
Health and Safety Policy:

(Insert school authority here) is committed to the protection of our employees, contractors,
volunteers and the students we serve.

In fulfilling this commitment, the school administration will provide and maintain a safe 
and healthful work environment in accordance with industry standards and in compliance
with legislative requirements, and will strive to eliminate any foreseeable hazards which
may result in injury, illness or damage.

We are all responsible for preventing incidents within our facilities and are each expected 
to comply fully with all applicable health and safety laws, rules and regulations. 

Incidents can be prevented through good management in combination with active employee
involvement. Participation in the safety and health program is the direct responsibility of 
all employees. All employees will perform their jobs in compliance with established safe
work practices.

The information in this policy does not take precedence over OHS legislation. All employees
should be familiar with the OHS Act, Regulation and Code. A copy of the legislation is 
available in every school office.

To ensure that this policy continues to meet our needs, this school authority will review 
it each year.

Signed:

Superintendent, headmaster or equivalent

School authority

Date
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Responsibilities:

Everyone within the operations of the (insert school authority here) has responsibilities 
to help create and maintain a safe working environment for themselves and others. Clear
expectations are necessary to ensure that everyone is aware of their rights and obligations.
This will enable the (insert school authority here)’s health safety management system to
operate effectively.

Everyone has the right to work in a safe and healthy environment. 

Therefore, the (insert school authority here) will clearly describe the roles and responsi-
bilities of all levels within the operations, including the Board or Authority, Management
(Principal or System Administrators), workers, volunteers, contractors and students.

These expectations will be a condition of employment and must be followed.

Board or Authority Responsibilities:

> Provide a safe workplace

> Inform all employees of their OHS rights and obligations 

> Ensure that the health and safety program is created, operating and maintained 
as intended by actively overseeing, participating in and maintaining control of 
the program

> Establish policies and procedures for the health and safety management system

> Ensure adequate resources are available to successfully build and implement 
this system
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Principals and System Administrator Responsibilities:

> Implement a heath and safety program in their facilities

> Inform all employees of their OHS rights and obligations

> Inform employees of any hazards specific to their location or nature of their work

> Ensure all employees perform their duties in accordance with applicable legislation

> Ensure all employees are aware of and comply with all aspects of the health and 
safety program

> Ensure all employees are competent by continuously providing adequate and necessary
training in a timely manner

> Regularly inspect and correct substandard conditions

> Ensure all incidents and near misses are reported and investigated

> Ensure proper maintenance of equipment and tools

> Ensure all contractors and workers are aware of (insert school authority here)’s 
expectations

> Identify troubled or impaired workers and ensure they are looked after appropriately

Worker Responsibilities:

> Know and follow all aspects of the health and safety program 

> Report all incidents, near misses, injuries, unsafe acts or conditions and infractions, 
no matter how small

> Wear all personal protective equipment required by safe job procedures, regulations 
or policies

> Take every reasonable precaution to ensure the safety of yourself, other workers 
and students

> Refuse to perform work when unsafe conditions exist or when not properly trained 
to do the job, in accordance with Section 35 of the OHS Act

> Know the locations and operations of the emergency safety equipment

> Be familiar with emergency response protocol
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Contractor Responsibilities:

> Present proof of good standing with the Workers’ Compensation Board of Alberta 
and provide proof of insurance before working on any (insert school authority here)
job location 

> Follow all aspects of (insert school authority here)’s health and safety program

> Take work hazards seriously and protect yourself and others from danger

> Report all hazards, near misses, injuries or incidents that occur while working at a
(insert school authority here) facility

> Comply with all legislated requirements pertaining to your scope of work

Visitors, Parents, Guests and Volunteer Responsibilities:

> Report to the main office prior to entering the facility

> Wear personal protective equipment when required and follow the instructions and
rules of the location

> Provide all clearances required for the position

Key Legislation Requirements:

Obligations of employers, workers, etc.:

2(1) Every employer shall ensure, as far as it is reasonably practicable for the employer 
to do so,

(a) the health and safety of

(i) workers engaged in the work of that employer, and

(ii) those workers not engaged in the work of that employer but present at 
the worksite at which that work is being carried out, and

(b) that the workers engaged in the work of that employer are aware of their 
responsibilities and duties under this Act, the regulations and the adopted code

(2) Every worker shall, while engaged in an occupation,

(a) take reasonable care to protect the health and safety of the worker and of 
other workers present while the worker is working, and

(b) co-operate with the worker’s employer for the purposes of protecting the 
health and safety of

(i) the worker,

(ii) other workers engaged in the work of the employer, and

(iii) other workers not engaged in the work of that employer but present at 
the work site at which that work is being carried out
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(3) Every supplier shall ensure, as far as it is reasonably practicable for the supplier 
to do so, that any tool, appliance or equipment that the supplier supplies is in 
safe operating condition.

(4) Every supplier shall ensure that any tool, appliance, equipment, designated substance
or hazardous material that the supplier supplies complies with this Act, the regulations
and the adopted code.

(5) Every contractor who directs the activities of an employer involved in work at 
a work site shall ensure, as far as it is reasonably practicable to do so, that the
employer complies with this Act, the regulations and the adopted code in respect 
of that work site.

Prime contractor:

3(1) Every work site must have a prime contractor if there are two or more employers
involved in work at the work site at the same time

(2) The prime contractor for a work site is

(a) the contractor, employer or other person who enters into an agreement with 
the owner of the work site to be the prime contractor, or

(b) if no agreement has been made or if no agreement is in force, the owner of 
the work site.

(3) If a work site is required to have a prime contractor under subsection (1), the prime
contractor shall ensure, as far as it is reasonably practicable to do so, that this Act
and the regulations are complied with in respect of the work site.

(4) One of the ways in which a prime contractor of a work site may meet the obligation
under subsection (3) is for the prime contractor to do everything that is reasonably
practicable to establish and maintain a system or process that will ensure compliance
with this Act and the regulations in respect of the work site.

Multiple obligations:

4(1) In this section, “function” means the function of prime contractor, contractor, 
employer, supplier or worker.

(2) If a person has two or more functions under this Act in respect of one work site, 
the person must meet the obligations of each function.

Refusal of unsafe work:

All workers have a legislated responsibility and an obligation to refuse unsafe work. 
“Unsafe Work” is defined as a task that is not normal for that occupation and/or a danger
that would not normally be present as a part of the tasks that a person in that occupation
has been deemed “competent” to perform (see 35(2) below). 
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Existence of imminent danger:

35(1) No worker shall

(a) carry out any work if, on reasonable and probable grounds, the worker believes
that there exists an imminent danger to the health or safety of that worker,

(b) carry out any work if, on reasonable and probable grounds, the worker believes
that it will cause to exist an imminent danger to the health or safety of that worker
or another worker present at the work site, or

(c) operate any tool, appliance or equipment if, on reasonable and probable grounds,
the worker believes that it will cause to exist an imminent danger to the health 
or safety of that worker or another worker present at the work site.

(2) In this section, “imminent danger” means 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 the person’s work.

(3) A worker who

(a) refuses to carry out work, or

(b) refuses to operate a tool, appliance or equipment

pursuant to subsection (1) shall, as soon as practicable, notify the worker’s employer
at the work site of the worker’s refusal and the reason for the worker’s refusal.

(4) On being notified under subsection (3), the employer shall

(a) investigate and take action to eliminate the imminent danger,

(b) ensure that no worker is assigned to use or operate the tool, appliance or 
equipment or to perform the work for which a worker has made a notification
under subsection (3), unless

(i) the worker to be so assigned is not exposed to imminent danger, or

(ii) the imminent danger has been eliminated,

(c) prepare a written record of the worker’s notification, the investigation and action
taken, and

(d) give the worker who gave the notification a copy of the record described in clause
(c).

(5) The employer may require a worker who has given notification under subsection (3)
to remain at the work site and may assign the worker temporarily to other work
assignments that the worker is reasonably capable of performing.
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(6) A temporary assignment under subsection (5), if there is no loss in pay, is not 
disciplinary action for the purposes of section 36.

(7) If a worker who receives a record under subsection (4)(d) is of the opinion that 
an imminent danger still exists, the worker may file a complaint with an officer.

(8) An officer who receives a complaint under subsection (7) shall prepare a written
record of the worker’s complaint, the investigation and the action taken and shall 
give the worker and the employer a copy of the record.

(9) A worker or an employer who receives a record under subsection (8) may request 
a review of the matter by the Council by serving a notice of appeal on a Director 
of Inspection within 30 days from the date of receipt of the record.

(10) After considering the matter, the Council may by order

(a) dismiss the request for a review, or

(b) require the employer to eliminate the imminent danger.
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APPENDIX 2: Hazard Assessment and Control Process 

1. Identify Work Groups

2. Identify Tasks (work 
inventory) for Each Group

3. Identify Hazards 
for Each Task

4. Assess the Risk
Associated with 
Each Hazard

5. Eliminate Hazards

6. Identify and Develop
Hazard Controls

7. Implement 
Hazard Controls 
and Follow-up

Describe the type of work carried out in the work site 
and segregate working groups where possible.

List the work-related activities in each work group. 

Assess the hazards for each task/work-related activity.
> Consider associated people, equipment, tools, chemicals 

and materials.
> Consider all psychosocial, ergonomic, physical, chemical 

and biological hazards.

Evaluate the risk factors of each hazard including 
the probability and severity.

Starting with the higher-risk hazards, eliminate hazards 
whenever it is reasonably practicable to do so.

Identify controls for the hazards that cannot be eliminated 
in the following order:
> Engineering Controls
> Administrative Controls
> Personal Protective Equipment

> Put the controls in place to reduce the risk of each 
hazard to a level as low as reasonably achievable. 
Provide training and coaching in the use of the 
controls and communicate control measures 
to affected employees.

> Conduct regular work site inspections; monitor controls.
> Investigate incidents and determine if controls are working.
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SCHOOL OR WORK SITE:

ADDRESS/CITY/POSTAL CODE:

CONTACT NAME/NUMBER:

PREPARED BY: DATE:

DEPARTMENT: 

1. Board 9

2. C.F.O. 1

3. Head of School or Principal 1

4. Vice Principal 1

5. Administration 2

6. Development and Marketing 1

7. Support 1

8. Faculty 12

9. Parent Council 5

10. Volunteers 20

11. Athletic Director 1

12. Coaches 6

13. Assistant Coaches and Managers 12

14. Maintenance and Custodial 3

# Job Title Number of Employees Hazard Assessment 
Performing Task Completion Date
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SCHOOL OR WORK SITE:

ADDRESS/CITY/POSTAL CODE:

CONTACT NAME/NUMBER:

LOCATION:

DATE:

1. Maintain floor and carpets

2. Remove garbage and recyclables

3. Pressure wash walls and furniture 

4. Clean and disinfect washrooms 

5. Clean up hazardous spills, such as blood or body fluids, mouse or bird droppings and chemicals

6. Perform general cleaning of desks, walls, chalk or whiteboards, windows or glass etc. 

7. Change or replace lights and ceiling tiles

8. Move furniture and equipment

9. Work on rooftops to check vents, retrieve balls, adjust flags, change security lights

10. Inspect and clean up buildings and grounds 

11. Cut grass and maintain flower beds

12. Remove snow or ice and sand walkways 

13. Perform routine maintenance and repair power equipment

14. Perform boiler water testing, treat boiler water, relight pilots

15. Monitor condition of building materials 

16. Lubricate fan motor or bearings and replace filters

17. Prepare (take down) boilers for inspection 

18. Conduct security checks and unlock or lock building

19. Assist in budget planning, prepare cleaning schedules, perform appraisals

20. Supervise or train custodial staff

21. Order stock and maintain custodial supplies 

22. Obtain MSDS updates and label chemicals for WHMIS compliance

23. Prepare or monitor maintenance service requests 

24. Monitor or assist with community use of building

25. Liaise with rental groups, facilities staff, contractors, regulatory agencies (e.g. fire or health inspectors)

26. Receive or pick up supplies using personal vehicle and stock items

27. Set up or dismantle stage equipment, move gym floor mats or tarps and desks or chairs for exams or special events

28. Change filters and dust collectors

TYPE OF WORK: CUSTODIAN
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APPENDIX 10: Sample Hazard Report Form

Position 
school board logo 

here

SCHOOL OR WORK SITE:

ADDRESS/CITY/POSTAL CODE:

CONTACT NAME/NUMBER:

LOCATION OF HAZARD:

DATE:NAME:

EQUIPMENT:

Description of hazard:

Suggested corrective action:

SIGNATURE OF WORKER:

DATE:SUPERVISOR NAME/SIGNATURE:

Supervisor’s remarks:

Corrective action taken:



APPENDIX 11: Sample Employee Health and Safety Orientation Checklist

NAME:

LOCATION:

DATE:

POSITION:

Health and Safety Policy

Roles and Responsibilities

General Rules

Job Specific Hazards

Health and Safety Training

Inspections/Audits

Refusal of Unsafe Work

Incident Reporting and Investigations

Emergency Response Process

ORIENTATION ELEMENTS

ADDITIONAL INFORMATION

Completed Initials

Emergency Contact Information

Location of PPE

Location of First Aid and Emergency Supplies

Questions:

Comments:

Notes:

Completed Initials

Position 
school board logo 

here

SCHOOL OR WORK SITE:

ADDRESS/CITY/POSTAL CODE:

CONTACT NAME/NUMBER:

SUPERVISOR NAME/SIGNATURE: DATE:

WORKER NAME/SIGNATURE: DATE:

DATE FOR ORIENTATION FOLLOW-UP:



APPENDIX 12: Sample Inspection Checklist 1/3

Position 
school board logo 

here

SCHOOL OR WORK SITE:

ADDRESS/CITY/POSTAL CODE:

CONTACT NAME/NUMBER:

LOCATION:

DATE:INSPECTED BY (STAFF):

SECTION A – Slipping, Tripping and Falling Yes/No Priority Comment

Are hallways and classrooms free of obstructions 
to pedestrians?

Are classroom aisles free from debris and obstruction?

Are cords (phone/electrical) secured out of aisles, 
work areas?

Are there any spills that require cleaning?

Are stepladders available for staff to use to reach 
and hang decorations?

Are stepladders in good condition?

SECTION B – Falling Objects Yes/No Priority Comment

Are materials in classrooms stacked so that 
they cannot fall to a lower level?

Are shelves and cabinets free of overload?

SECTION C – Electrical Yes/No Priority Comment

Is there insulation on electrical cords?

Are appropriate plugs equipped with grounding prongs?

Are covers and cover plates in place?

Are equipment and lights free of loose connections?

Are electrical panels labelled and shut?

Are outlets free of overloads?

Priority Index: 1. Imminent Danger 2. Serious 3. Minor 4. Acceptable 5. Not Applicable (N/A)

INSPECTED ITEMS



SECTION D – Fire Prevention Yes/No Priority Comment

Are flammable liquids in approved containers if present?

Is waste disposed of properly?

Is equipment shut off at the end of the day?

Do employees know evacuation procedures?

Are all exit signs visible from your door illuminated?

If there are personal space heaters, electric hot plates 
or coffee makers, are they clear of flammable or 
combustible material and from contact with people?

SECTION E – First Aid and Emergency Response Yes/No Priority Comment

Are you aware of Emergency Response Plan?

Do you know where the first aid kits are located?

Do you know where the eyewash stations are located?

Are emergency equipment and exits free of obstruction?

SECTION F – Miscellaneous Yes/No Priority Comment

Is the classroom void of abrasion hazards such as sharp
edges or corners of furniture or wall mounted fixtures?

Are the aisles free of any blind corners?

Is adequate light available?

Are computer screens/consoles positioned properly 
(no glare)?

Are computer stations equipped with wrist rests?

Do staff know where to access the Health and Safety policy?

Are there other concerns with your general working 
environment?

APPENDIX 12: Sample Inspection Checklist 2/3

Position 
school board logo 

here

SCHOOL OR WORK SITE:

ADDRESS/CITY/POSTAL CODE:

CONTACT NAME/NUMBER:

LOCATION:

DATE:INSPECTED BY (STAFF):

Priority Index: 1. Imminent Danger 2. Serious 3. Minor 4. Acceptable 5. Not Applicable (N/A)

INSPECTED ITEMS



Description of Deficiency Corrective Action Responsible Person Due Date Completion
Date

APPENDIX 12: Sample Inspection Checklist 3/3

Position 
school board logo 

here

SCHOOL OR WORK SITE:

ADDRESS/CITY/POSTAL CODE:

CONTACT NAME/NUMBER:

LOCATION:

DATE:INSPECTED BY (STAFF):

CORRECTIVE ACTION SUMMARY (TO BE COMPLETED BY ADMIN)

MANAGEMENT REVIEW AND SIGN OFF

DATE:SIGNATURE:

TITLE:NAME:



APPENDIX 13: Sample Incident Report Form 1/2

Position 
school board logo 

here

SCHOOL OR WORK SITE:

ADDRESS/CITY/POSTAL CODE:

CONTACT NAME/NUMBER:

LOCATION OF INCIDENT:

DATE OF INCIDENT:NAME OF WORKER:

TIME OF INCIDENT:POSITION:

DATE REPORTED:PHONE:

Witnesses? YES NO

If YES, list and submit witness statements:

Type of incident:

Near Miss Property Damage Environmental/Spill

Injury (First Aid, Medical Aid, Lost Time) Other

Was there an injury? YES NO

If YES, describe (type and location) and submit First Aid Report and WCB forms:

Description of of incident (including events leading up to incident):

Immediate action taken:

Suggestions to prevent recurrence:

DATE:SIGNATURE:

DATE:MANAGER/PRINCIPAL NAME/SIGNATURE:



APPENDIX 13: Sample Incident Report Form 2/2

Position 
school board logo 

here

SCHOOL OR WORK SITE:

ADDRESS/CITY/POSTAL CODE:

CONTACT NAME/NUMBER:

Draw out the Incident Scene. Be sure to include the locations of all witnesses, equipment, machinery, buildings, etc. in relation
to the incident site.

Please describe the details of your drawing.



APPENDIX 14: Sample Incident Investigation Form 1/2

Position 
school board logo 

here

SCHOOL OR WORK SITE:

ADDRESS/CITY/POSTAL CODE:

CONTACT NAME/NUMBER:

LOCATION OF INCIDENT:

DATE OF INCIDENT:NAME OF WORKER:

TIME OF INCIDENT:POSITION:

DATE REPORTED:PHONE:

Witnesses? YES NO

If YES, list and submit witness statements:

Type of incident:

Near Miss Property Damage Environmental/Spill

Injury (First Aid, Medical Aid, Lost Time) Other

Was there an injury? YES NO

Injured worker’s name, position and experience:

Describe (type and part/location of injury) and attach First Aid Report and WCB forms:

Description of of incident (including events leading up to incident):



APPENDIX 14: Sample Incident Investigation Form 2/2

Position 
school board logo 

here

SCHOOL OR WORK SITE:

ADDRESS/CITY/POSTAL CODE:

CONTACT NAME/NUMBER:

Direct or immediate causes (Substandard Acts or Conditions):

Indirect or underlying causes (Personal or Work Factors):

Immediate action taken:

Completion
Recommended corrective measures: By Whom Date

COMMENTS:

Status: COMPLETE MONITOR REQUIRES FURTHER INVESTIGATION

DATE:SIGNATURE:Reviewed by:

COMMENTS:

DATE:SIGNATURE:Investigated by:



APPENDIX 15: Sample Witness Statement 1/2

Position 
school board logo 

here

SCHOOL OR WORK SITE:

ADDRESS/CITY/POSTAL CODE:

CONTACT NAME/NUMBER:

Please state in your own words what happened.

DATE OF INCIDENT:NAME OF WITNESS:

CONTACT INFORMATION:POSITION:

DATE:SIGNATURE:



Draw out the Incident Scene. Be sure to include the locations of all witnesses, equipment, machinery, buildings, etc. in relation
to the incident site.

APPENDIX 15: Sample Witness Statement 2/2

Position 
school board logo 

here

SCHOOL OR WORK SITE:

ADDRESS/CITY/POSTAL CODE:

CONTACT NAME/NUMBER:

Please describe the details of your drawing.



APPENDIX 16: Sample First Aid Report Form

Position 
school board logo 

here

SCHOOL OR WORK SITE:

ADDRESS/CITY/POSTAL CODE:

CONTACT NAME/NUMBER:

FIRST NAME:LAST NAME:

Employee Information

Employee Incident/Injury Information (to be completed by the employee)

DEPT. NAME:WORKSITE:

DEPT. PHONE:

Date incident/injury occurred: Year: Month: Day: Time: AM or PM:

Date reported to supervisor: Year: Month: Day: Time: AM or PM:

Description of injury or illness: 

Location where the injury or illness occurred or began: 

Cause of the injury or illness:

First Aid Treatment Information (to be completed by the First Aid Provider)

Was first aid treatment provided? YES NO If YES, complete the following

Description of First Aid Treatment provided: 

This record must be kept in the employee’s file for a minimum of three years from the date of the injury or illness.

First Aid Provider #1:

Qualifications: Emergency First Aid Standard First Aid Advanced First Aid

First Aid Provider #2:

Qualifications: Emergency First Aid Standard First Aid Advanced First Aid

First Aid Provider #3:

Qualifications: Emergency First Aid Standard First Aid Advanced First Aid

DATE:SIGNATURE:

DATE:SIGNATURE:

DATE:SIGNATURE:



APPENDIX 17: Sample WCB Employer’s Report Form 1/6



APPENDIX 17: Sample WCB Employer’s Report Form 2/6



APPENDIX 17: Sample WCB Employer’s Report Form 3/6



APPENDIX 17: Sample WCB Employer’s Report Form 4/6



APPENDIX 17: Sample WCB Employer’s Report Form 5/6



APPENDIX 17: Sample WCB Employer’s Report Form 6/6



APPENDIX 18: Sample WCB Worker’s Report Form 1/3



APPENDIX 18: Sample WCB Worker’s Report Form 2/3



APPENDIX 18: Sample WCB Worker’s Report Form 3/3
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