
Workplace Safety & Health Committee 
Thursday, February 10, 2022  

10:00 am - 12:00 pm 
Zoom Meeting 

AGENDA 

1.0 Call to Order (Co-Chair – Susan Smale) 

2.0 Committee Membership 
2.1 Committee Membership Document Review (M Augustyn) 

3.0 Approval of Agenda/Minutes 
3.1 February 10, 2022 Agenda 
3.2 January 20, 2022 Minutes 

4.0 Continuing Business 
4.1 Update on Committee work for the SAFEWork Manitoba Gap Analysis Audit (M. 

McCormick) 
4.2 BU Safety Mapping update (M. Augustyn) 
4.3 Committee Training (M. Augustyn) 
4.4 COVID-19 Update 
4.5 WSH Committee Self-Assessment Checklist (S. Smale/M. Augustyn) 

4.5.1 Are the committee minutes signed by the co-chairs or designates who attended 
in their absence 

4.5.2 Are the committee minutes posted on the safety and health bulletin board 
4.5.3 Are committee minutes forwarded to MB Workplace Safety and Health 

4.6 WSH Bulletin Boards (M. Augustyn) 
4.7 AED Detailed Information (M. Augustyn) 
4.8 Communication – Committee Recruitment (S Lamont) 
4.9 Draft Violence Prevention Policy update (S. Lamont) 
4.10 Bio-Safety Committee update (B. Ardelli) 

5.0 New Business 
5.1 Incident Report Form (New) (M. Augustyn) 
5.2 Reporting a Workplace Safety & Health Serious Incident (New) (M. Augustyn) 
5.3 Library Building Smudging (G Maltais Lapointe) 
5.4 First Aid Policy (Updated) (M. Augustyn) 
5.5 New Safety webpage overview (M. Augustyn) 
5.6 Relocation of Mackenzie AED – Feedback review (M. Augustyn) 

6.0 Incident Summary Reports (M. Augustyn/M. McCormick) 
6.1 2022 Q1 Incident Report Summary 
6.2 Glycol Spill Brodie Building 
6.3 Student in Elevator 
6.4 Student in Brodie Building 

7.0 Building Inspections (M. Augustyn) 
7.1 Building Assignments to be completed – 2022 meeting 
7.2 Detailed WSH Inspection Checklist 2021 
7.3 WPSH Committee Inspection Items 



8.0 Upcoming Meetings 
Thursday, March 17, 2022 @ 10:00 a.m. 
Thursday, April 21, 2022 @ 10:00 a.m. 
Thursday, May 19, 2022 @ 10:00 a.m. 
Thursday, June 23, 2022 @ 10:00 a.m. 
Thursday, August 18, 2022 @ 10:00 a.m. 
Thursday, November 17, 2022 @ 10:00 a.m. 

9.0 Adjournment 



 

Workplace Safety & Health Committee 
January 20, 2022 

MEETING MINUTES 

Employer Members 
In attendance: 
Dr. Bernadette Ardelli, Faculty of Science 
Eva Goulet, Student Services 
Michael McCormick, Physical Plant 
Nicholas Namespetra, Food Services 
Scott Lamont, Administration and Finance 
Susan Smale, Business Operations (Co-Chair) 
Worker Members 
In attendance: 
Brent Cuvelier, (IUOE-A) 
Doug Pople (BUFA) 
Genevieve Maltais Lapointe (MGEU) (Co-Chair) 
Madison Lambert (PSAC) 
Oksana Bihdan, Physical Plant (IUOE-D) 
Guest 
Ashley Taron, BUSU 
Resource 
Donna Neufeld, Recorder 
Michelle Augustyn, Resource 

1.0 Call to Order (Genevieve Maltais Lapointe, Co-Chair) 
• Gen called the meeting to order @ 10:03 a.m.

2.0 Committee Membership 
• Committee Membership Review

• Scott stated that during our recent WSH Committee training, it was brought to the
Committee’s attention that the Act states that Committee members and their alternates
should have been serving 2-year terms, but the Committee had not been observing this
regulation.

• Going forward the Committee will be making the necessary changes to ensure this rule is
followed and all members will serve 2-year terms.  Scott presented a document where
members were assigned first and second year terms, the second-year terms would technically
end this summer with the possibility of being reappointed. The idea would be that all
Committee members decide on a summer month and that would indicate the turnover date for
all its members going forward.

• Theoretically, first year members would indicate those who require safety training.
• If a Union has rules about how long a Committee member can serve, then the rules of the

Union override the rules in the legislation. Scott suggested that union members check the
requirements for their unions to check to see what the terms that you are allowed to serve on
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Committees. Although the Act stipulates that everyone serve a 2-year term, a member can be 
reappointed several times, andcould be reappointed indefinitely.  

• Gen noted that as per MGEU union rules her 2-year term expires May 2023.
• Doug noted that BUFA appoints their Committee members at the Fall AGM.
• IUOE A & IUOE D Committee reps will confirm when their members are appointed.
• If a member’s term expires and they still wish to attend a WSH meeting, they are allowed to

attend as a guest.
• BUSU was previously appointed as a worker rep as they are important members of the

University community. However as it relates to the WSH Committee legislation, BUSU are
neither employees nor managers of Brandon University; therefore cannot be voting members
of the WSH Committee, but can attend as guests.

• There are currently 6 employer reps and 5 worker reps, as BUSU was appointed as a worker rep
previously. The WSH Committee is permitted to have a total of 12 members or representatives.

• All unions are represented on the Committee at this time. The only group currently not
represented on the Committee is Exempt workers. An exempt representative could be
appointed to the Committee as long as they are not in a supervisory position. Alternatively, the
Committee could possibly appoint a second MGEU or BUFA rep. On the employer members,
Education, HR, HLC & Music, etc. are not represented.

• It was suggested that a university-wide communication goes out to recruit a new worker
member.

ACTION: Scott will create an email to be sent out to the university staff. 

3.0 Approval of Agenda and Minutes 
• January 20, 2022 Agenda
• An agenda item was added under New Business 5.6 Bio-Safety Committee Update

Approved as amended by Doug/Susan

• November 18, 2021 Minutes
Approved as distributed by Madison/Brent

4.0 Continuing Business 
4.1 Update on Committee work for the SAFEWORK Manitoba Gap Analysis Audit (M McCormick) 

• Michelle noted that she would like to schedule another sub-committee meeting in late February to
discuss this topic. Some of the work being done on the Gap Analysis are highlighted below.

• Education – SAFE Committee Basics (Virtual) and Hazard Identification and Risk Control (Virtual)
training workshops were completed. Supervisor and SAFEWork training session is scheduled for
February 2, 2022.

• Governance – there is an action plan in place which Michelle reviewed with the Committee. In
consultation with Melanie Sucha, Michelle has created a draft Physical Plant Document Control
Policy which will be presented at the next Committee meeting.
 Michelle is working on a new and improved Physical Plant safety webpage that will be very

interactive. Michael commended Michelle on her hard work on the webpage and noted that it
has taken a lot of time and effort.

 It will include updated safe work practices, policies, forms, etc. The test website will be opened
for review shortly.

 Data gathering – reached out to all departments to see what safe work instructions, policies
and/or procedures were already in place.
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 Draft Violence Prevention Policy will be reviewed and approved by the WSH Committee prior
to sending to PEC for review and then to PAC for final approval as this would be considered an
administrative policy.

• Orientation – Michelle has not yet had an opportunity to develop a new orientation package but
will be working on it in the future.

• WHMIS – the Committee will discuss WHMIS training in Fall 2022.

4.2 Water Filling Stations (M McCormick)
• Michelle noted that going forward this agenda item should be referred to as the BU Safety

Mapping process. Gen, Erin and Michelle are working on a project to create new standard safety
maps for all buildings on campus to identify fire exits, fire extinguishers, first aid kits, AEDs,
washrooms, water filling stations, Sharps containers, and muster points. Project end date is set for
April 30, 2022. Leech Printing will create a mock template. All maps will be displayed in all buildings
and will be included on the Safety website.

• Michael stated that the installation of the water filling stations has been delayed but will resume
shortly.

4.3 Committee Training (M Augustyn)
• The next Committee training workshop is February 2nd – Supervisor and Safework. There will be a

Committee Training guideline developed which will state the expectations for training of all
Committee members.

4.4 COVID-19 Update
• Scott noted that Fall 2021 classes were mostly held online, and classes that didn’t need to be in-

person, would be delayed until the end of January, and that in-person classes would resume early
February. A decision and an announcement will be made this week, so see whether in-person
classes will resume early February or classes will be further delayed.

4.5 Committee Terms of Reference (M Augustyn)
• Gen noted that Michelle discussed the importance of having an updated Committee Terms of

Reference document. Michelle updated the document and sent it to Committee members for
review and comments.

• Although the Terms of Reference states that it should be reviewed every 3 years, if required, it can
be updated prior to the 3-year period.

• It was noted that the acronym WSH was used prior to saying what it was defined in the Terms of
Reference document.

Motion that the WSH Committee approve the updated Terms of Reference with the modification 
from WSH to Workplace Safety & Health (WSH) the first time it is mentioned in the document. 
Moved by: Doug     Seconded:  Michael 

4.6 WSH Committee Self-Assessment (S Smale) 
• The Self-Assessment checklist was sent to all Committee members in late 2021 to be filled out. The

information was used to see where the gaps were in the Committee’s knowledge and
understanding of its roles and responsibilities. At each meeting Donna will identify 3 areas that
appear to be gaps that need to be addressed. The first three are included in this month’s agenda.

4.6.1 Employees don’t know the duties & responsibilities of the Committee 
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• Michelle referred the members to review the Committee’s updated Terms of Reference
that has the information they need to know. The training workshops were also very
informative on the expectations of Committee members.

4.6.2 Committee members unsure if/how they would be involved in the development of the 
workplace inspection program 
• Michelle noted that Committee members would be involved in completing building

inspections with the assistance of the Health & Safety Advisor’s checklist and annual
inspection plan. The Committees’ involvement would not be so much in development but
more in the implementation.

4.6.3 Committee members don’t know if the Co-Chairs or their alternates investigate serious 
incidents, accidents, or dangerous occurrences 
• This information can be found in the Terms of Reference under Committee Duties and Co-

Chairpersons’ responsibilities. There is a specific requirement for how serious incidents are
investigated and reported. The worker co-chair would be involved. A policy is being
developed on how serious incidents should be reported. Michelle is available to assist with
serious incidents, etc.

4.7 WSH Bulletin Boards (M Augustyn) 
• Michelle referred to the document included in the agenda package with assigned responsibilities

for members to update BU’s WSH bulletin boards. The document also includes items which are
required to be posted. The Manitoba Workplace Safety regulations states that the University must
provide bulletin boards with updated information that are readily accessible to everyone.

• The Jeff Umphrey Centre will now be updated by Oksana.
• Michelle will send signage to the members for the bulletin boards.

ACTION: Michelle will produce the membership document with expiry date of each member’s and alternates’ 
term, and a list of names of all first aiders. 

4.8 AED Assessment Required (M Augustyn) 
• This is a follow-up to a discussion to have an AED installed in Physical Plant. There are a couple of

options to relocate AEDs the University currently has. It was decided that the AED in MacKenzie
building be moved to the Physical Plant. There are AEDs in the Library and Music buildings that are
completely accessible to the MacKenzie building.

• Legislation requires all schools, and all post-secondary institutions must have AEDs installed.
• Preventative maintenance is required on all AEDs. Physical Plant will incur the cost for and ensure

preventative maintenance is completed for all AEDs on campus.
• AED training will be included in the First Aid training.

Motion that the WSH Committee approve moving the AED from MacKenzie building to Physical 
Plant. 
Moved by: Scott     Seconded:  Brent 

4.9 Draft Violence Prevention Policy (M Augustyn) 
• The policy was reviewed by Committee members. It was agreed that in future when a document is

sent to the Committee for review it will be placed in a medium like (OneDrive or Teams) so
everyone is working on the same document and everyone’s changes will be incorporated.
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Motion that the WSH Committee recommend the Draft Prevention Policy for approval to PEC and 
PAC. 
Moved by: Madison    Seconded:  Bernadette 

5. New Business
5.1 Manitoba Workplace Safety & Health Officer Report (M Augustyn) 

• A Manitoba Workplace Safety officer came to the University for an impromptu inspection.
They had concerns about COVID as a result of an anonymous complaint about people not
wearing masks in shared spaces. The officer inspected the Library. Melanie Sucha corrected
the concerns that were raised by the officer; and no improvement orders were issued.

• The officer will be making another unscheduled visit to the University.
• The officer’s visit was documented, and the report given to Physical Plant.

5.2 Safe Work Procedure Template (M Augustyn) 
• Michelle created a new template for Safe Work Procedures (SWP) that meets the legislative

requirements for risk assessment as well as steps for SWPs. This document is generic and can
be tailored to each department.

• Michelle noted that going forward there will a list of new procedures which have been
updated included in the agenda package. The procedures will be available for viewing on the
Safety website.

Motion that the WSH Committee approve the use of the new Safe Work Procedure Template. 
Moved by: Susan     Seconded:  Brent 

5.3 New Incident Report (M Augustyn) 
• This agenda item will be discussed at our next meeting.

5.4 New Serious Incident Report (M Augustyn) 
• This agenda item will be discussed at our next meeting.

5.5 First Aid Policy (M Augustyn) 
• This agenda item will be discussed at the next WSH meeting.

5.6 Bio-Safety Officer 
• Bernadette noted that because the University is funded by the Federal Government, there is a

requirement to comply with certain financial and ethical procedures. One of the requirements
of the funding was that the University must have a bio-safety committee to deal with bio-
hazards. The committee was incorporated into the Senate Committee and was overseen by
the Senate.

• Bernadette requested that the bio-safety committee be moved to the WSH Committee. The
process has not started, and it will take some time for the transition from Senate to WSH.

• Bernadette will assist with the dismantling of the Committee from Senate and the integration
to WSH.

ACTION: Bernadette will provide updates on Bio-Safety Committee transition from Senate to 
WSH. 

6. Incident Summary Reports
6.1  All following agenda items will be discussed at the next WSH meeting.
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7. Building Inspections

8. Upcoming Meetings
Thursday, February 10, 2022 10:00 a.m. – 12:00 p.m. via Zoom 
Thursday, March 17, 2022 10:00 a.m. – 12:00 p.m. via Zoom 
Thursday, April 21, 2022 10:00 a.m. – 12:00 p.m. via Zoom 
Thursday, May 19, 2022  10:00 a.m. – 12:00 p.m. via Zoom 
Thursday, June 23, 2022 10:00 a.m. – 12:00 p.m. via Zoom 

7.0 Adjournment – Scott/Michael @ 12:02 p.m. 

In my opinion, the above is an accurate record of this meeting. 

(  ) Print name of Employer Co-Chair: Susan Smale Signature____________    ___________ 

(  ) Print Name of Worker Co-Chair:_Genevieve Maltais Lapointe Signature______    _________________ 
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Building Location Make/Model Serial # Service Number # Pad Expiration 
John R. Brodie 4th floor in the west hallway Phillips HeartStart A14G-08837 453564428191 2023-09-02 
John R. Brodie 1st floor in the west hallway Cardiac Science 

PowerHeart AED G3 
BU Asset# 68818 Biomedical Battery 

Mfg. Lot # 4417 
2023-10-28 

Clark Hall 2nd floor hallway beside Finance counter Phillips HeartStart A21H-02203 453564760221 2023-12-18 
Darrach Hall 1st floor hallway across from RA’s suite Cardiac Science 

PowerHeart AED G3 
4448877 
BU Asset# 68859 

Biomedical Battery 
Mfg. Lot # 5217 

2023-10-28 

Education 1st floor in the center hallway Cardiac Science 
PowerHeart AED G3 

4427524 
BU Asset #NA 

Biomedical Battery 
Mfg. Lot # 5217 

2023-10-28 

Flora Cowan 1st floor hallway by Louise entrance Cardiac Science 
PowerHeart AED G3 

4448829 
BU Asset# 68860 

Biomedical Battery 
Mfg. Lot # 5217 

2023-10-28 

Harvest Hall 1st floor outside the main Dining Hall 
(battery changed Jan 2022) 

Cardiac Science 
PowerHeart AED G3 

4427521 
BU Asset# 68817 

Biomedical Battery 
Mfg. Lot # 4417 

2023-10-28 

Health Studies 1st floor hallway by the elevator Cardiac Science 
PowerHeart AED G3 

4427454 
BU Asset# 68782 

Biomedical Battery 
Mfg. Lot # 5217 

2023-10-28 

Healthy Living Centre 1st floor hallway by the elevator Phillips HeartStart B09G-00871 Lot# 77430P 2023-09-16 
Healthy Living Centre 2nd floor on running Track near canteen Phillips HeartStart B03202401 Lot# 77430P 2023-09-02 
Jeff Umphrey Main floor landing in south stairwell Cardiac Science 

PowerHeart AED G3 
4448869 
BU Asset# 68862 

Biomedical Battery 
Mfg. Lot # 5217 

2023-10-28 

Knowles Douglas Basement (Mingling Area) outside Book 
Store 

Cardiac Science 
PowerHeart AED G3 

4448855 
BU Asset# 68863 

No battery lot # 
0619-227 

2023-10-28 

Physical Plant Physical Plant Main Floor next to elevator Cardiac Science 
PowerHeart AED G3 

4427508 
BU Asset# 68783 

Biomedical Battery 
Mfg. Lot # 5217 

2023-10-28 

McMaster Hall Main floor hallway by Ancillary Office Cardiac Science 
PowerHeart AED G3 

4448826 
BU Asset# 68861 

Biomedical Battery 
Mfg. Lot # 5217 

2023-10-28 

QEII (Music) 1st floor hallway outside the main office Cardiac Science 
PowerHeart AED G3 

4427518 
BU Asset# 68819 

Biomedical Battery 
Mfg. Lot # 5217 

2023-10-28 

Richardson (Library) 1st floor hallway outside the Library doors Cardiac Science 
PowerHeart AED G3 

4427512 
BU Asset# 68820 

Biomedical Battery 
Mfg. Lot # 4417 

2023-10-28 

4.7 AED Detailed Information
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WORKPLACE SAFETY & HEALTH  
HAZARD & INCIDENT REPORTING FORM 

FRM-GEN-WSH-??? WSH HAZARD & INCIDENT REPORTING FORM   

Select the type of report ☐ Concern ☐ Hazard/Near Miss ☐ Incident ☐ *Serious Incident 
*Serious Incident as per the Workplace Safety and Health Act (add link to the legislation or add a link to our BU Serious Incident Information under development) 

Location ☐ On Campus ☐ On Practicum ☐ Other 

 Incident information reported on (date):___________________________________________________________ 

Name of person 
completing report: 

Name of person 
involved: 

Date of incident 
(dd/mmm/yyyy): 

Time (am/pm): 

Location/Facility: Building and Room #: 

What was the concern/hazard? Hazards can include icy surfaces, heavy objects, sharp objects, chemicals, etc. 

Describe the hazard (including any contributing physical site conditions as applicable) 

Did the concern/hazard result in an incident? ☐ Yes   ☐ No  
Describe the location/site of the hazard / incident (including physical site conditions as applicable) 

Did the hazard / incident result in injury? ☐ Yes   ☐ No      If yes, check all that apply from below 

☐ Allergic Reaction ☐ Motor Vehicle Accident ☐ Slip/Trip, Fall - Outdoor
☐ Burn ☐ MSI - Office Setting ☐ Slip/Trip, Fall - Outdoor - Ice
☐ Energized Shock/Contact ☐ MSI - Other ☐ Struck Against Stationary
☐ Equipment Malfunction/Failure ☐ Pinch/Crush Body Part ☐ Struck with Object
☐ Exposure - Biological ☐ Post-Traumatic Stress ☐ Violence - Multiple Cause
☐ Exposure - Chemical ☐ Security Concern ☐ Violence - Non-student/staff
☐ Improper Disposal of Biohazards ☐ Sharps - Improper Disposal ☐ Violence - Physical
☐ Laceration - Major ☐ Sharps - Needlestick/puncture ☐ Violence - Psychological
☐ Laceration - Minor ☐ Slip/Trip, Fall - Indoor ☐ Violence - Sexual
Other: describe 

Did the incident result in time loss (more than the day of the incident)? ☐ Yes   ☐ No 
If yes, what was the last day and time worked: __________________________________________________ 
Did the incident result in medical attention (visit to health care provider or emergency room) ☐ Yes   ☐ No 
If yes, what is the name of the Health Care Provider seen: _________________________________________ 
If yes to either of the above, please complete the Worker’s Compensation Board Employee Report  
Submit to BUSafety@BrandonU.ca  

  Individual involved in incident: 

Name: Employee or Student ID: 
Current Address: 

Contact #: 
Home Address if other 
than above: 

5.1 New Incident Report Form
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WORKPLACE SAFETY & HEALTH  
HAZARD & INCIDENT REPORTING FORM 

FRM-GEN-WSH-??? WSH HAZARD & INCIDENT REPORTING FORM   

Select appropriate category: 

Student 

Department 

Student #: 

Employee 

Department 

Employee #: 

Visitor 

Destination 

Description of Incident - Describe what happened in detail 

First aid or medical assistance required? ☐ Yes   ☐ No  ☐ Unknown 

First aid or medical assistance accepted? ☐ Yes   ☐ No  ☐ Unknown 

If known, specify the type of medical assistance:   
If known, specify who provided medical assistance:   

Witnesses Information 

Witness #1 - Name: 

Contact #: 

Witness #2 - Name: 

Contact #: 

Property Damage to Brandon University (if applicable) 

Describe property 
damage 

Employee/student reported the incident to their Supervisor/Manager/Faculty Member/Dean? ☐ Yes   ☐ No 

____________________________________________________________________________________________ 

SUBMIT BUTTON – directly to the BUSafety@brandonu.ca email address 

The remaining portion of the form to be completed by the Workplace Safety & Health Advisor 

Is surveillance footage available? ☐ Yes   ☐ No  ☐ Unknown 
Recommendations by Workplace Safety & Health Advisor 

Recommendations sent to employee or student supervisor/manager/Faculty Member/Dean? ☐ Yes   ☐ No 
Relevant Work Order Numbers: __________________________________________________________________ 

Reviewed by Workplace Safety & Health Committee     ☐ Yes   ☐ No   Date: _______________ 

Additional Recommendations/Comments from the WSHC 

Internal – Report # issued by WSH Advisor _____________________ 

5.1 New Incident Report Form
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Brandon University 
Reporting a 

Workplace Safety & 
Health Serious 

Incident 

Approved by: 
??? 

Administered by: 
??? 

Administrative Policy First Approved: DRAFT Updated: 

Brandon University (“the University”) is committed to providing a safe, healthy and productive 
campus environment for students, staff, faculty and visitors.    

1.0 Scope 
To ensure Workplace Safety & Health serious incidents are reported as per legislated 
requirements.  

2.0 Policy Definition of Serious Incident (as per Manitoba Workplace Safety & Health) 

A Workplace Safety & Health (WSH) serious incident is defined as one: 
 in which a worker is killed;
 in which a worker suffers

- an injury resulting from electrical contact,
- unconsciousness as the result of a concussion,
- a fracture of his or her skull, spine, pelvis, arm, leg, hand or foot,
- amputation of an arm, leg, hand, foot, finger or toe,
- third degree burns,
- permanent or temporary loss of sight,
- a cut or laceration that requires medical treatment at a hospital, ***
- asphyxiation or poisoning; or

 that involves
- the collapse or structural failure of a building, structure, crane, hoist, lift,
temporary support system or excavation,
- an explosion, fire or flood, an uncontrolled spill or escape of a hazardous
substance, or
- the failure of an atmosphere-supplying respirator.

*** Clarifications for Hospitals 
Report a cut or laceration to the WSH Branch if: 
 the cut or laceration requires medical treatment beyond the training of a level 3

first aider, or requires medical supplies not found in a standard first aid kit.
Examples: 
 Report a cut that requires stitches or glue.
 Do not report a cut or abrasion that is treated in the ER but only requires cleansing

and a Band-Aid.

5.2 Serious Incident Report (New)
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If you are unsure if your incident meets the definition of a Serious Incident, please 
contact your Dean and/or the Brandon University Safety & Health Advisor at 
BUSafety@BrandonU.CA . 

3.0 Accountability and Notifications 
The (Department Head/Faculty Dean) is responsible for the communication, 
administration, and interpretation of this policy. 

Brandon University is obligated to notify WSH Branch immediately (24 Hour Emergency 
Line): Toll-Free: 1-866-888-8186 

The individual reporting to the WSH Branch will need to provide the following 
information: 
 the name and address of each person involved in the incident;
 the name and address of the employer, or any other employers involved;
 the name and address of each person who witnessed the incident;
 the date, time and location of the incident; and
 the apparent cause of the incident and the circumstances that gave rise to it.

Note: If you do not have all the required information, call and report the incident and 
inform the WSH Branch officer that you will provide more info when it becomes available. 

The scene of a serious incident must be preserved until the WSH Branch has been notified 
and scene has been released by the WSH Branch. 

During the notification process, the WSH Branch Safety Officer will either: 
 advise the employer to Self-Investigate the incident, or
 request the scene be held for up to an additional 24 hours for the WSH Branch to

conduct the investigation.

4.0 Investigations 
All serious incidents must be investigated. 

If the WSH Branch advises the employer to Self-Investigate: 
 Contact one of the Workplace Safety and Health Committee co-chairs and advise

them of the serious incident and the WSH Branch’s instruction for the Workplace
Safety and Health Committee to investigate.

 If you are unsure who the Workplace Safety and Health Committee co-chairs are,
consult with the BU WSH Advisor or check the area WSH bulletin board.

 As the manager/supervisor; you may be required to provide information to the
investigators.

If the WSH Branch advises they will attend the location to conduct the investigation: 

5.2 Serious Incident Report (New)
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 Ensure the scene is preserved until they arrive.
 Be available to answer any questions they may have regarding the investigation.

Serious investigation supporting documentation is required. This includes: 
 WCB employee report (for injured worker/student) completed by originating

Department/Faculty.
 WSH Incident Report

5.0 Review 
Formal review of this policy will be conducted every three (3) years with the next 
scheduled review date. In the interim, this policy may be revised or rescinded if deemed 
necessary or if there are changes within legislation which require such.  

6.0 Clarifications for Hospitals 

Report a cut or laceration to the WSH Branch if: 
 the cut or laceration requires medical treatment beyond the training of a level 3 first

aider, or requires medical supplies not found in a standard first aid kit.
 Examples:

 Report a cut that requires stitches or glue.
 Do not report a cut or abrasion that is treated in the ER but only requires cleansing

and a Band-Aid.

7.0 Reference 
7.1 www.safemanitoba.com 
7.2 Workplace Safety and Health Legislation | Workforce Safety & Health | Labour & 

Immigration | Province of Manitoba (gov.mb.ca) 
7.3 Related documents 

Procedures 

Inquiries may be directed to the ____________________ at ____________________ or 
____________________. 

5.2 Serious Incident Report (New)
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POL-WSH-GEN-### Updated: December 2021  

WORKPLACE SAFETY 
& HEALTH 

FIRST AID POLICY 

Approved by:  
President’s Administrative Council  
Administered by:  
Vice-President (Administration and 
Finance) 

POL-WSH-GEN-### First Approved: DRAFT Updated: December 2021 

Brandon University (“the University”) is committed to providing a safe, healthy, and productive campus 
environment for students, staff, faculty, and visitors.  

1.0 Scope 
This policy applies to all students, staff, faculty, and visitors to the University. The intent of this 
policy is to ensure that workers are provided with first aid kits that are properly maintained and 
that workers have access to trained First Aiders should they become injured or ill at the 
workplace. This policy is in alignment with the Manitoba Workplace Safety and Health Regulation 
Part 5 – First Aid. First Aid kits must be readily accessible, capable of being reached quickly and 
safely, without the use of tools, for the purposes of use and maintenance.  

2.0 Policy 
The University, in conjunction with the University Workplace Safety & Health Committee, shall 
ensure that first aid kits and trained First Aiders are available to workers as required. This 
direction is intended to positively affect the outcome of a work-related injury, illness, or medical 
emergency. 

3.0 Definitions 
3.1 Close Workplace – A workplace from which, under normal travel conditions and using the 

means of transportation used at the workplace in an emergency, an injured or ill worker 
can be transported to a medical facility in 30 minutes or less. 

3.2 First Aid Kits – A set of prescribed material and tools for the purpose of providing 
emergency treatment to an injured or ill person. 

3.3 First Aid Classifications (as per the Manitoba Workplace Safety and Health Regulation Part 
5 – First Aid) 

3.3.1 Type 1 – Personal First Aid Kit (see Addendum 1 – Personal First Aid Kit Content 
List) 

3.3.2 Type 2 – Basic First Aid Kit (see Addendum 2 – Basic First Aid Kit Content List) 
3.3.2.1 Small / Medium / Large 

3.3.3 Type 3 – Intermediate First Aid Kit (see Addendum 3 – Intermediate First Aid Kit 
Content List) 

3.3.3.1 Small / Medium / Large 
3.3.4 First Aid Kit Containers shall be 
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3.3.4.1 Portable and capable of being securely closed; 
3.3.4.2 Of sufficient size to hold all specified contents; 
3.3.4.3 Constructed of materials such that the contents will be protected from 

dust and moisture; and 
3.3.4.4 Durably and legibly marked or labelled with the “First Aid” statement or 

symbol. 
3.4 First Aid Services – Services of a First Aider and the first aid equipment, facilities, and 

supplies required as per the Manitoba Workplace Safety and Health Regulation Part 5 – 
First Aid. 

3.5 First Aider – A person who holds a valid First Aider 1, 2, or 3 (FA1, FA2, FA3) qualification 
as set out in the Manitoba Workplace Safety and Health Regulation Part 5 – First Aid. 

3.6 Medical Facility – A hospital, medical clinic, physician’s officer, or nursing station. 
3.7 Worker – University employee 
3.8 Working in Isolation – Work in circumstances where assistance is not readily available in 

the event of an injury, illness, or other health emergency. 
3.9 Workplace – Any building, site, workshop, structure, mobile vehicle, or any other 

premises or location whether indoors or outdoors in which one or more workers engage 
in work activities. 

3.10 Workplace Safety & Health Committee – Refers to the University joint Workplace Safety & 
Health Committee established as per the Workplace Safety & Health Act Section 40. 

4.0 Obligations 
4.1 The University is to ensure: 

4.1.1 First Aid Risk Assessments are conducted. 
4.1.1.1 The University WSH Committee shall conduct a Workplace First Aid Risk 

Assessment (see Addendum 4 – Risk Assessment for First Aid 
Requirements) for each physical location (see Addendum 5 – Brandon 
University Physical Buildings/Locations) for which they have 
responsibility. 

4.1.1.2 Following the initial assessment, a second Workplace First Aid Risk 
Assessment shall be completed within one year. 

4.1.1.3 Following the second Workplace First Aid Risk Assessment, subsequent 
assessment shall be completed every three years or when circumstances 
change that require an assessment. 

4.1.1.4 Results of assessments will be reviewed by the WSH Committee and 
shared with the department/faculty with a request for approval to 
proceed as per the Workplace First Aid Risk Assessment. 

4.1.2 First Aid Kits are provided and maintained – on site. 
4.1.2.1 When the University WSH Committee recommends First Aid Kits, costs 

associated with purchasing new kits or replenishing supplies is the 
responsibility of the department/faculty in which the kit will reside. 

4.1.2.2 Type 2 and Type 3 First Aid kits shall be inspected quarterly. This 
inspection task may be done in conjunction with regular WSH Committee 
inspections. 
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4.1.2.3 Inspections are conducted to ensure completeness and usability of all 
items within the kit as well as to replenish kit supplies due to use or 
manufacturer’s expiration. 

4.1.2.4 First aid logbooks are to be used to document incidents and supply 
usage. 

4.1.3 University staff who travel for work in a University vehicle, or who work in 
isolation, shall be equipped with a Personal First Aid kit. 
4.1.3.1 Costs associated with purchasing new kits or replenishing supplies is the 

responsibility of department/faculty in which the kit will reside. 
4.1.3.2 Personal First Aid kits will be inspected before departure to ensure 

completeness and usability of all items within the kit as well as to 
replenish kit supplies due to use or manufacturer’s expiration. 

4.1.4 Worker are trained as First Aiders. 
4.1.4.1 The minimum number of qualified First Aiders must be present during 

working hours.  
4.1.4.2 Training for required First Aiders shall be arranged by the WSH Advisor in 

conjunction with the WSH Committee and with funding approval from 
the workers department/faculty. 

4.1.4.3 When the University WSH Committee recommends training of First 
Aiders, costs associated with the training of First Aiders is the 
responsibility of department/faculty in which the First Aider is located. 
First Aid training certificates will be provided to Supervisor/Dean, Human 
Resources, and the WSH Advisor. 

4.1.5 First Aiders 
4.1.5.1 Provide first aid responses to the best of their abilities. 
4.1.5.2 Ensure that their First Aid training is current and to request recertification 

prior to the expiration of their certification. 
4.1.5.3 If the situation is beyond the scope and or abilities of the first aider, 

ensure additional medical attention is summoned. 
4.1.5.4 Ensure that incident reporting is completed following the rendering of 

first aid. 
4.1.5.5 A list of department/faculty trained First Aiders shall be posted in the 

area on the WSH Bulletin board(s) and a comprehensive list of trained 
First Aiders will be posted on the University website. 

5.0 Accountability 
5.1 The Physical Plant Director / Workplace Safety & Health Advisor is responsible for the 

communication, administration, and interpretation of this policy. 

6.0 Review 
6.1 Formal review of this policy will be conducted every three (3) years. In the interim, this 

policy may be revised or rescinded if the Physical Plant Director / Workplace Safety & 
Health Advisor or President deems necessary or if there are changes within legislation 
which require such.  
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7.0 Reference 
7.1 The Workplace Safety & Health Act 

7.1.1 C.C.S.M. c. W210 (gov.mb.ca) 
7.2 The Workplace Safety & Health Regulations 

7.2.1 2020 Manitoba Workplace Safety and Health Act and Regulation (gov.mb.ca) 

8.0 Related documents 
8.1 Addendum 1 - Personal First Aid Kit Content List 
8.2 Addendum 2 - Basic First Aid Kit Content List 
8.3 Addendum 3 - Intermediate First Aid Kit Content List 
8.4 Addendum 4 - Risk Assessment for First Aid Requirements 
8.5 Addendum 5 - Brandon University Physical Buildings/Locations 
8.6 Addendum 6 – First Aid Kit Inspection Checklist / Tag 
8.7 Addendum 7 – First Aid Kit Consumable Supplies Order Information 

Procedures  

Inquiries may be directed to the Director Physical Plant / WSH Advisor at BUSafety@brandonu.ca. 
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*All workplace first aid kit contents shall be made of latex-free materials
ITEMS QTY 
Sterile adhesive bandages assorted sizes (standard strip, large fingertip, knuckle, large patch) 16 
Sterile gauze pads, individually wrapped (7.6cm x 7.6cm) 6 
Roll conforming stretch bandage, relaxed length, individually wrapped (5.1cm x 1.8m) 1 
Sterile compress/pressure dressings with ties (10.2cm x 10.2cm) 2 
Triangular bandage, cotton (101.6cm x 101.6cm x 142.2cm) 1 
Safety pins 2 
Roll of adhesive tape (2.5cm x 2.3m) 1 
Antiseptic wound cleansing towelette, individually wrapped (or equivalent) 6 
Antibiotic ointment, topical, single use 2 
Hand/skin cleansing towelette, individually wrapped (or equivalent) 4 
Pair of examination gloves, disposable, medical grade, one size, non-latex, powder free 2 
Biohazard waste disposal bag (single use) 1 
Splinter forceps/tweezers, fine point stainless steel (minimum 11.4cm) 1 
Content list 1 
* First Aid Kit Containers shall be meet the criteria set forth in 3.3.4 of the First Aid Policy

Addendum 1 

Personal First Aid Kit 
Content List 

WORKPLACE SAFETY & 
HEALTH 

FIRST AID POLICY 
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*All workplace first aid kit contents shall be made of latex-free materials
ITEMS QUANTITY 
*Small: 2-25 workers/shift **Medium: 26-50 workers/shift ***Large
51-100 workers/shift

Small 
* 

Medium 
** 

Large 
*** 

Sterile adhesive bandages assorted sizes (standard strip, large fingertip, 
knuckle, large patch) 

25 50 100 

Sterile gauze pads, individually wrapped (7.6cm x 7.6cm) 12 24 48 
Sterile abdominal pad, individual wrapped (12.7cm x 22.9cm) 1 2 2 
Roll conforming stretch bandage, relaxed length, individually wrapped 
(5.1cm x 1.8m) 

1 2 4 

Roll conforming stretch bandage, relaxed length, individually wrapped 
(7.6cm x 1.8m) 

1 2 4 

Sterile compress/pressure dressings with ties (10.2cm x 10.2cm) 2 4 8 
Triangular bandage, cotton (101.6cm x 101.6cm x 142.2cm) 2 4 8 
Safety pins 4 8 16 
Roll of adhesive tape (2.5cm x 2.3m) 1 1 

(2.5cm x 4.6m) 
1 
(2.5cm x 9.1m) 

Antiseptic wound cleansing towelette, individually wrapped (or 
equivalent) 

25 50 100 

Antibiotic ointment, topical, single use 6 12 24 
Hand/skin cleansing towelette, individually wrapped (or equivalent) 6 12 24 
CPR resuscitation barrier device with one-way valve 1 1 1 
Pair of examination gloves, disposable, medical grade, one size, non-
latex, powder free 

4 8 16 

Biohazard waste disposal bag (single use) 1 2 2 
Bandage scissors, stainless steel (with angled blunt tip) minimum 14cm 1 1 1 
Splinter forceps/tweezers, fine point stainless steel (minimum 11.4cm) 1 1 1 
Emergency blanket, aluminized, non-stretch polyester (minimum 
132cm x 213cm) 

1 1 1 

Content list 1 1 1 
* First Aid Kit Containers shall be meet the criteria set forth in 3.3.4 of the First Aid Policy

Addendum 2 

Basic First Aid Kit 
Content List 

WORKPLACE SAFETY & 
HEALTH 

FIRST AID POLICY 
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ITEMS  *All workplace first aid kit contents shall be made of latex-free materials QUANTITY 
*Small: 2-25 workers/shift **Medium: 26-50 workers/shift ***Large 51-100
workers/shift

Small 
* 

Medium 
** 

Large 
*** 

Sterile adhesive bandages assorted sizes (standard strip, large fingertip, 
knuckle, large patch) 

25 50 100 

Sterile gauze pads, individually wrapped (7.6cm x 7.6cm) 12 24 48 
Sterile abdominal pad, individual wrapped (12.7cm x 22.9cm) 1 2 2 
Roll conforming stretch bandage, relaxed length, individually wrapped (5.1cm x 
1.8m) 

1 2 4 

Roll conforming stretch bandage, relaxed length, individually wrapped (7.6cm x 
1.8m) 

1 2 4 

Sterile compress/pressure dressings with ties (10.2cm x 10.2cm) 2 4 8 
Triangular bandage, cotton (101.6cm x 101.6cm x 142.2cm) 2 4 8 
Safety pins 4 8 16 
Roll of adhesive tape (2.5cm x 2.3m) / (2.5cm x 4.6m) / (2.5cm x 9.1m) 1 1 1 
Antiseptic wound cleansing towelette, individually wrapped (or equivalent) 25 50 100 
Antibiotic ointment, topical, single use 6 12 24 
Hand/skin cleansing towelette, individually wrapped (or equivalent) 6 12 24 
CPR resuscitation barrier device with one-way valve 1 1 1 
Examination gloves, disposable, medical grade, one size, non-latex, powder free 4 8 16 
Biohazard waste disposal bag (single use) 1 2 2 
Bandage scissors, stainless steel (with angled blunt tip) minimum 14cm 1 1 1 
Splinter forceps/tweezers, fine point stainless steel (minimum 11.4cm) 1 1 1 
Emergency blanket, aluminized, non-stretch polyester (min 132cm x 213cm) 1 1 1 
Content list 1 1 1 
Gauze pad, sterile, individually wrapped (10.2cm x 10.2cm / 4”x4”) 6 12 24 
Non-adherent dressing, sterile, individually wrapped (5.1cm x 7.6cm / 2”x3”) 4 8 16 
Compress/pressure dressing with ties, sterile (15.2cm x 15.2cm / 6”x 6”) 1 2 4 
Tourniquet, arterial 1 1 1 
Elastic support/compression bandage (7.6cm / 3”) 1 2 2 
Eye dressing pad, sterile, and eye shield with elastic strap 2 

sets 
2 sets 2 sets 

Cold pack 1 1 1 
Glucose tablets, 4g (10 per package) or acceptable alternative 1 pkg 1 pkg 1 pkg 
Splint, padded, malleable, minimum size 10.2cm x 61cm / 4” x 24” 1 1 1 

* First Aid Kit Containers shall be meet the criteria set forth in 3.3.4 of the First Aid Policy

Addendum 3 

Intermediate First Aid 
Kit Content List 

WORKPLACE SAFETY & HEALTH 
FIRST AID POLICY 
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Brandon University Department/Faculty/Building: ___________________________________________ 

Part 1: First Aid Kits - Select the correct response in each of the tables below as appropriate: 

Number of Workers per Shift Number of First Aid Kits Required 
24 or fewer 1 
25 to 50 2 
51 to 75 3 
76 or more 4 
Maximum # of Workers per Shift Size of First Aid Kit Required 
2 to 25 Small 
26 to 50 Medium 
50 to 100 Large 

Determine the risk level in the workplace based on the history of workplace incidents, first aid logbook 
review, and discussion amongst the WSH Committee. Review, at a minimum, the last 12-month 
incident history. Students may be included as workers as appropriate. 

Consider the hazards of the workplace and answer the below: 
1. What is the potential severity of harm (choose one): LOW / MODERATE / HIGH
2. What is the likelihood of harm (choose one): UNLIKELY / LIKELY / VERY LIKELY

TYPE OF FIRST AID KIT 
LIKELIHOOD 
OF HARM 

POTENTIAL SEVERITY OF HARM 
LOW MODERATE HIGH 

UNLIKELY Type 2: Basic First Aid Kit Type 2: Basic First Aid Kit Type 3: Intermediate First Aid Kit 
LIKELY Type 2: Basic First Aid Kit Type 3: Intermediate First Aid Kit Type 3: Intermediate First Aid Kit 
VERY LIKELY Type 2: Basic First Aid Kit Type 3: Intermediate First Aid Kit Type 3: Intermediate First Aid Kit 

RECORD THE RESULTS BELOW FROM THE RESPONSES FROM THE THREE OPTIONS ABOVE 

# OF KITS: _______________________ Size: ______________________ Type: ________________________ 

WSH Committee’s recommendation for optimal placement of First Aid Kit(s) in the workplace: 

Worker Co-chair printed name and signature: ______________________________________________ 

Employer Co-chair printed name and signature: ____________________________________________ 

Addendum 4 

Risk Assessment for 
First Aid  

Requirements 

WORKPLACE SAFETY & 
HEALTH 
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Brandon University Department/Faculty/Building: ___________________________________________ 

Part 2: Trained First Aiders 

# of trained first aiders that must be present based on the maximum number of workers per shift: 
# of Workers per Shift Close Workplace – Low Hazard Work Close Workplace – Other Work 

1 to 10 - - 
11 to 40 FA1 FA2 

41 to 100 FA1 FA2 x 2 
101 to 199 FA1 x 2 FA2 x 2 

200+ FA1 x 3 FA2 x 3 
*Workers trained in First Aid for other legislated purposes (e.g., Confined Space) may be included in
the number of First Aiders.

WSH Committee’s recommendation for number and type of First Aiders required in the workplace: 

Number: ____________________________________ Type: ___________________________________ 

WSH Committee’s recommendation for specific individuals for First Aid training: 

Addendum 4 

Risk Assessment for 
First Aid  

Requirements 
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First Aid Kit Locations – 76 kits 

Brodie Science – 25 kits 
Room G-9 (small kit) / Room G-14-1 / Room G-34 / Room G-41 
Room 1-05 / Room 1-48 / 2nd floor (middle isle) 
Room 2-05 / Room 2-10 (field study kits) 
Room 3-05 / Room 3-18 (small kit) / Room 3-21 (small kit) / Room 3-24 (small kit) 
Room 3-25 (small kit) / Room 3-26 (small kit) / Room 3-28 (small kit) / Room 3-30 (small kit) 
Room 3-32 (small kit) / Room 3-39 (middle isle) 
Room 4-27 / Room 4-31 / Room 4-35 / Room 4-38 (middle isle) / Room 4-39 
Room 5-8 

Clark Hall – 5 kits 
Room 016 / Room 100 (Faculty of Arts) / Room 110 (Print shop) 
Room 218 / Room 337 (HR) 

Darrach Hall - Room 109 

Dining Hall – 3 kits - Main Kitchen (staff lounge) / Charlie Biggs kitchen / Security cage 

Education Building – 4 kits 
Room 015 / Room 102-1 / Room 111 (PENT Office) / Room 114 (Pre-school, in backpack) 

Flora Cowan - Room 118 

Healthy Living Centre 2 kits - Front desk / 2nd floor Canteen 

Health Studies Building – 3 kits 
In Lounge Room 126A / Outside Room 109 / Outside Room 240 (small kit) 

Knowles-Douglas Centre – 2 kits 
BUSU office / Book Store 

McKenzie Building – 6 kits 
Room 006 (Campus MB) / Room 102 (Enrolment) / Room 104 (Admissions) 
Room 105-1(Staff Room) / Room 105-3 / Evans Theatre 

Addendum 5 

BU Locations of First Aid 
Kits 

NEEDS VERIFICATION 

WORKPLACE SAFETY & 
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McMaster Hall – 6 kits 
Programs Office / Room 121 / Room 321 / Room 521 /Room 721 / Roof Rm # MH-R4 

Queen Elizabeth II – 2 Kits 
Room 1-05 (main office) / Music Library Office 

Physical Plant – 3 kits 
Room 104 (carpentry shop) / By Door 125B (hallway) / Zoo-Arch Lab 

Richardson Centre – 9 kits 
Room 001E / Room 005 (Basement) (small kit) / Room 012 (Lg. Studio) (small kit) 
Room 019A / Room 063 (New Studio) Behind Circulation desk (small kit) 
Room 202A (Gov Docs) (small kit) / Room 207 / S.J. McKee Archives (small kit) / Room 218 

Jeff Umphrey Centre – 2 kits 
Room 018 (basement) / Room 112 

Steam Plant - cabinet in office 

Brandon University Early Learning Centre – Kitchen 
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First Aid Kit Inspection Tag Details 

Addendum 6 

First Aid Kit  
Inspection Tag 
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https://www.grainger.ca/en?analytics=nav  Contact BUSafety@brandonu.ca for any additional items 

ITEM ITEM ORDER NUMBER ITEM ITEM ORDER NUMBER 
Sterile adhesive 
bandages 
1” x 3” 50/Box 

FCL500118 Sterile adhesive 
bandages 
Fingertip Large 
50/box 

FCL500126 

Fingertip 
bandage, metal 
detectable, latex 
free, blue, 4” x 4 
¾”, fabric 

DSIFADB05/6 Sterile fabric 
adhesive 
bandages 

1” x 3” 50/BX 

FCL500015 

Knuckle fabric 
bandage, metal 
detectable, latex 
free, blue, 1 ½” x 
3” 

DSIFADB06/6 Adhesive blue 
fabric detectable 
bandages  
1”x 3” 100/bx 

FCLH175CA 

Sterile gauze 
pads, individually 
wrapped (7.6cm x 
7.6cm) 

DSIFAGS3X3 Sterile gauze 
pads, 
individually 
wrapped (7.6cm 
x 7.6cm) 

DSIFAGP3X325 

Roll conforming 
stretch bandage, 
relaxed length, 
individually 
wrapped (5.1cm x 
1.8m) 

DSIFACFB02B Roll conforming 
stretch bandage, 
relaxed length, 
individually 
wrapped (5.1cm 
x 4.5m) 

FCL200004 

Addendum 7 

Reorder Information 
Acklands Grainger 

Stock Numbers 
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Sterile compress DSIFACB4565 Safety pins FCL550006 

Triangular 
bandage, cotton 
(101.6cm x 
101.6cm x 
142.2cm) 

FCL150029 Triangular 
bandage, cotton 
(101.6cm x 
101.6cm x 
142.2cm) 
Box 6 

DSIFATB001B6

Roll of adhesive 
tape (2.5cm x 
2.3m) 

FCL500092 Hand/skin 
cleansing 
towelette, 
individually 
wrapped (or 
equivalent) 

GOJ9022-10CAN00 

Antiseptic wound 
cleansing 
towelette, 
individually 
wrapped (or 
equivalent) 
100/bag 

FCL100170 Antiseptic 
wound cleansing 
towelette, 
individually 
wrapped (or 
equivalent) 
25/box 

FCL100001U25 

Examination 
gloves, pair, 
disposable, 
medical-grade, 
one size, non-
latex, powder-
free 

EBP56JT50 Examination 
gloves, pair, 
disposable, 
medical-grade, 
one size, non-
latex, powder-
free 

ALG88-1-7800M 

Biohazard waste 
disposal bag 
(single use) 
Pk 100 

WWG3UAF6 Splinter 
forceps/tweezer
s, fine point 
stainless steel 
(minimum 
11.4cm) 

AMCP332 
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Site: Date:

Completed By (please print names):

Yes No N/A

Yes No N/A

Yes No N/A

Yes No N/A

Yes No N/A

Yes No N/A

Is there clear access to electrical panels?

Are all electrial covers inplace? (receptacles, switches, junction boxes etc.)
Is there a minimun of 1 meter of free clearance in front of electrical panels?

Are fire doors free of obstructions and signs of damage? 

Chairs
Are all chairs in good condition?
Are adjustable office chairs properly adjusted for the employee?

Electrical

Is equipment and supplies stored properly so staff do not have to bend or reach beyond a safe range?
Has a Physical Demands Analysis (PDA) been completed for positions?

Ergonomics

Are all electrical cords in good repair?
Is there clear access to electrical panels?

Are electrical cords secured to prevent trip hazards?
Are all electrical panels secured?
Are plugs, sockets and switches in good condition?
Are all loose or exposed electrical wires properly secured or capped? (not just extension cords)
Are electrical vaults free of combustible storage?

Is proper personal protective equipment being worn?
Is equipment regularly maintained?
Is machinery adequately guarded? 

Page 1 comments

/ 25Total Number of "No" answers from page 1:

Are doorways clear of materials, furniture, or equipment?

Are emergency exits clear of materials, furniture, or equipment?

Equipment and Machinery (Physical Hazard)

Are preventative measures in place protecting employees from excessive cold or excessive heat?
Are employees protected from noise in excess of 80dBA?

Are emergency exit signs working?
Are the proper chemical identification signs clearly visible before entering the room?

BRANDON UNIVERSITY
Workplace Safety and Health Committee Inspection Checklist - GENERAL

Entrances and Exits

Environment (Physical Hazard)

Are the proper PPE requirement signs clearly visible before entering the room?

7.1 BU Detailed WSH Inspection Checklist 2021 - Draft Page 
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Yes No N/A

Yes No N/A

Yes No N/A

Yes No N/A

Yes No N/A

Yes No N/A

Are sprinkler heads free of obstructions both horizontally and vertically for 18"? 

Are there any missing, dislodged, or damage celing tiles that are posing a risk to workers?

Lighting (Physical Hazard)

Are hazardous materials disposed of properly?
Are storage areas for hazardous goods clearly identified?
Have staff complete WHMIS training (Moodle)

Are bins located at suitable points?

Are fire detectors free of obstruction and in serviceable condition?

Are ALL chemical containers clearly labeled with WHMIS labels?
Are hazardous materials properly stored?

Hazardous Materials (Chemical and Biological Hazards)

Fire Safety and Security (Physical Hazard)

Are bins emptied regularly?
Is garbage or recycling picked up so it does not accumulate to pose a fire hazard?

Are electrical panels free from obstruction?

Are first aid kit(s) accessible and clearly labeled?

Are flammable liquids properly stored ?
Are space heaters in use? And will the space heaters shut off automatically when tipped over?

Are aisles clear of materials or equipment?

Are the first aid kit(s) adequate and complete? Content list should be with the first aid kit.
Is a list of trained first aiders posted?

Are fire pull stations identified and accessible? 
Have monthly fire extinguisher inspections been performed? 

First Aid (Physical Hazard)

Does emergency lighting work?

/27Total Number of "No" answers from page 2:

Are SDS sheets available for all hazardous chemical materials?

Garbage (Physical Hazard)

Is all hallway storage limited to one side of the hall?

Floors and Walkways (Physical Hazard)

If supplies or materials are stored on the floor, are they away from doors and aisles and stacked no 
more than three boxes high? (the three box high rule is for heavier boxes)

Are carpets or tiles in good condition? (i.e. free of loose or lifting carpeting or tile)

Are lighting levels in work areas adequate?
Are work areas free of glare or excessive lighting contrast?

Page 2 comments
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Yes No N/A

Yes No N/A

Yes No N/A

Yes No N/A

Yes No N/A

Are trolleys or dollies available to move heavy items?

/14

Walls and Ceilings (Physical Hazard)

Are ladders identified, stored properly, and in good condition?
Are stair handles fastened to the wall securely?

Parking (Physical and Psychological Hazards)

Page 3 comments

Are parking spots and walkways appropriately lighted?

Are signs and fixtures securely fastened to the wall?
Are penetrations in the walls or ceilings repaired?

Stairs, Ladders, and Platforms (Physical Hazard)

Have all possible precautions been taken to ensure icy spots in the parking lots have been salted or 
chipped away? 

Are stairwells clear of storage or obstructions?

Are floors around shelves clear of clutter?

Are supplies and materials stored properly on shelves?
Does your storage layout minimize lifting?

Are racks and shelves labeled with maximum weight capacities?

Are stairs and handrails in good condition?

Storage (Physical Hazard)
Are stairwells adequately lit?

List any additional physical, psychological, ergonomic, chemical, or biological hazards:

Total Number of "No" answers from page 3:

Page 4 Security Questions
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Yes No N/A

Yes No N/A

Yes No N/A

Yes No N/A

Co-Chairpersons' Review Signatures:
This checklist has been reviewed by the Workplace Safety and Health Committee

Print name of Employer Co-Chair: Print Name of Worker Co-Chair

Signature: Signature:

Is the Incident Summary Report been reviewed annuallyfor violent incidents by the WSH committee?
Have staff been trained on the Violence Policy and Procedures?
Is the Violence Policy posted on WSH bulleting boards or in a visible locations?

Are locks replaced when keys/fobs are lost or stolen? Are codes changed?
Are any doors not secured (left open to the public)?
Are all door keypads operational?
Are all manual locks on exterior doors working properly?

All "NO" Answers are to be reviewed by the WSH committee

Are there building deficiencies that could compromise staff safety such as broken exterior windows, 
doors and locks or security systems?

Is the building locked or entrance restricted after hours?

Are there secure areas for storing money or valuables?
Outside and around the building

Are isolated parking lots identified and all precautions taken when staff are walking to their vehicles? 
(ex. Call back to the facility once the staff member is in the vehicle/buddy system)
Are hiding places for perpetrators identified and minimized as much as possible?

Are employees encouraged to use a buddy system or Call Security when walking to vehicles?

At Risk situations
When staff are working alone/isolated does someone know where they are/how long they will be 
Do staff that handle cash/work with the public have a physical barrier between them and the public?
Do staff working with money have a spot to work that is out of site from the public?

Are any other businesses or organizations nearby that have a high risk of violence identified? (these 
buildings might bring in violent offenders into the area)

Violence Policy and Procedure

Total Number of "No" answers from all pages: /83

Page 4 comments
Inspected By:
NEW FORM to be created - WSH Committee Recommendation Report

Are public address systems functioning and understandable?

Staff Responsible items
If equipped (evening and night staff) is the duress system operational and in use?

If equipped, is the video monitoring system working properly?

Are all radios operational?
Is there sufficient radios for intended staff use (Night Shift)?
Is there a Staff Safe Room equipped and ready for use?
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