergency Protocols Guide annually. This training will 
typically coincide with an emergency drill. Emergency Response Drills will be held annually, at 
minimum. All training will be documented, and a record will be kept by Human Resources. 
 
All Employees will receive first aid training based on their roles as required by legisla�on. 
Employees assigned to be First Aiders will receive refresher training before their first aid and 
CPR cer�fica�on expires. Training will be scheduled through each employee’s supervisor. 
 
8.3 Emergency Equipment 
 

8.3.1 Automated External Defibrillators (AEDs) 
 

Facili�es perform all inspec�ons and maintenance (machines or atachments) for all our  
machines. 

 
First aid kits are equipped with these units I.e.; Area 6 Public Access and are available in case 
of an emergency for the public to use.  

 
8.3.2 Fire Extinguishers 

 
A variety of portable fire ex�nguishers are supplied to laboratories or shops through the St. 
Mary’s University’s campus. They are located with every First Aid/AED sta�on. Most of these 
ex�nguishers are mul�-purpose. The ex�nguishers are inspected by Facili�es once a year to 
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ensure they have not been tempered with and in proper working condi�on (seals remain 
intact). 

 
8.3.3 Eye Wash Bottles/Drench Stations/Faucet Mounted Eye Wash 

 
The saline solu�on found in the eye wash has an expiry date on the container. The solu�on 
should be replaced at this �me. Monthly inspec�on should take place to ensure there is an 
acceptable amount of solu�on in the containers. 

 
Eye wash sta�ons are in each lab and are checked monthly by and outside contractor, along 
with maintenance checked by Facili�es with all other loca�ons. The Chemistry lab has a 
"drench" sta�on and that is tested monthly by Facili�es.   
8.3.4 First Aid Kits 

 
Every building has a Public First Aid Sta�on that is equipped according to required 
legisla�on. Addi�onal kits are in each of the labs as well as the Fitness Centre. Kits are 
inspected monthly and restocked as needed. Campus maps posted on campus indicate the 
exact loca�on of first aid kits.  

 
8.4 Emergency Management 
 
In the event of an emergency, St. Mary’s University’s has developed an Emergency Response 
Plan. It details the University response process for emergencies, university/city wide disasters 
and the ac�va�on requirements for the Emergency Response Team (ERT). 
 
8.5 Drills 
 
Fire drills at all campus loca�ons will be held twice a year at the beginning of each term if 
possible – Fall and Winter.  
 
A post-mee�ng shall be conducted at the conclusion of each exercise to review procedures and 
du�es of personnel involved. The approved changes shall be updated within the documenta�on 
as soon as it is convenient, and the updated version dated and published. 
 
Facili�es will document all fire drills, evacua�ons, and false alarms at the university. 
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9.0 Incident Reporting & Investigation 
 
Injury/Incident Repor�ng 
 
St. Mary’s University requires that all incidents and injuries must be reported to the employee’s 
leader, or student instructor. Inves�ga�ons are done on incidents where there is an opportunity 
to learn how it could have been prevented. Inves�ga�ons must be completed on Near Miss 
incidents where injury was narrowly avoided. 
 
The purpose of incident/injury repor�ng and the subsequent inves�ga�on is to accurately 
determine the immediate and root causes of the occurrence, not to find fault, and to 
implement or improve controls to prevent reoccurrence. 
 
9.1 Employees (Faculty and Staff) Responsibili�es: 
 

• All Employees (Faculty and Staff) shall report all incidents via the St Mary's Safe app 
or calling Campus Security. 

• Students shall report injuries or incidents to their instructor. 
• The Safety Officer and Facili�es shall conduct ini�al inves�ga�ons which includes 

correc�ng any contribu�ng factors and discussing if further steps are required. If it is 
a reportable incident, it is legislated that a JHSC member be involved. Incident 
inves�ga�ons must be submited to the Safety Officer for record keeping. 

• Always ensure that the work area is safe, there is no poten�al for injury to first 
responders, and the scene is secured. If the area cannot be secured or made safe, 
complete an incident report via the St. Mary’s App or Campus Security and inform 
them that the area poses a hazard to others. This incident report must then be sent 
to the Safety Officer to document and track. 

 
9.2 Near Miss Repor�ng 
 
A near miss is an unplanned event that has the poten�al to cause injury, damage, or business 
interrup�on. At St. Mary’s University’s, near miss incidents are inves�gated and documented 
using the Incident Report. 
 
In the event of a near miss occurring, the following steps will be taken: 

1. The Employee will report the near miss using the St. Mary’s Safe App or by 
submi�ng the report online. 
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2. Depending on the severity of the report received, it will then go to Campus Security 
and the Safety Officer and/ or the Emergency Response Team (ERT). 

3. If the area requires securing, or could pose a risk to others, steps will be taken by 
Campus Security to ensure that the area is safe and free of hazards. 

4. The Safety Officer will inves�gate the incident using the Incident Report Form. This 
will be done in consulta�on with Campus Security when necessary 

 
9.3 Incident Repor�ng 
 
In the event of an injury at the university, the Emergency Response Plan, Guidelines for Specific 
Incidents should be followed.  
 

9.3.1 Property Damage 
 

If a vehicle, equipment, or university property has been damaged, assess the Employee for 
injury. 
• If injury has occurred, follow the Incident Repor�ng Process 
• If the Employee is not injured: 

o Must s�ll submit an incident report via the St. Mary’s App or contact Campus 
Security the scene requires securing or there is a risk to others. 

o The Safety Officer and Campus Security will inves�gate the incident. 
 

9.3.2 Unsafe Acts and Conditions 
 

When observing an unsafe act or condi�on, take the following ac�ons: 
1. Intervene with the individual on campus who is at risk and ensure that the area or 

condi�on does not pose a hazard to others. 
2. If the hazard cannot be removed, contact your Leader and inform them of the hazard 

or the unsafe act 
3. The Leader will contact the Safety Officer regarding the act or condi�on. 

 
9.3.3 Refusal of Unsafe Work 

 
All Employees have the obliga�on to report unsafe condi�ons and have the right to refuse to 
conduct work that poses a hazard to their health and safety. These situa�ons must be 
reported to your Leader and Safety Officer immediately.  

 



Page | 24  
Health and Safety Manual 

October 2024   
 

9.3.4 Environmental Spill or Air Contamination 
 

In the event of a spill or air contamina�on, please take the following steps: 
1. Assess for injury or the poten�al for injury. If someone is hurt, follow the Incident 

Repor�ng Process 
2. If the area has poten�al for injury, secure the scene to prevent others from entering 

the area. Contact your Leader and Campus Security immediately. 
3. If there is no risk of injury, secure the scene and contact your Leader and Campus 

Security. 
 
9.4 Incident Inves�ga�on Principles 
 
St. Mary’s University will conduct inves�ga�ons for all incidents to find the causes and to 
prevent similar recurrences. All incidents or near miss incidents, no mater how small, must be 
reported. The Safety Officer will inves�gate the incident. 

 
The purpose of the inves�ga�on process is to determine the cause(s) of the incident. Any unsafe 
condi�ons, acts or procedures, which contributed in any manner to the incident, will be 
iden�fied. These will be used to develop recommended correc�ve ac�on to prevent 
reoccurrence of similar incidents. 
 
Inves�ga�ons will be conducted  in accordance with the Alberta Workers’ Compensa�on Act 
(WCB) and the Alberta Occupa�onal Health and Safety Regula�on (OH&S). 
 
9.5 WCB Requirements 
 
A First Aid treatment record is a legal document and must be made available to Alberta or the 
applicable Occupa�onal Health and Safety Regulatory Authority upon request for review. 
 
Inves�ga�ons for minor Incidents/injuries/near miss incidents will be documented and kept on 
file. There is no requirement for these reports to be sent to Alberta OH&S; however, they will be 
made available for review upon request. 
 
The Safety Officer will no�fy Alberta OH&S of any situa�on or incident that meets the 
requirements of WCB or other applicable Occupa�onal Health and Safety Legisla�on and 
Regula�on. 
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St. Mary’s University must immediately no�fy Alberta OH&S of the occurrence of any incident 
that: 

• An injury which results in death. 
• An injury or accident that results in an employee being admited to a hospital for a 

period s�pulated by regula�on. 
• An unplanned or uncontrolled explosion; fire or flood that cases a serious injury or 

that has the poten�al of causing a serious injury. 
• The collapse or upset of a crane; derrick or hoist. 
• The collapse or failure of any component of a building or structure necessary for the 

structural integrity of the building or structure. 
• The major release of a hazardous substance. 

 
9.6 Incident Inves�ga�on Procedure 
 
Facili�es and the Safety Officer will start incident inves�ga�ons as soon as possible a�er an 
injury or incident occurs. The Injured must be cared for, this includes any medical treatment or 
contact with emergency services. The scene must be secured, and all hazards removed to 
protect responders and inves�gators. The employee’s leader will be responsible for leading the 
inves�ga�on, with the assistance of the Safety Officer. All supervision and management will be 
trained in how to conduct an incident inves�ga�on. All employees will par�cipate in the 
inves�ga�on if required. All inves�ga�ons are required to iden�fy the indirect, direct and root 
causes. The inves�ga�on must iden�fy correc�ve ac�ons based on these causes. The ac�ons 
will be assigned to a specific employee for follow-up, with a �meline for comple�on. All Incident 
inves�ga�ons will be reviewed by the ERT and returned to the Safety Officer for record keeping. 
 

9.6.1 All Employees 
1. Submit an Incident Report via the St. Mary’s App or through Campus Security. 
2. Secure the scene. Assess the area for any hazards that could pose a risk of injury to 
3. Facili�es and Safety Officer will inves�gate.        

 
9.6.2 Leader 
1. Take photos or sketch the incident scene. 
2. Collect witness statements. 
3. Collect any documents that may be required. WCB forms, training records, 

statements, photos, etc. 
4. Begin to complete the Incident Repor�ng Forms. 
5. With the assistance of the Safety Officer, determine the root causes of the incident. 
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6. Develop and assign correc�ve ac�ons with �melines for comple�on. 
7. Have the ERT review. 

 
9.7 The Incident Report and Inves�ga�on Forms 
 
St. Mary’s University has two documents used to report or inves�gate an incident/accident.  
 
Incident/Injury Report – Submited by the injured individual or individual who observed the 
incident/injury. 
 
First Aid Treatment Record – Submited by the individual who conducted the first aid treatment 
on the injured individual. 
 
WCB Claim C040 (Employer Report Form) – Government of Alberta report used to document 
the events of the Worker injury. These reports are completed by HR/H&S in partnership with 
the individual and their leader, and subsequently submited to the appropriate authori�es. 
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10.0 Program Administration  
 
Program Administra�on ensures that all aspects of the Health and Safety Program are recorded, 
tracked and maintained. Each department leader will be responsible for the collec�on and 
maintenance of records, with consulta�on Safety Officer to provide advice and assistance. All 
health and safety records will be sent to the Safety Officer to centralize housing of informa�on 
and kept for a minimum of three years.  
 
These records include:  

• Employee training records  
• Workplace inspec�ons  
• Incident inves�ga�ons  
• Preventa�ve maintenance records  
• Health and Safety mee�ng minutes  
• Job Hazard Assessments 

 
10.1 Accountability 
 
It is important that everyone understands their responsibili�es for campus health and safety. 
The university holds the ul�mate responsibili�es and is legally and morally responsible for what 
happens on Campus and other situa�ons related sites.  
 
Leaders have an administra�ve responsibility to ensure that required training, supervision, 
enforcement of the program is maintained, and the desired safety results are achieved.  
 
Employees and students have the immediate responsibility to take the required training, use 
the assigned controls, follow all rules and par�cipate where required in the health and safety 
program. 
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11.0 Campus Maps 
 
A general campus map and individual building campus maps are available for reference, which 
include muster points and emergency exits using the link below. Individual floor maps are 
posted in each building they coincide with. 
htps://stmu.ca/facili�es/  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://stmu.ca/facilities/


Page | 29  
Health and Safety Manual 

October 2024   
 

12.0 Appendices 
 

Appendix 1 – Glossary of Terms 

 

Audit An evaluation of an organization’s Health and Safety Management 
System against an approved standard. 

Competent Worker Person who is adequately qualified, suitably trained, and with 
sufficient experience to safely perform work without supervision or 
with only a minimal degree of supervision. 

Emergency Response Plan In the university environment, refers to the general emergency 
procedures which deal with a variety of situations and 
recommended procedures to deal with them. 

Emergency Services Fire Department / Ambulance Service / Hazardous Materials Team / 
RCMP 

Fire Warden A person who has been assigned an area within the College to 
oversee when an evacuation is initiated. The Floor Warden will 
sweep the assigned area, check washrooms, and control pedestrian 
traffic within the area directing individuals towards the nearest fire 
exit. 

Hazard A situation, condition, or behavior that has the potential to cause an 
injury or loss.  
Health Hazard: a physical, chemical, biological or psychological 
hazard which may cause acute or chronic health effects in exposed 
employees (e.g., noise, dust, heat, ergonomics, etc.).  
Safety Hazard: a substance, process, action or condition which may 
endanger the immediate safety of employees (e.g., chemical burns, 
shear points, slips and falls, etc.). 

Hazard Assessment A process used to identify and evaluate the health and safety 
hazards associated with job tasks. Provides a method for prioritizing 
health and safety hazards. 

Hazard Control Method used to eliminate or control loss.  
Engineering Controls: Preferred method of hazard control if 
elimination is not possible; physical controls implemented at the 
design, installation, or engineering stages (e.g., guards, auto shutoff, 
etc.). Administrative Controls: Processes developed by the 
employer to control hazards not eliminated by engineering controls 
(e.g., safe work policies, practices and procedures, job scheduling or 
rotation, and training).  
Personal Protective Equipment (PPE): Equipment used, or clothing 
worn by a person for protection from health or safety hazards 
associated with conditions at a work site (e.g., gloves, safety glasses, 
fall protection, etc.). Used when engineering or administrative 
methods cannot fully control the hazards. 
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Imminent Danger In relation to any occupation,  
(a) a danger that is not normal for that occupation, or (b) a danger 
under which a person engaged in that occupation would not 
normally carry out another person’s work. 

Incident A preventable, undesired, and unexpected event that results, or has 
the potential to result in physical harm to a person or damage to 
property (loss or no loss). 

MSDS/SDS Material Safety Data Sheets/Safety Data Sheets: Product information 
containing safety statements. Must be provided for all WHMIS 
"controlled products" within each specific event site. 

Muster Point Gathering location where all Staff, Students, and Visitors meet if the 
there is an evacuation of the facilities. 

Near Miss An undesired event that under slightly different circumstances could 
have resulted in personal harm, property damage, or loss. Also 
referred to as an incident. 

Root Cause The underlying or basic factors which contribute to an incident. 
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Appendix 2 – Job Hazard Assessment Template  
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Appendix 3 – Preventative Maintenance Program  

 
1. Overview 
The proper maintenance of equipment, tools and vehicles is a vital part of a safety program. The 
preventa�ve maintenance program includes the follow requirements:  

• An inventory of maintenance items be maintained. 
• A maintenance schedule and records with a descrip�on of correct ac�ons taken are 

kept 
• Defec�ve tools, equipment and vehicles are removed from service.  
• All records are kept, and all employees are aware and follow the requirements of the 

program.  
 
All tools and equipment that employees use must be properly inspected, maintained, and kept 
in good repair. Our maintenance program will reduce the risk of injury, damage, and lost 
produc�vity. The qualifica�ons of maintenance personnel are key to the success of a 
maintenance program. All individuals who perform maintenance work shall have the 
appropriate skills and training to conduct the work in a safe manner.  
 
All St. Mary University’s area leaders will ensure individuals will receive training on the 
preventa�ve maintenance program and its requirements. Training will be documented, and 
records maintained. 
 
2. Responsibili�es 
 
The Senior Building Operator or Facili�es Specialist will ensure: 

• That the Preven�ve Maintenance Program is adhered to, and that all maintenance work 
be completed by the appropriate qualified individuals 

• Maintenance staff are aware of the building and equipment processes and are 
appropriately trained to complete Preven�ve Maintenance Program schedules. 

• A Preven�ve Maintenance Program is in place for all equipment, as well as all schedules/ 
frequencies for preventa�ve maintenance. Schedules and frequencies for preventa�ve 
maintenance are to be determined by the Senior Building Operator and/or Facili�es 
Specialist in conjunc�on with the manufactures specifica�on, best prac�ces, local 
legisla�on and any other industry recommenda�ons 

• Up to date records are maintained, securely stored and shared with Human Resources to 
document preventa�ve maintenance ac�vi�es  
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• Ensures that all contractors and partners agree to and sign the Contractor Health and 
Safety Orienta�on form.  

 
3. Procedures  
 
The following procedures are required for the success of the preventa�ve maintenance 
program.  
 

1. An inventory of tools, equipment, and vehicles to be maintained.  
It is the responsibility of each supervisor to maintain an inventory of all tools, 
equipment, and vehicles that their employees will be using. All tools and equipment in 
this inventory must be inspected and kept in good repair, if it is removed from service, 
the inventory must reflect its current status.  

 
2. A maintenance schedule and records with a descrip�on of correc�ve ac�ons taken are 

kept.  
All tools and equipment will require a record of maintenance, a date or schedule for 
upcoming maintenance, and correc�ve ac�ons for any iden�fied decencies. 
 

Records 
The maintenance program must contain a recording system. Part of this system should be made  
up of inventories and schedules. The recording system will document what maintenance work  
was done, when and by whom. Records will also include the pre-use inspec�on of equipment as  
per the manufacturer. 
 
Monitoring 
The monitoring func�ons in a maintenance program fall into two areas. First, all employees who 
are responsible for opera�ng or maintaining equipment must monitor that equipment to ensure 
that appropriate checks and maintained are done. This is accomplished through the pre-use 
inspec�on checklist that is included in each piece of mobile equipment. 
 
Secondly, Facili�es and the Safety Officer will monitor the en�re program to ensure that it is 
func�oning in accordance with this procedure.  
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Scheduled Inspec�ons and Maintenance 
All mobile equipment, vehicles, tools and miscellaneous equipment are to be inspected and 
maintained according to the following inspec�ons as a minimum. Records of all inspec�ons and 
maintenance should be completed and maintained for review and approval.  
 
Vehicle maintenance will be regularly scheduled as per the manufacturer recommenda�ons and 
completed by qualified personnel. Vehicles assigned to employees must have a monthly 
inspec�on with submited writen records.  
 
Safety equipment shall be inspected prior to every project. All repairs must be completed prior 
to use. Broken or damaged equipment shall be tagged and removed from service. Equipment 
shall be repaired by qualified personnel only. 
 
3. Defec�ve tools, equipment and vehicles are removed from service 
 
All tools, equipment and vehicles that are broken, require repair, unsafe or damaged will be 
removed from service un�l they can be repaired or replaced. They will be tagged or clearly 
marked as removed from service. All repairs will be completed by qualified personnel only. All 
records of remove from service, repairs and maintenance will be maintained.  
 
Employees will not, under any circumstance, use defec�ve tools, equipment or vehicles prior to 
their repair or replacement, failure to do so will result in disciplinary ac�on.  
 
Employees will not repair or modify any tool, equipment, or vehicle unless they are competent 
to do so and have Leader approval. 
 
Informa�on on the removal of service tag must include: 

• Date 
• Name of the worker who iden�fied the deficiency 
• Descrip�on of the tool or equipment (serial number) 
• Descrip�on of the defect 

 
All records are kept, and all employees are aware and follow the requirements of the program. 
All maintenance of equipment will require writen documenta�on which is to be kept for a 
period of three years.  
 
The following are examples of documenta�on to retain:  
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• General invoicing and receipts  
• Vehicle/equipment inspec�ons (daily, monthly, annual)  
• Vehicle/equipment cer�fica�ons  
• Pre-use inspec�on logs  
• Employee training or cer�fica�ons 

 
4. Defini�ons  
 
Preventa�ve Maintenance - Preven�ve maintenance (or preventa�ve maintenance) is 
maintenance that is regularly performed on a piece of equipment to lessen the likelihood of it 
failing. Preven�ve maintenance is performed while the equipment is s�ll working, so that it 
does not break down unexpectedly. 
 
5. Excep�ons 
 
This program only applies to tools, equipment and vehicles that require regular servicing as per 
the manufacture. 
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Appendix 4 – Workplace Inspection Form  

 
Facili�es and the Safety Officer will conduct quarterly inspec�ons in conjunc�on with the JHSC 
inspec�ons. 

StMU Site 
Inspection Checklist  
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Appendix 5 – Contractor Health and Safety Orientation  

 
St. Mary’s University operates on the tradi�onal territory located in Mohkínstsis (Calgary) on the 
ancestral territory of the Blackfoot Confederacy, the Tsuut’ina and Îyârhe Nakoda Na�ons, as 
well as the Me�s Na�on, Region 3. St. Mary’s is focused on developing the whole person: mind, 
body and spirit and commited to fostering an ins�tu�onal culture that values, supports, and 
promotes equity, diversity and inclusion with respect and accountability and the health and 
safety within our community. We expect the same commitment from our partners.  
 
Contractor Informa�on 
Name of 
Contractor______________________________Date_____________________________ 
Business Address________________________________  
City___________________ Province________________Postal Code_______________________ 
Phone Number__________________________________  
 
Insurance Informa�on  
Business License Number________________________________   
WCB Cer�ficate__________________________________  WCB Coverage 
Amount_____________ 
WCB Copy Provided      YES________         NO________ 
If WCB is less than $5 million, do you have addi�onal   YES________         
NO________ 
liability Business Insurance? 
 
I, ____________________on behalf of __________________________hereby atest that we 
fully understand the importance of adhering to safety regula�ons and procedures in the 
workplace.  As a company we are commited to maintaining and following a Health and Safety 
program including, but not limited to Training, Worksite inspec�ons, Emergency Management 
Plan and to St. Mary’s University’s policies and prac�ces. Therefore, it is our commitment to 
comply with all safety rules, guidelines, and protocols set forth by our organiza�on and 
regulatory bodies.  If requested, we agree to share any required documenta�on. 
 
We understand the poten�al risks and hazards associated with non-compliance, including but 
not limited to accidents, injuries, and damage to equipment. We are fully aware of our 
responsibility in ensuring a safe and healthy working environment for all staff members and 
visitors. 
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We commit to promptly report any observed unsafe condi�ons, acts, or poten�al hazards to the 
appropriate authori�es and the University. We will provide and use all necessary personal 
protec�ve equipment (PPE) and work tools in the correct and safe manner.  
 
We also understand that failure to adhere to safety standards may result in disciplinary ac�on, 
up to and including termina�on of our contract with St Mary’s University.  My signature below 
indicates my commitment to always uphold these safety prac�ces. 
 
_________________________                                               _____________________________ 
Signature      Date 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



Page | 40  
Health and Safety Manual 

October 2024   
 

Appendix 6 – Emergency Protocols Guide 

 
The general emergency procedures for St. Mary’s University are included in the Emergency 
Protocol Guide for Staff, Faculty, Students and Visitors. It provides the safety procedures to 
operate a safe campus environment during the delivery of the programs on and off the campus 
for the following topics:  
 

• Fire & Fire Related Evacua�on  
• Building and Campus Evacua�on  
• Ac�ve Shooter on Campus   
• Lockdown  
• Severe Weather  
• Power Outage  
• First Aid/ Accidents/ Injuries  
• COVID-19 Case  
• Wildlife on Campus  

 
Overview  
 
The university is required by law to ensure fire regula�ons are always followed, that proper 
safeguards are in place, that inspec�ons are carried out according to fire codes, and, that staff 
and students know proper evacua�on procedures in the event of an alarm and/or fire.  
 
Regula�ons  
 
St. Mary’s University requires an ac�on plan in the event of a fire alarm or poten�al emergency 
and must have procedures governing responsibili�es for maintaining the facili�es free from fire 
hazards.  
 
These procedures pertain to all of St. Mary’s University buildings and facili�es. 
 
 
The Emergency Protocol Guide for Faculty, Visitors, Staff, and Students details the ac�ons and 
responsibili�es required of departments, staff, and students during and alarm. It specifies the 
various inspec�ons required by law that must be carried out and the responsibility for these 
inspec�ons and checks. 
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Appendix 7 – Emergency Response Plan 

 

Emergency 
Response Plan - Sep    
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Appendix 8 – Fire Warden List 
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Appendix 9 – Incident Report Form 

 

Fill out an Incident Report via the St. Mary’s App or on our website:  
htps://stmu.ca/campus-life/student-services/health-well-being/  
 

 
 

https://stmu.ca/campus-life/student-services/health-well-being/
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Appendix 10 – First Aid Form 

 

Incident Report 
Form - Oct 2023.pdf  
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Appendix 11 – WCB Claim Form 

 

WCB Claim Form 
(Employer Report Fo 
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Appendix 12 – Campus Maps 
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Administra�on Building 
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Classroom Building 
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Heritage Building 
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LeForte Buildling 
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Library 
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McGivney Building 
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Appendix 13 – Safe Work Procedures: Hazardous Waste 

 
Blood and Bodily Fluid 
All individuals will take reasonable precau�ons to avoid contact with blood/bodily fluids cleanup 
of blood/bodily fluids. 

1. Contact Campus Security  
2. Gloves (Impermeable) are to be worn by all individuals assis�ng with first aid when 

blood or body 
3. fluid is an�cipated or evident. 
4. Gloves (Impermeable) will be worn for the handling of all contaminated items. 
5. Gloves will be changed between trea�ng individuals requiring assistance to prevent 

cross 
6. contamina�on/infec�on. 
7. Facili�es will have maintained an up-to-date, fully stocked First Aid kit (including gloves). 
8. All sharps will be disposed in marked sharp disposal containers. 

 
Post – Exposure to blood or body fluids 
In the event of exposure to blood or body fluids the following steps must be followed: 

1. Treatment of the wound itself would be put on gloves and apply direct pressure.  
2. Discard of blood/fluid-soaked bandages/clothing.  
3. Thoroughly wash hands with Warm soapy water.    

 
Hantavirus and Animal Waste 
Hantavirus is a disease that can be carried by species of rodents. Hantavirus infec�on is rarely 
transmited to human, but when it is, the virus can cause a serious lung disease known as 
Hantavirus Pulmonary Syndrome. 
 
Precau�ons: 

• Do not handle live rodents 
• Do not touch or disturb mouse nests or burrows 
• Do not vacuum, dry sweep or air hose areas where droppings are present, un�l the 

area is disinfected 
 
Cleanup of Rodent Droppings 

• Cover any areas of broken skin 
• Wear impermeable gloves 
• Wear a disposable N95 face mask 
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• Spray the urine and droppings with a disinfectant or a mixture of bleach and water 
and let soak 5 

• minutes. The recommended concentra�on of bleach solu�on is 1 part bleach to 10 
parts waters. 

• When using a commercial disinfectant, following the manufacturer’s instruc�ons on 
the label for 

• dilu�on and disinfec�on �me 
• Dispose of rodents and droppings in a sealed bag 
• Disinfect non-disposable clothes and gloves before removal 
• Wash hands and face thoroughly with soap and water 

 
Defini�ons: 
Bodily Fluids - A natural bodily fluid or secre�on of fluid such as blood, semen, or saliva. 
Impermeable - not able to be broken through, or not allowing fluids to pass through. 
 
Excep�ons: 
This procedure will apply to all St. Mary’s University employees, students, and visitors. 
Contractors may follow their own company procedures if they meet or exceed these 
requirements. 
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Appendix 14 – Safe Work Procedures: Portable Ladders 

 
Portable ladders should only be used where there are no permanent or temporary stairways or 
work pla�orms available for the task. 
 
All ladders will be used and maintained as per the manufacturer's recommenda�on. Any 
employee who is working from a ladder that may fall 3 metres or more, must use a personal fall 
arrest system unless: 

• The work is a light duty task for a short dura�on 
• The workers centre of balance is at the centre of the ladder at all �mes 
• The worker maintains three-point contact whenever an arm is extended beyond the 

side rails 
 
Procedures 
All employees will be instructed on the use, inspec�on, and maintenance of ladders. The St. 
Mary’s University facili�es department will be responsible to ensure the items below, and that 
training has occurred, prior to use. 
 

• A ladder will not consist of a fastening cleat across a single rail or post. 
• Wooden ladders must not be painted. 
• All ladders will be inspected prior to performing a task. 
• Ladders used in the servicing of energized or poten�ally energized equipment must 

be made of non-conduc�ve material. 
• Work must not be performed from either the top two rungs, steps or cleats unless 

the manufacturer’s specifica�ons allow it. 
• Individual using St. Mary’s University’s portable ladders must ensure the ladder: 
• Is secured against movement 
• Has a stable base, 
• Has an incline that is no further than one quarter of the distance from the base of 

the ladder to the point of contact on the wall. 
• Side rails must extend at least 1 metre above pla�orm, landing, or parapet. 

 
Excep�ons 
Contractors may follow their company’s procedures in the event they meet or exceed this 
standard. 
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Appendix 15 – Safe Work Procedures: Manual Lifting 

 
This safe work procedure covers the li�ing, lowering, pushing, pulling, carrying, holding, 
dragging and suppor�ng of objects and materials. This is known as manual handling, manual 
li�ing or material handling and is the leading cause of musculoskeletal injuries or MSIs. 
 
Procedures 
Risk Factors 
When performing a task, there are a number of factors that can contribute to the possibility of 
injury: 

• the distance between the object being li�ed and the front of the body 
• the number of li�s performed repeatedly 
• the dura�on of the li�ing ac�vity 
• the star�ng height from which the object is li�ed 
• the finishing height to which the object is li�ed 
• the extent to which the body twists during the ac�vity 

 
To reduce the risk of injury from li�ing heavy or awkward loads, the following procedures may 
be used: 

1. Adapt the load to make it easier to li�, lower, push, pull, carry, handle or transport 
without injury. 

a. Reduce the weight of the load by dividing it into two or more manageable loads. 
Any object that is over 50 lbs. or 22 Kg should not be li�ed unassisted. 

b. Reduce the distance the load must be held away from the body by reducing the 
size of the packaging 

c. Provide handholds 
2. Minimize the manual handling required to move the load 

a. Team li�s the object with two or more people 
b. Improve the layout of the work process to minimize the need to move materials 
c. Use a carrying device such as a wagon, cart, trolley, or other device must be used 

as designed and capable of safely handling the load 
3. Loads should be pushed rather than pulled. The reasons behind this are: 

a. Your feet and ankles may come into contact with object or material, resul�ng in 
an injury 

b. When pulling a load while facing the direc�on or travel means that the arm is 
stretched behind the body, placing the shoulder and back in an unnatural 
posi�on. 
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c. When you are pulling while walking backwards, you are unable to see where you 
are going 

 
Li�ing Technique 

1. Keep the natural curve in your lower back 
a. When standing straight, the lower back naturally curves to create a slight hollow. 

Always try to maintain this curve when li�ing, lowering, or moving objects. The 
spine and back are at their most stable in this posi�on. 

2. Contract your abdominal muscles 
1. a.   Contract the abdominal muscles during li�ing, lowering, and moving ac�vi�es. 

Contrac�ng those   muscles even a small amount improves spine stability and reduces 
the likelihood of injury. 

2. Avoid Twis�ng 
a. Twis�ng the back can make it less stable, increasing the likelihood of injury. 

Contrac�ng the abdominal muscles help reduce any tendency to twist. 
3. Hold it close 

a. Keep the load as close to the belly buton and body as possible. Doing so reduces 
the strain on the muscles of the back and trunk. If necessary, use protec�ve 
clothing such as leather aprons so that sharp, dirty, hot or cold objects can be 
held as close to the body as possible. 

4. Li� with your legs, not your back 
a. Place the load between your knees, and then li� with your legs, not your back, 

otherwise known as the “squat li�”. 
 
Musculoskeletal Injuries 
Musculoskeletal injuries (or MSIs) include repe��ve strain injuries, repe��ve mo�on injuries, 
cumula�ve trauma disorders, overexer�on, and overuse injuries. These injuries occur when 
bones, joints, ligaments, tendons, muscles blood vessels and other so� �ssues are damaged. 
 
Signs and Symptoms 
Redness, swelling and the loss of normal joint movement are the first signs of a MSI that can be 
seen. Unseen symptoms are numbness, �ngling or pain. 
 
If nothing is done to correct the problem causing the MSI, it may lead to increased discomfort 
and disability. 
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Stage 1 
• Discomfort may persist for weeks or months but is reversible 
• Most people experience pain and weakness during work ac�vi�es but improve on 

days off work 
• Interference with work tasks is minimal 

 
Stage 2 

• Discomfort may persist for months 
• Symptoms begin more quickly and last longer 
• Physical signs may be present, and sleep may be disturbed 
• Work tasks may be difficult to perform 

 
Stage 3 

• Discomfort may persist for months or years. 
• Symptoms are always present, even at rest. 
• Ac�vi�es of daily living are disrupted, and sleep is disturbed 
• The person is unable to perform light du�es at work 
• The likelihood of recovery is poor. 

 
Musculoskeletal Injury Risk Factors 
Awkward Body Posi�ons: 
The loca�on and orienta�on of the object being worked on, poor worksta�on design, product, 
or tool design or poor work habits can give awkward body posi�ons. Leaning forward from the 
waist for extended periods of �me, or bending the neck downwards at an exaggerated angle, 
can load muscles with “sta�c work”. 
 
Sta�c work involves muscles being tensed in fixed posi�ons and over �me, becoming �red, 
uncomfortable and possibly painful. 
 
Forceful Exer�ons: 
Forceful exer�ons (excessive force) may overload muscles, tendons, and ligaments. They may 
occur when li�ing, pushing, pulling, and reaching. Awkward wrist and arm posi�ons may also 
contribute to the problem i.e., a bent tool eliminates an awkward wrist posi�on and provides a 
good grip. 
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Repe��on: 
Without sufficient �me to recover between repe��ons, muscles become �red and may cramp 
and eventually wear the body down. The �me it takes to develop an injury depends on how 
o�en a repe��ve mo�on is performed, how quickly it is performed, and for how long the 
repe��ve mo�on con�nues. 
 
Repe��ve work, when combined with awkward body posi�ons and forceful exer�ons, 
drama�cally increases the risk of injury. 
 
Defini�ons: 
Musculoskeletal injuries – Damage caused to bones, joints, ligaments, tendons, muscles blood 
vessels and other so� �ssues, typically the result of repe��ve mo�on, awkward body posi�on 
or forceful exer�ons. 
Manual Li�ing – Also known as Manual Handling is any transpor�ng or suppor�ng of a load 
(including the li�ing, pu�ng down, pushing, pulling, carrying, or moving thereof) by hand or 
bodily force. 
 
Excep�ons: 
Contractors working for St. Mary’s University may use their own policies or procedures if they 
meet or exceed this procedure. 
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Appendix 16 – Safe Work Procedures: Noise 

 
This safe work procedure has been developed with the purpose of minimizing exposure to noise 
hazard present at St. Mary’s University, as well as to promote hearing conserva�on. In specific 
loca�ons of the university, or during certain work ac�vi�es, the possibility exists that 
employees, students and visitors may be exposed to significant levels of noise. This safe work 
procedure aims to reduce the poten�al for noise induced hearing loss and to address the 
poten�al for noise exposure. 
 
Procedures 
Duty to Reduce 
All reasonably prac�cable measures are to be used to reduce the noise which employees, 
students and visitors are exposed to in all areas of the university. As the noise hazard is 
recognized in an area, measurements are to be obtained and appropriate controls implemented 
to reduce the risk of injury. 
 
Noise can be reduced using the following: 
Engineered Controls 
To reduce or eliminate noise hazards, engineering controls can be used to reduce noise 
generated at the 
source. 

1. Subs�tu�on 
a. Replacing noisy equipment, machinery, or processes with quieter ones. 

2. Modifica�on 
a. Installing mufflers or sound absorbing materials, reducing vibra�on, opera�ng at 

lower speeds 
3. Isola�on 

a. Segrega�ng with sound barriers or par��ons, enclosing equipment, or processes 
4. Maintenance 

a. Performing scheduled maintenance as per the manufacture’s specifica�ons  
 
Administra�ve Controls 
When a noise hazard cannot be controlled by an engineered control, or in addi�on to an 
engineering control, administra�ve controls can be used to reduce noise. Examples include: 

1. Scheduling nosier opera�ons at �mes where fewer people are present 
2. Using job rota�on to limit exposure 
3. Training on how to conduct work ac�vi�es while minimize noise 
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Personal Protec�ve Equipment 
When engineering and administra�ve controls are insufficient to reduce noise exposure, 
hearing protec�on devices will be provided. Earmuffs and ear plugs are hearing protec�on 
devices designed to reduce the level of sound reaching the eardrum. The amount of protec�on 
provided by earmuffs and ear plugs is dependent on device characteris�cs and how it is worn. 
The type of hearing protec�on selected must be capable of keeping noise exposure at the ear 
below the occupa�onal exposure limits for noise. 
 
Excep�ons 
Contractors must demonstrate a health and safety program that meets or exceeds this safe 
work procedure. 
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Appendix 17 – Safe Work Procedures: Personal Protective Equipment (PPE) 

 
St. Mary’s University is commited to the health and safety of all its employees, students, and 
visitors. A key part of safety is personal protec�ve equipment (PPE). 
 
It is the responsibility of all employees, students, and visitors to properly use and the provided 
personal protec�ve equipment. St. Mary’s University will provide employees with Personal 
Protec�ve Equipment, as per the Hazard Assessment. 
 
Procedures 
Hazard Assessments 
Each department, work area or posi�on will have a hazard assessment that iden�fies the 
required PPE appropriate to the hazards. If the hazard assessment contains a PPE requirement, 
employees, students and visitors will be required to properly use PPE that is correct for the 
hazard. 
 
Training 
Employees, students, or visitors that may be required to wear PPE will receive training on: 

• The proper use, care, limita�ons, and maintenance of the personal protec�ve 
equipment 

• Inspec�on of PPE prior to use 
• Removal of PPE from service 

 
Inspec�on and Maintenance 
All PPE is to be inspected as per the manufacturer prior to use. Any PPE that fails inspec�on will 
be removed from service un�l repaired or replaced. 
 
PPE will be maintained as per the manufacturer’s recommenda�ons by the assigned employee. 
 
Eye Protec�on 
When the risk of eye injury or irrita�on is present in an area of campus or during a work ac�vity, 
eye protec�on must be worn. This eye protec�on must meet the following requirements: 

1. The eye protec�on must be properly fi�ng and appropriate to the work being done and 
the hazards involved 

2. Is CSA approved. 
 
 



Page | 73  
Health and Safety Manual 

October 2024   
 

Prescrip�on Eyewear: 
Employees, students, and visitors may wear proscrip�on eyewear in the place of safety glasses if 
the following requirements are met: 

1. The prescrip�on glasses meet all the requirements for safety eyewear 
2. Do not have glass lenses if a danger of impact exists, unless they are behind addi�onal 

equipment 
3. Have treated lenses that meet ANSI Standards.  

 
Respiratory Protec�ve Equipment: 
Respiratory protec�ve equipment may be required if: 

1. A staff or faculty member or student is or may be exposed to an airborne contaminant 
or a mixture of airborne contaminants in a concentra�on exceeding the acceptable 
occupa�onal exposure limits 

2. A person is or may be exposed to an airborne biohazardous material 
a. If an employee’s or student’s hazard assessment iden�fies the requirement for 

respiratory protec�on, then its use will be mandatory. 
 
Respiratory protec�ve equipment will be stored: 
 

• In a readily accessible loca�on 
• In a manner that prevents contamina�on 
• Maintained in a clean and sanitary condi�on 
• Inspected before and a�er each use 
• Serviced and used as per the manufacturer 

 
Contact Lenses: 
Contact lenses may be worn when combined with the appropriate eye protec�on, unless the 
ac�vity poses an increased risk of injury due to contact lenses use. These ac�vi�es include: 

• Welding 
• Handling Chemicals 
• Work ac�vity creates dust or airborne par�culates 
• Chemicals or products create gases or vapors that can cause irrita�on 
• Grinding or ac�vi�es that can create flying par�cles 
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Foot Protec�on 
Employees, students, or visitors who are engaged in ac�vi�es or entering areas where they are 
at an increased risk of foot injury will be required to wear footwear appropriate to the task 
based on poten�al hazards. When conduc�ng the hazard assessment, the following 
factors/hazards will be considered: 

• Slipping/Uneven terrain 
• Abrasion 
• Ankle protec�on/Foot support 
• Corrosive substances/Electrical shock 
• Temperature extremes 
• Puncture/Crushing poten�al 

 
Head Protec�on 
If there is a foreseeable danger of head injury, employees will be required to wear protec�ve 
headwear that is appropriate to the hazard, as iden�fied by the hazard assessment. This 
headwear must meet either CSA Standard CAN/CSA-Z94.1-05, Industrial Protec�ve Headwear or 
ANSI Standard Z89.1-2003, American Na�onal Standard for Industrial Head Protec�on 
 
Defini�ons 
CSA - Canadian Standards Associa�on 
ASTM - American Society for Tes�ng and Materials 
ANSI - American Na�onal Standards Ins�tute 
 
Excep�ons 
Contractor requirements may meet or exceed this standard. 
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Appendix 18 – Safe Work Procedures: Powered Mobile Equipment 

 
This powered mobile equipment safe work procedure covers any self-propelled machine that 
assists in the movement or transport of materials, equipment, or acts as a pla�orm to conduct 
work. This equipment includes: 

• EZ-GO 
• Snow Blower 
• Lawn Mower 
• Lawn/Snow Tractor 
• Zero Turn Lawn Machine 

 
Procedures: 
Equipment Competency 
Operators of powered mobile equipment must have sufficient educa�on, training, and 
experience. 
Employees and students must not operate powered mobile equipment unless: 

1. They are trained to safely operate the equipment. Copies of applicable training 
cer�fica�ons must be  provided for supervision. 

2. Can demonstrate competency in opera�ng the equipment.  
3. The employee or student is familiar with the equipment’s opera�ng instruc�ons 
4. Employee or student has authoriza�on from the university to operate the 

equipment. 
 
Inspec�ons and Maintenance of Equipment 
Regular inspec�ons must be conducted to ensure that equipment is in a safe opera�ng 
condi�on. All equipment must be maintained according to the manufacturer’s instruc�ons. 
Writen records of the inspec�ons, repairs and maintenance carried out on all powered mobile 
equipment must be kept and made readily available to the operator of the equipment. It is the 
responsibility of the Facili�es department to ensure that these records are maintained for their 
equipment. 
 
Pre-Use Inspec�ons 
An inspec�on must be completed before powered mobile equipment is used to ensure that it is 
in safe opera�ng condi�on and that no one will be endangered by the start-up of the 
equipment. Pre-use inspec�ons will be completed as per the manufacturer, using their provided 
checklist. 
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Defects, Repairs and Removal from Service 
When a defect or unsafe condi�on is iden�fied, the powered mobile equipment must be, as 
soon as is reasonably prac�cable, removed from service un�l the unsafe condi�on has been 
corrected.  
 
Unatended Equipment 
When powered mobile equipment is le� unatended, ac�on must be taken to keep 
unauthorized people from moving the equipment, and to prevent the equipment from 
inadvertently moving. The keys should be removed, brakes should be set, and the wheels 
blocked when on sloping ground. Elevated parts must be lowered to the ground. 
 
Operators of Powered Mobile Equipment 
All operators of powered mobile equipment must: 

• Report any condi�ons affec�ng the safe opera�on of equipment. Remove defec�ve 
equipment from service. Do not operate defec�ve equipment. 

• Operate the equipment safely 
• Always maintain full control of the equipment 
• Use the seat belts and other safety equipment in the equipment if equipped 
• Ensure that passengers use seat belts and other safety equipment if equipped 
• Keep the cab, floor, and deck free of materials, tools or other objects that could 

interfere with the opera�on of the controls or create a tripping or other hazard to 
the operator or other occupants of the equipment 

 
Dangerous Movement 
If the movement of any part of the equipment creates a danger to people in the vicinity: 

• Restrict access to the area within range of the equipment. Create a barrier to 
prevent pedestrians or employees from entering. 

• Do not move the load or equipment if there is a danger to anyone in the vicinity. 
 
Pedestrian traffic 
In any areas where the use of powered mobile equipment is required, the university will: 

• Provide designated walkways that separate pedestrian traffic from areas where 
equipment is being operated and ensure that walkways are being used. 

• If walkways are not reasonable, then access to these areas must be restricted. 
 
 
 



Page | 77  
Health and Safety Manual 

October 2024   
 

Employee Transporta�on 
When opera�ng powered mobile equipment, no part of an operator’s or passenger’s body can 
extend beyond the side of the vehicle or equipment while it is in opera�on. No person may ride 
on top of a load that is being moved. 
 
Defini�ons 
Competency - A competent person is an employee who can recognize hazards associated with a 
par�cular task and has the ability to mi�gate those hazards. Competence is the ability of an 
individual to do a job properly. 
 
Excep�ons 
Contractors with a valid safety program may use procedures that meet or exceed this standard. 
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Appendix 19 – Safe Work Procedures: Tools, Equipment & Machinery 

 
The purpose of this safe work procedure is to reduce the risk of injury when using power tools, 
rota�ng equipment and machinery. All employees, and students at St. Mary’s University will be 
required to follow the procedures listed. 
 
All tools, equipment and machinery must be used and maintained as per the manufacturer’s 
recommenda�ons. 
 
Pre-use inspec�ons are required for all tools and machinery. Any defects must be reported, and 
equipment that pose a safety risk must be removed from service un�l repairs are completed or 
the equipment is replaced. 
 
Procedures 
Contact by Clothing 
If there is a risk of clothing, jewelry, or hair making contact the moving parts of machinery, 
electrically energized equipment, or any part of the work process, then the following 
precau�ons must be taken: 

1. Wear clothing that fits closely to the body, this will reduce the likelihood of loose 
clothing becoming caught or tangled 

2. Do not wear any bracelets, rings, dangling neckwear, wristwatches, or similar 
jewelry/accessories. 

3. This does not apply to medical alert bracelets with break away or tear way bands. 
4. Long hair should be secured to prevent it from becoming snagged 

 
Opera�ng Machinery 
Before star�ng or opera�ng machinery, ensure that star�ng the equipment will not endanger 
the operator or anyone in the vicinity. 
 
Powered Hand Tools 
Grinders: 
All grinders must be operated in accordance with the manufacturer’s specifica�on, and they 
must have a guard installed. When using a grinder, ensure that the object being ground cannot 
move. When changing atachments or adjus�ng the tool, ensure that the grinder has come to a 
full stop and will not start unexpectedly. 
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Chainsaws: 
All chainsaws must be operated, adjusted, and maintained as per the manufacturer. Chainsaws 
should be designed or equipped to prevent kickback, and do not adjust the chain while the 
saw’s motor is idling. Employees using a chainsaw must be using adequate Personal Protec�ve 
Equipment or techniques to prevent injury. PPE for chainsaws includes chainsaw rated work 
boots and leggings. 
 
Excep�ons 
Contractors may follow their company’s policies or procedures that meet or exceed this 
standard. 
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Appendix 20 – Safe Work Procedures: Workplace Hazardous Materials Information 
System (WHMIS) 

 
St. Mary’s University through the OH&S Act and this procedure will provide employee training, 
labels to iden�fy the controlled products and Safety Data Sheets (SDS's) on every controlled 
product. 
 
St. Mary’s University is commited to providing an effec�ve Workplace Hazardous Materials 
Informa�on System (WHMIS) Procedure to protect our employees, students, and visitors when 
they are working with or near hazardous materials. 
 
This program applies to all personnel associated with St. Mary’s University. This includes all 
employees and students that handle or use hazardous products as part of their studies. 
Updated cer�fica�on is required every 3 years. 
 
Defini�ons 
Controlled Products – Controlled products are hazardous materials that can impact the health 
and safety of the workplace and its employees. These products will be supplied with an SDS for 
informa�on of handling of the product. 
 
Roles and Responsibili�es: 
Human Resources 

• Share the WHMIS program and send informa�on to laboratory, Fitness Centre and 
facili�es individuals. 

• Track WHMIS cer�fica�ons. 
 
Leaders 

• Ensure that applicable employees and students complete WHMIS training module 
before handling any hazardous material.  

• Ensure hazardous products are properly labeled 
• Ensure employees and students receive training workplace specific procedures for 

storage, handling, use,  disposal, emergencies, and spills on the hazardous materials 
they work with 

• Maintain and provide access to up to date Safety Data Sheets to employees and 
students 

• Responsible for providing current site-specific training including how the product is 
used, how and where to store it and how to dispose of the product. 
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Employees and Students 

• Par�cipate in the educa�on and training programs on controlled products 
• Follow storage, handling, and use guidelines for controlled products 
• Take necessary steps to protect themselves and their co-workers 
• Par�cipate in iden�fying and elimina�ng risks 
• Prepare workplace/laboratory labels as needed 

 
Procedures 
Labels 
Supplier labels are atached by the supplier and must contain the following informa�on: 

• Product iden�fier – the brand name, chemical name, common name, generic name, 
or trade name of the   hazardous product. 

• Ini�al supplier iden�fier – the name, address and telephone number of either the 
Canadian manufacturer or   the Canadian importer. 

• Pictogram(s) – hazard symbol within a red "square set on one of its points". 
• Signal word – a word used to alert the reader to a poten�al hazard and to indicate 

the severity of the hazard. 
• Hazard statement(s) – standardized phrases which describe the nature of the hazard 

posed by a hazardous  product. 
• Precau�onary statement(s) – standardized phrases that describe measures to be 

taken to minimize or prevent adverse effects resul�ng from exposure to a hazardous 
product or resul�ng from improper handling or storage of a hazardous product. 

• Supplemental label informa�on – some supplemental label informa�on is required 
based on the classifica�on of the product. 

• Workplace labels are to be updated as soon as prac�cable a�er a supplier provides 
significant new data to the employer. These labels are to be placed on secondary 
containers when decanted from supplier containers and must contain the following 
informa�on; 
o Product name that matches the product name on the SDS or original supplier 

label. 
o Safe handling precau�ons which may also include pictograms or other supplier 

label informa�on. 
o A reference to the SDS. 
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Material Safety Data Sheets (MSDS) and Safety Data Sheets (SDS) 
MSDSs/SDSs are summary documents that provide informa�on about the hazards of a product 
and advice about safety precau�ons. MSDSs and SDSs are usually writen by the manufacturer 
or supplier of the product. 
 
SDSs cannot be kept in locked cabinets/rooms/desks, they must be accessible to anyone that 
works on or near the controlled product. They can be available in either physical or electronic 
form, as long as they are reasonably accessible to staff and students. 
 
Disposal of Hazardous Waste and Spills 
Lab instructors will be responsible for developing and implemen�ng procedures for waste 
disposal in their specific areas. Do not put any hazardous materials in the regular garbage or 
into the drains. 
 
Prior to work with hazardous materials: 

• Determine spill procedures from MSDS for all chemicals 
• Anyone handling hazardous materials are required to be trained in spill procedures 
• Obtain proper spill kits and clean up equipment. 

 
Small spill that poses no immediate threat to health: 

• No�fy occupants in the immediate area of the spill 
• Use spill kits to absorb and contain according to spill procedure 
• Place material in a secure and ven�lated area 
• Dispose of material appropriately. 

 
Large spills or spills that pose an immediate threat to health: 

• Evacuate immediate area 
• Contact your Leader and inform of the spill 
• Contact Campus Security 
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