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SCHOOL ADMINISTRATOR’S
 “MUST DO” ACTION LIST
 FOR OCCUPATIONAL HEALTH & SAFETY

IMPORTANT:  RESPONSIBILITY 
As educational leaders, Principals have the overall responsibility for the school and the duty to ensure that all reasonable steps are taken to create and maintain a safe learning environment.  More specifically, in a supervisory role, Principals have direct responsibilities for Occupational Health and Safety.  These responsibilities include knowing and applying the Board’s safety policy and relevant sections of the Occupational Health and Safety Act and Regulations.  As this may seem a daunting task, the following “Must Do” Action List will guide Principals through many of the basic requirements.  The electronic location on SSRSB’s website of further supporting documents is described in each section.  A Principal may solicit others to assist or coordinate OHS activities for their school.  It would be helpful for this individual to have some health and safety knowledge and interest, (eg, a member of the Joint Occupational Health & Safety Committee).  Regardless of any delegation of the “Must Do” Action List, the Principal is ultimately the individual responsible to oversee implementation of these activities.
As a good starting point, it is recommended to watch the video “Taking Responsibility – The Nova Scotia Occupational Health and Safety Act”:
http://www.gov.ns.ca/lae/healthandsafety/takingresponsibility.htm
If Principals, or any other individuals, would prefer personal assistance in understanding responsibilities, please contact the OHS Manager:

(Gail Sinclair – 541-3036 – gsinclair@ssrsb.ca)
SECTION 1:  
JOHS COMMITTEE/REPRESENTATIVE



>20 employees require a JOHS Committee, 








<20 employees require a JOHS Representative
· Establish active JOHS Committee/Representative
· Contact the OHS Manager for assistance
· Submit “JOHS Committee/Representative Information” form
· SSRSB Website (under Staff Resources, Occupational Health and Safety, OH&S Program, Section 4.4)
· JOHS Committee develop or review “Terms of Reference”
· SSRSB Website (under Staff Resources, Occupational Health and Safety, OH&S Program, Section 4.0)
· JOHS Committee/Representative perform “Inspections”
· SSRSB Website (under Staff Resources, Occupational Health and Safety, OH&S Program, Section 12) 
· JOHS Committee/Representative are trained
· Contact OHS Manager to arrange
SECTION 1:  
JOHS COMMITTEE/REPRESENTATIVE (CONTINUED)
· Copy of JOHS Committee meeting minutes submitted to OHS Manager
· JOHS Committee/Representative consult on any review/revisions of the Violence in the Workplace Procedure
· SSRSB Website (under Staff Resources, Occupational Health and Safety, OH&S Program, Violence in the Workplace)
SECTION 2:

COMMUNICATION OF INFORMATION
· Designate an area for OHS information to be posted or available that is easily accessible by employees
· Post or make available required information

· SSRSB Website (under Staff Resources, Occupational Health and Safety, OH&S Program, Section 12.0.14)
SECTION 3:

FIRST AID

· First aid certificates training requirements
· Arrange through external providers (ie, St. John Ambulance, Red Cross)  
· 1-20 employees – 1 employee/shift with “emergency” first aid
· 20-100 employees – 1 employee/shift with “standard” first aid
· First aid kit content requirements
· SSRSB Website (under Staff Resources, Occupational Health and Safety, OH&S Program, Section 3.1)
· 1-20 employees - #2 kit

· 20-50 employees - #3 kit
· First aid kits to be visible & accessible to all employees during all working hours
· First aid kit supplies to be checked regularly for condition, expiry, and stocked
SECTION 4:
ASBESTOS  
(This applies only to schools that have been notified of the presence of asbestos by the Operations Department):
· All staff (including any new staff) have received Asbestos Awareness training
·  Contact OHS Manager to arrange
· Asbestos Management Plan manual (yellow binder) provided by Operations Department is accessible to employees or contractors
· Advise Operations Department on any situations that involve suspected asbestos-containing materials
SECTION 5:

VIOLENCE IN THE WORKPLACE
· Confirm the existence of Violence in the Workplace Procedure (which includes completed Violence Risk Assessment Report and Violence Prevention Plans) in an identifiable binder located in a secure, yet accessible, location for staff.  If unable to locate, review procedure and use template

· SSRSB Website (under Staff Resources, Occupational Health and Safety, OH&S Program, Violence in the Workplace)
· If any new risk assessment indicates a significant change in the extent or nature of identified risks, amend prevention plans

· SSRSB Website (under Staff Resources, Occupational Health and Safety, OH&S Program, Violence in the Workplace)
· Any new or changes to the Violence in the Workplace Procedure to be reviewed with the JOHS Committee/Representative
· All employees are made aware of the existence of the Violence in the Workplace Procedure binder (especially any new employees)

· Document and investigate any incidents of Violence in the Workplace

· SSRSB Website (under Staff Resources, Occupational Health and Safety, OH&S Program, Violence in the Workplace)
SECTION 6:

EMERGENCY MANAGEMENT PLANS

· Confirm the existence of a SSRSB Emergency Management Plan (orange binder).  If unable to locate, review guide and use templates

· SSRSB Website (under Staff Resources, Occupational Health and Safety, OH&S Program, Emergency Management Plan)
· The school’s Emergency Management Planning Team to annually review plan for any changes such as:  staff phone trees or contact lists, emergency resource contact lists, critical incident team membership, evacuation, isolation, relocation, expansion or other hazard-specific plans

· SSRSB Website (under Staff Resources, Occupational Health and Safety, OH&S Program, Emergency Management Plan)
· Provide a copy of new or any changes to Emergency Management Plan to the Occupational Health and Safety Manager

· Emergency Response Charts (red & orange flip chart) are placed in a visible central area
· Contact OHS Manager if copies required.
· Check contents of Emergency Kits

· SSRSB Website (under Staff Resources, Occupational Health and Safety, OH&S Program, Emergency Management Plan)
· All employees have been briefed on the complete Emergency Response Plans (including any new employees, substitute and support staff, custodians, bus drivers, food service employees, and volunteers)

· Evacuation plans must be practiced at least 6 times/year
· Isolation plans recommended to be practiced at least 4 times/year

SECTION 7:

ACCIDENT/INCIDENT REPORTING

· At the scene of an accident:  

· Take charge, do not panic, immediately assess the situation for seriousness

· Priority is any personal injuries, followed by any property damage

· Consider if the situation can worsen, cause further injuries or damage
· Provide first aid or call for emergency services as required

· Secure the area and do not disturb any evidence that may be required for any investigation.  
· If the accident is serious, contact the OHS Manager immediately.  
· Perform accident/incident investigation. 
· SSRSB Website (under Staff Resources, Occupational Health and Safety, OH&S Program, Section 13) – contact the OHS Manager if assistance is required
· Report all accidents to SIP for insurance purposes
· Report any injuries that result in medical attention or lost time from work to WCB (for non-teaching staff) and Injury on Duty for Teaching staff (red folder of documentation has been provided to school Administrative Assistants).  

SECTION 8:

DEPARTMENT OF LABOUR VISITS 
(Visit purposes may be for investigations, inspections - general or specific - and may result in issuance of orders, compliance notices or subsequent penalties):
· Principal or alternate to meet inspector and determine purpose of visit
· Provide an employee member of the JOHS Committee/Representative opportunity to participate in the visit
· If the visit warrants concern, contact the OHS Manager immediately
· Principal to receive any written inspection or investigation reports, requiring signature as confirmation of receipt
· Any reports to be made available to the JOHS Committee/Representative
· Any orders, compliance notice or notice of appeal to be copied to JOHS Committee/Representative and posted immediately
· Any reports, orders or compliance notices to be forwarded to the Superintendant and OHS Manager immediately (who will provide any response required)
SECTION 9:

OTHER


(The following is a list of other common OHS activities that may 


require attention.  Reference is given to electronic information in the 


SSRSB’s OHS Manual, and specific assistance may be obtained 


through the OHS Manager):
Indoor Air Quality

SSRSB Website (under Staff Resources, Occupational Health and Safety, OH&S Program, Section 8.1.0)
Complaint Procedures

SSRSB Website (under Staff Resources, Occupational Health and Safety, OH&S Program, Section 14)
Work Refusals

SSRSB Website (under Staff Resources, Occupational Health and Safety, OH&S Program, Section 4.3)
Physical Education Safety Guidelines

SSRSB Website (under Staff Resources, Occupational Health and Safety, OH&S Program, Guidelines)
Science Safety Guidelines

SSRSB Website (under Staff Reources, Occupational Health and Safety, OH&S Program, Guidelines)

COMMENTS AND FEEDBACK ARE WELCOMED


CONTACT GAIL SINCLAIR


541-3036


gsinclair@ssrsb.ca
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