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Administrative Procedure 161 – Appendix D



OCCUPATIONAL HEALTH AND SAFETY CHECKLIST FOR PRINCIPALS AND NON-SCHOOL BASED DEPARTMENT HEADS Background The following checklist is designed to assist principals and non-school based department heads to ensure that all required aspects of the district’s Occupational Health and Safety program are implemented on an annual basis each fall and continued throughout the school year. Specific details related to each item below can be found in the Occupational Health and Safety Manual. The OH&S Manual (red binder) can be found electronically on the district intranet site at the following location: http://intranet/default.asp?V_ITEM_ID=572. The principal of each school is the ultimate person responsible for the success of the OH&S program at the school. The district OH&S program and its requirements can seem like a daunting task to complete at the beginning of the school year, so a list of what needs to be completed by September 30th and how to do it has been provided below. We highly recommend you meet with your staff prior to the students’ return in order to remain compliant and avoid delays. All the district OH&S requirements listed below must have the corresponding documentation housed in the site’s OH&S document binder (blue). The OH&S document binder for the site must also include the two previous years’ information, with the most recent documentation at the front of each section in the binder. We recommend you only keep the current year in your document binder and archive the rest in a separate binder. Please note that while the principal is ultimately responsible for the OH&S program at the school, the principal does not have to personally complete each task. The principal can delegate some of the tasks listed below and just ensure that the person they have designated completes the task by the principal’s deadline and the documentation is in the site’s OH&S Document binder. 1. Complete the Action Plan template (copy of template in District OH&S Manual) 2. Provide all staff with the OH&S orientation 2.1



Use the district standardized OH&S orientation, updated in July. The updated version is available on the district intranet. If your site does not have a copy, please contact Manager, Employee Wellness & Safety, and a copy will be emailed to you.



2.2



Ensure all staff members (teachers, support staff and caretakers) receive an OH&S orientation.



2.3



All employees must sign in on a sign-in sheet. As a sign-in sheet is a legal requirement, employees must provide the date and their signature beside their typed name, not just a check mark.
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2.4



All staff must be provided with an updated copy of the OH&S Information Package. (A copy of OH&S Information Package will be sent to all sites in August; just add copy of qualified first aiders at your site to the package before providing to employees).



2.5



A copy of the OH&S orientation, information package and completed sign-in sheet must be housed in your OH&S document binder.



3. Complete the Position Hazard Assessments with all staff (a list of the district positions that have Position Hazard Assessments can be found on pages 3.18 to 3.21 of the OH&S Manual). Include any Task Hazard Analyses and/or Safe Work Practices that are relevant to that position. 3.1



Review the relevant Position Hazard Assessments with individuals



3.2



Ensure you provide employees with a Position Hazard Assessment with copies of any Task Hazard Analysis’ and/or Safe Work Practices that are relevant to their position.



3.3



Once signed off by the employee and principal or designate, provide a copy of the document(s) to the employees and house originals in OH&S Document Binder. Position Hazard Assessments must be completed on an annual basis.



4. Complete the worksite inspections – use templates from OH&S Manual section 3 (Hazard Assessment and Control) 4.1



Suggestion – After the OH&S Orientation, provide each staff member with their Position Hazard Assessments and a form for a specific room, give them 20-25 minutes to complete the form and return to you. You have then completed the Position Hazard Assessments and Worksite Inspections for your entire site in 25 minutes!



5. Emergency Response Plan 5.1



Complete an Emergency Response Plan utilizing the Emergency Response Plan template from the OH&S Manual. (copy of template in OH&S Manual)



5.2



Ensure all monthly safety drills are recorded on the Safety Drill Record Form (copy of template in OH&S Manual). Monthly drills including six (6) fire drills (with the actual fire alarm pulled) and two lockdown drills must be completed annually. Contact Highfield Security prior to setting off the fire alarm. Please contact your area superintendent when you are starting a lockdown drill.



5.3



Ensure that every classroom at your site has an Emergency Response Classroom Flipchart hanging by the door of the classroom. Please contact Manager, Employee Wellness & Safety, if you require additional Emergency Response Classroom Flipcharts for your school.



6. Get list of qualified first aiders at your site 6.1



List can be retrieved from Professional Development department in the fall.
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6.2



Update and change list of qualified first aiders hanging by each First Aid kit. List changes annually as teachers or administration change locations.



6.3



Put someone in charge of checking First Aid kits on a monthly basis to ensure items that have been used are replaced.



7. Get copies of employees at your site who are trained in WHMIS (Workplace Hazardous Materials Information System) and TDG (Transportation of Dangerous Goods) 7.1



List can be retrieved from the Professional Development department in the fall.



7.2



Suggestion – Have your administrative secretary in addition to Science Teachers, and applicable CTS Teachers trained in WHMIS and TDG as we direct all visitors (including a delivery person) to the main office.



8. Get copies of the Chemical Inventory lists – caretakers, science and CTS 8.1



Get copies of chemical inventory lists from site’s caretaker, science teacher and/or CTS teacher. Ensure they are dated.



9. When, and if, your caretaker has hazardous waste removed from your site, ensure the Worksite Hazardous Waste Disposal document is completed by your caretaker. Ensure it is housed in the OH&S document binder. (template in OH&S Manual) These items are picked up four times per year. Please contact the Senior Officer, Health and Safety, for pick-up dates. 10. When, and if, your site receives dangerous goods, ensure the Receiving Dangerous Goods (TDG) checklist is completed. Ensure it is housed in your OH&S document binder. (template in OH&S Manual) 11. Ensure a copy of the Confined/Restricted Space Map and permits for your school are in your OH&S document binder. 12. Read through Infection Control Section of Manual to ensure your site responds appropriately to items such as: influenza outbreaks, water clean-up, animals in the classroom, school stores, human and/or animal bites, cleaning of classroom, etc. 13. Read through the Third Party Contractor Section of the Manual to ensure your site is responding appropriately for school initiated contractors, to complete program support activities (e.g. artist in residence, photographers, performances, speakers, etc.) 14. Maintain all audit reports in your OH&S document binder. The OH&S manual is for both you and your staff to utilize. Should your staff wish to view the OH&S manual, let your staff know that they can access your copy of the manual or view it on-line on the intranet site at: Our Services/Human Resources/Occupational Health and Safety. http://intranet/default.asp?V_ITEM_ID=572  A link to the Alberta Occupational Health and Safety Act, Regulation and Code is also located on the district intranet at the above location.
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Approval Date:



April 12, 2016



Reference: School Act Section 18, 20, 45.1, 60, 61, 113 Alberta Health Act Emergency Medical Aid Act Freedom of Information and Protection of Privacy Act Health Information Act Occupational Health and Safety Act Personal Information Protection Act Public Health Act Alberta Fire Code Regulation Communicable Disease Regulation 238/1985 Occupational Health and Safety Code Occupational Health and Safety Regulations Canadian Standards Association (CSA) Standards City of Calgary Fire Department Occupational Health and Safety Manual Records Management Manual Risk Management Manual Safe Work Practices Manual Principal/Department Head OH&S Checklist and Information (PDF)
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