[image: image4.png]University
ofRegina




University of Regina

Employee Safety Orientation Guide
21.
Introduction


22.
University Safety Related Policies


33.
Rights & Responsibilities


54.
Incident / Injury Reporting


65.
Health and Safety Human Resources


76.
Health and Safety Committees


97.
Emergencies


128.
Chemical Safety


149.
Radiation Safety


1510.
Biological Safety


1611.
Resources


1812.
Additional Information




Introduction

To welcome you to the University of Regina, Health and Safety Human Resources has prepared a safety orientation guide.  Government statistics show that new employees, who do not have experience with their new duties and/or their new work environment, are much more likely to be involved in incident and injury situations than their more experienced counterparts.  Therefore, it is important that new employees be given the necessary orientation before they get involved with their new work activities.

This guide provides an overview of the health and safety policies and practices at the University of Regina.  It will help you understand the importance of your safety and security on campus. While most of the information is global to the University, individual departments or research laboratories may have their own procedures for handling specific operations or hazards.

The role of Health and Safety Human Resources is to provide leadership and support to assist administrators, managers, supervisors, employees, students, faculties, departments, organizations and committees throughout the University to carry out the health and safety responsibilities assigned to them through legislation and University policy.  Creation of a safe and healthy work and study environment supports the University’s primary goal of providing students with an enviable learning experience. 

The responsibility for creating a safe and healthy environment is shared by every member of the University community.  While all managers are expected to manage the health and safety issues which affect their units and the individuals under their supervision, individual employees and students are also expected to participate in the identification, elimination and control of hazards over which they have control, and to take all reasonable steps to conduct themselves in a manner which does not endanger themselves or other members of the community or the visiting public.

If you have any questions concerning health and safety issues, contact Health and Safety Human Resources at 585-4776 or 585-5487.  You may consult our website for more information at http://www.uregina.ca/hr/. 

1. University Safety Related Policies

Safety Policy Statement

The University of Regina is committed to providing a safe and healthy environment for all members of the University community.  To that end this policy will be reviewed at intervals not greater than 3 years, and whenever there is a change of circumstances that may affect the health and safety of employees.  It is the objective of the University to:

· maintain, as a minimum standard, compliance with all relevant statutes, regulations and standards of regulatory authorities representing occupational health and safety. 

· ensure that safety and accident prevention are an integral part of planning, operations and University activities. 

· promote safe working practices and awareness through training, education and the implementation of general safety policies and workplace-specific procedures, including an Occupational Health and Safety Program.

Contractors, subcontractors, suppliers and others providing a service for the University of Regina shall, as part of their contracts, agree to comply with all relevant health and safety legislation and University policies and procedures where directed by the University.

Other University Safety Related Policies

The University also has a number of other polices and procedures that affect health and safety at the University.  These include: 

· Incident / Workers' Compensation reporting and investigation

· Installation and use of video surveillance systems

· Violence Prevention Policy

· Harassment and Discrimination Prevention Policy

· Radiation safety

· Hazardous materials management

· Laboratory Close-out Policy

· Working Alone Policy

· Emergency Procedures Policy

· Building Evacuation Policy

· Emergency Closure Policy

· Campus Smoking Policy

· Building Lock-up Policy

· AIDS Policy

2. Rights & Responsibilities

The management of health and safety issues is a fundamental line responsibility.  Responsibility begins with the board of governors, the president, the vice-presidents, associate vice-presidents, deans, directors, department heads, research directors and supervisors to the individual employee and student. The board of governors, together with the University's officers, is ultimately accountable.

The University's health and safety goals can only be achieved with the cooperation of all members of the University community.  This means that everyone needs to be concerned not only about identifying the hazards which employees face, but also about designing work procedures and taking other appropriate measures to eliminate or at least reduce the potential impact of these hazards.

Every employee has the responsibility to comply with health and safety regulations and directives, and to participate in the identification and control of hazards.  All problems and concerns that cannot be addressed at the level of the individual employee should be reported to the immediate supervisor.

Employee Rights

In Saskatchewan, all employees under provincial health and safety legislation have certain rights.  These are:

· the right to know about hazards in the workplace and how to control them 

· the right to participate in matters related to safety 

· the right to refuse dangerous work 

· protection from discriminatory action for exercising health and safety rights 

Responsibilities 

The University is responsible for: 

· ensuring the management support and leadership necessary to provide a safe and healthy working environment in compliance with this policy.

· ensuring that adequate resources are available to implement appropriate measures.

· ensuring compliance with legislative requirements (federal/provincial acts, regulations, standards and guidelines and municipal by-laws pertaining to health, safety and the environment).

· ensuring that health and safety considerations form an integral part of the design, construction, purchase and maintenance of all buildings, equipment and work processes.

· ensuring that all required inspections, facilities, training, committees and programs are provided.

· supporting, monitoring and evaluating safety performance, and recommending measures to bring about improvement.

· ensuring appropriate medical treatment is provided.

· taking action to correct unsafe conditions.

Supervisors are responsible for: 

· planning and executing all activities in a manner that promotes compliance with this policy.

· formulating specific safety rules and safe work procedures for their areas of supervision within the context of this policy.

· ensuring that individuals in their areas of responsibility have been given adequate direction, training and instruction in the safe performance of their work, and that it is performed without undue risk.

· ensuring that work areas are regularly inspected to prevent the development of unsafe conditions or practices.

· reporting substandard conditions or procedures to the appropriate authority as necessary, and correcting such conditions where it is within their authority to do so.

· ensuring that all incidents/accidents are reported and investigated, and taking action to prevent a recurrence where it is within their authority and in accordance with the incident/accident reporting procedure.

· ensuring appropriate medical treatment is provided.

Employees and Students are responsible for: 

· planning and executing all activities in a manner that promotes compliance with this policy.

· practicing safe work habits, and observing all safety rules and procedures established in their work areas.

· promptly reporting hazardous or unsafe equipment, conditions, procedures or behaviour to a supervisor, and making suggestions for their correction or taking corrective action where authorized.

· immediately reporting to a supervisor all work-related accidents or injuries, and obtaining medical treatment, if necessary, without delay.

Incident / Injury Reporting

Injured employees should immediately seek medical assistance and immediately advise their supervisors of the accident, so further injuries can be prevented.  Employees leaving the premises to seek medical assistance must also advise their supervisors that they are doing so before leaving the University campus. 

Any event that involves: 

· injury to a person, whether they be employees, students or visitors; 

· damage to property;  or, 

· any event that had the potential to cause injury or damage, must be reported immediately to your supervisor and to Health and Safety Human Resources, within 24 hours of the occurrence.  The University’s incident report form should be filled out as soon as possible: 
http://www.uregina.ca/hr/assets/files/health_safety/forms/2009_Incident_Report_Form.pdf
The following is a summary of the procedures to be followed if near misses or incidents causing injury or damage occur. 

1. Seek emergency medical attention by calling Campus Security (4999) 
(see Section 7 ‘Why call security first’).

2. Report the incident to your supervisor as soon as possible. 
(Students should report the incident to a faculty or staff member.)

3. The supervisor (or faculty/staff member) and employee must complete an Incident Report Form and, in the case of injury, a WCB form.  Both forms must be delivered or faxed (585-5232) to Human Resources within 24 hours.  If the forms cannot be fully completed within that time they must nevertheless be sent within that time, with additional information being sent at a later time as soon as it becomes available.  FAILURE TO FILE THESE FORMS IN A TIMELY MANNER MAY RESULT IN DENIAL OF BENEFITS OR LEAD TO THE UNIVERSITY BEING FINED BY THE WCB FOR FAILING TO REPORT AN INCIDENT WITHIN 5 DAYS. 

4. The supervisor and employee must review and comment on recommendations for corrective action that may prevent the occurrence of a similar incident. 

5. In the event of an injury that may affect an employee’s ability to safely perform his or her job duties, the employee must consult a physician and provide Pension & Benefits, Human Resources with written medical information that describes the limits of the employee’s capacity to perform his or her job duties.  For reasons of privacy, copies of these reports cannot be retained in units.

All spills of hazardous material are considered near-miss incidents and must be reported to Human Resources using the incident report form. 

Incident reports must also be completed when injuries or near-misses occur which involve students or visitors to campus.  Employees who are aware of such an incident should report the incident to their supervisor or other staff member responsible for the area in which the incident occurred so that an incident report can be completed. 

The incident reporting form can be found at: 

http://www.uregina.ca/hr/assets/files/health_safety/forms/2009_Incident_Report_Form.pdf
The WCB employee’s report of injury form (E1) can be found at: http://www.uregina.ca/hr/assets/files/hr_forms/WCB-E1.pdf
You can also contact Health and Safety Human Resources by phone at 4776 or 5487.

Accommodation Guidelines

When an employee is injured, or is unable to perform all or any of their assigned job duties for medical reasons, the University will accommodate the employee’s limited capacity to a reasonable extent in order to support the reintegration and rehabilitation of the employee back into the work place.  This may include graduated or modified work assignments that address the employee’s physical or psychological limitations. 

To assist the University in accommodating employees, an employee with a disability must:  

· immediately report injuries, and absences for medical reasons, to their supervisor.

· where the absence is expected to exceed 5 days, or when an accommodation is required, have their health care practitioner complete and return to Pension & Benefits, Human Resources an ‘Attending Physician’s Statement.’  The Attending Physician’s Statement form is available on the Human Resources forms website at 
http://www.uregina.ca/hr/assets/files/hr_forms/Physician-Statement.pdf
· provide dean/director/manager and Human Resources Department with regular written updates from the health care practitioner and whenever there is a change in medical restrictions. 

· co-operate and participate fully in the timely development of a return to work plan.  

Employees are expected to provide written medical evidence in a timely manner, and to co-operate in the development or implementation of reasonable accommodations that would accommodate their safe return to work.  Failure to do so may lead to a loss of benefits. 

3. Health and Safety Human Resources

Health and Safety provides support to the line management on matters of safety and occupational health.  It develops and oversees comprehensive health and safety policies and programs encompassing all University activities and facilities.  While complying with legislation and accepted standards of practice, it supports the academic mission, and teaching, research and service activities of the University.  These and all other University policies are available on the web at: http://www.uregina.ca/hr/
Health and Safety supports individuals and groups in the exercise of their rights and responsibilities, provides professional advice and technical support to managers at all levels, provides official liaison with external regulatory bodies and performs an audit function for compliance.  It informs senior management about serious problems and legislative changes.  Health and Safety also manages or coordinates those aspects of the health and safety programs such as injury/incident reporting, emergency planning and response, fire safety, hazardous materials management, chemical/laboratory safety, radiation safety, industrial hygiene, biosafety and environmental safety.

Services Offered

To support employee safety, Health and Safety offers: 

· advice and support to individuals and departments

· assistance in developing departmental programmes and procedures 

· information on employee and supervisory rights and responsibilities

· personal protective equipment (PPE) evaluation and training on proper use/maintenance of PPE 

· respiratory fit testing training 

· inspections to identify unsafe working or living conditions

· monitoring of indoor air quality and emissions

· Evaluations of workstations and office areas where employees are experiencing repetitive strains or medical problems

· assistance with job task evaluations to provide the employee with proper tools to minimize injuries or repetitive strains

· back safety, lifting and ladder safety training to prevent injury or accidents

· injury/incident investigations to determine cause and possible corrective action to prevent further injury

· occupational health services 

· training programs 

· committee support

Training

Health and Safety also offers or facilitates training in the following areas: 

· asbestos awareness 

· WHMIS (Workplace Hazardous Materials Information System)

· laboratory safety

· fire safety

· fire extinguisher use

· first aid/CPR

· office ergonomics

· radiation safety

· respiratory protection 

· self-contained breathing apparatus

· H2S Alive (hydrogen sulphide safety)

· transportation of dangerous goods

· Musculoskeletal injury (MSI) prevention 

· ladder safety

· safety committee

· workplace inspections 

· other courses provided on request

4. Health and Safety Committees

What is a Health & Safety Committee?

A Health and Safety Committee is a joint employee-management team that assists the employer in creating and maintaining a safe workplace.  At the University of Regina various health and safety committees exist to handle suggestions and complaints, investigate incidents and injuries, and advise the University administration.

Legislated Occupational Health Committee (OHC)

The Occupational Health Committee assists the University of Regina in meeting the requirements under the Occupational Health and Safety Act, 1993, the Occupational Health and Safety Regulations, 1996, and all applicable provincial and federal legislation and Municipal by-laws.  The committee has a mandate to advise, assist and make recommendations on policy and procedures that will improve the health and safety of faculty, staff, students and the general public while at the University.

Committee leaders encourage information sharing, co-operation and compromise.  The members’ names are posted on the Occupational Health Committee bulletin boards and are available on the UofR web site.  

The OHC meets every second month during the academic year to recommend policy on all matters of occupational health and safety.  It advises the University on health and safety matters, recommending remedial actions where necessary.  In collaboration with Health and Safety Human Resources, it oversees the University Occupational Health & Safety Programs.  The OHC consists of 12 members: four representatives of the University appointed by the president, and eight employees chosen by the trade unions.  CUPE 1975, CUPE 2419, URFA faculty and APT have agreed to each share the eight positions.  The Health and Safety Manager is a non-voting observer and a resource to the committee.
Local Safety Committees

Local safety committees have been established in the Faculties/Departments identified as higher risk to establish a process where health and safety concerns can be addressed at a local level.  Committees have been established in the following faculties and departments:

· Science

· Facilities Management

· Engineering

· Kinesiology & Health Studies

· Fine Arts

· College Avenue Campus

The dean, director or designate is responsible for ensuring a local committee is established and that it carries out its respective health and safety responsibilities.  The local safety committees operate under the auspices of the OHC, and play a significant role in the identification and resolution of local health and safety issues.  Local committee members are required to complete training provided by Health and Safety Human Resources.  The effectiveness of the local safety committee depends on the leadership given by the dean, director or designated individual.  It is the designated individual’s responsibility to ensure appropriate representation on the committee, that issues raised receive timely investigation and response, and, if unresolved, are referred to the legislated OHC.  The local safety committees report to the OHC through Health and Safety Human Resources.  

Subcommittees

Subcommittees are established as required to perform specific health and safety tasks when a need is identified by the OHC.  They report to the OHC through the Health and Safety Manager.  The current subcommittees are:

· asbestos 

· confined spaces

· chemical safety

· violence prevention 

· ergonomics task force

Other University health and safety related committees presently exist, including: 

· President’s Advisory Committee on Radiation Safety (PACRS)

· Emergency Planning Review Committee (EPRC)

· President’s Committee on Animal Care (PCAC)

Should you wish to establish a health and safety committee in your department/faculty, please contact Health and Safety Human Resources. 

Emergencies

Why call Security first?

Campus Security operates 7 days a week, 24-hours a day.  Security personnel are trained to respond to a variety of emergencies and can provide assistance quickly.  Campus Security will also coordinate its response with emergency services by providing an agent to escort police, ambulance or fire personnel to your exact location, saving valuable time.  Consequently, it is recommended that Campus Security be called first for any emergency by dialling 4999, prior to calling 911.  

Medical Emergencies

In the event of a medical emergency:

· Stay calm.  This will reassure the victim and keep you effective.

· Call Campus Security by dialling 4999.

· Be sure to give your name, a specific location, the nature of the emergency and a number to call you back.

· If possible, have someone meet security to bring them to the scene immediately.

· Stay with the victim while awaiting assistance.

Reports

As discussed in section 4, all incidents that cause injury, or which had the potential to have caused an injury, must be reported to Human Resources within 24 hours of the event. 

Violent Incidents

Violent incidents including, but not limited to, acts of terrorism, assaults, and incidents of workplace violence, can occur on the University campus with little or no warning. 

Violent situations of an emergency nature (i.e. imminent or having just occurred) should be reported to Campus Security by calling 4999.  When calling Campus Security, be prepared to provide as much information as possible, such as the following:

· what is happening

· the location

· who is involved 

· description of persons involved

· type of weapon(s) involved, if any

· your name and call back number 

Campus Security staff members are trained to respond to a variety of emergencies and can provide assistance quickly.  They will also coordinate their response with emergency services by providing an agent to escort police, ambulance or fire personnel to your exact location, saving valuable time. 

The Violence Prevention Policy and Procedures can be found at: http://www.uregina.ca/presoff/vpadmin/policymanual/hr/2010520.shtml
Harassment 

The University is committed to fostering an environment respectful of all members of its community. All forms of harassment are an injury to the dignity and the integrity of individuals being harassed and will not be tolerated.  The University has procedures in place to deal with workplace harassment.  These procedures can be found on the website: http://www.uregina.ca/presoff/vpadmin/policymanual/hr/RWLE%20Procedures%2006-12.pdf
Infrastructure Failure

From time to time on campus we may experience infrastructure problems, which could render the worksite unsafe or uninhabitable, such as electricity, heating, air conditioning, water, or telephone failures. 

If an incident is experienced relating to water, electricity, heating, or air conditioning, call Facilities Management, Work Control Centre at 4039.

If an incident is experienced relating to telephone systems, call 4413 or 4471.

If problems are experienced relating to computer systems, call 4685.

Fire Safety

The University has a fire prevention program comprised of fire suppression equipment (i.e. sprinklers in newer buildings, fire extinguishers), alarms, and a system of emergency wardens and emergency response procedures.  

Before a fire occurs, and to prevent their occurrence, all persons at the University are expected to: 

· Plan and practice an escape route.

· Locate the nearest fire extinguisher.

· Post emergency numbers near telephones.

· Get training on using fire extinguishers.

· Do not store combustible materials in closed areas or near a heat source.

· Never run extension cords under carpets, or anywhere they can be pinched under or behind furniture.  Avoid overloading electrical sockets and plugging extension cords together.

· Always turn off electrical appliances at the end of the day.

· Pay attention to housekeeping issues.  Do not clutter exits, stairways, and storage areas with waste paper, empty boxes, and other fire hazards. 

If a fire does occur, do the following: 

· Pull the alarm to notify your co-workers, no matter how small the fire is.

· When safe to do so call 911 (in case of large fire) or Campus Security (4999).

· If you hear the alarm, leave the building as quickly and as safely as possible.  NEVER ASSUME IT IS A FALSE ALARM.

· Close doors in each room after escaping to delay the spread of the fire.

· Use the stairs to escape.  Do not use elevators.

· Obey the directions of emergency wardens (identified by a fluorescent yellow vest) and Campus Security.  A bright orange vest identifies the chief building wardens. 

· Once outside, move away from the building and report injured or trapped persons to emergency wardens or Campus Security.

· Re-enter only once you receive the authorization from the chief building warden or Campus Security. 

Persons with impaired mobility

Persons with impaired mobility are to proceed to the nearest emergency stairwell.  If people in wheelchairs are in immediate danger and ask for your assistance, you may, if it is safe to do so, assist them to locate to a safer location such as a stairwell.  Once you have evacuated the building, immediately inform the emergency wardens, Campus Security or available firefighter of the location of any persons in a wheelchair who remains in a building.  Firefighters and first responders are trained to assist persons in wheelchairs to evacuate buildings.

Fire Classes and Fire Extinguishers 

The University has fire extinguishers located throughout each University building.  They are primarily located in visible locations in hallways.  Each wet laboratory at the University is also equipped with a fire extinguisher.  They are usually located by the door of the lab.  

Not all fires are the same.  Different fire extinguishers are needed for different types of fire.  Using the wrong fire extinguisher can make a fire worse.  Each employee should be aware of the location and types of fire extinguishers available in their work area, as well as the limitations of those extinguishers.  

Generally fire extinguishers in most areas are Class ABC as described below.  However, certain areas may have other types of extinguishers available based on the type of hazards or equipment present. 

There are four general classes of fires:

· Class A: Solid Combustible Materials (e.g. wood, paper, cloth, trash, plastic and common material that burn easily).

· Class B: Flammable Liquids and gases (e.g. gasoline, oil, grease, paint, solvents, gases like acetylene and butane).

· Class C: Energized electrical equipment and wiring (e.g. energized electrical cords, fuse boxes, circuit breakers and electrical appliances).

· Class D: Combustible Metals (e.g. lithium, magnesium, potassium, metal shavings and dust).

Each class of fire has specific types of extinguishers that are most effective for extinguishing that fire.  The following are the most common types of extinguishers:

· Class A Type: Water-based extinguishers.  These should never be used in the lab, since they are not suitable for use on flammable liquid or electrical fires, two common fire types encountered in the lab.

· Class ABC Multipurpose Dry Chemical: Commonly found in many labs due to its versatility in fighting nearly all types of fires.

· Class BC Carbon Dioxide: Commonly found in labs that do not contain substantial amounts of Class A materials.

Class D fires are unresponsive to the regular classes of fire extinguishers listed above.  Special extinguishing agents must be used, or the fire smothered with dry sand extinguisher. 

Fire extinguishers are designed for putting out small fires only.  

To use a fire extinguisher: 

P
Pull safety pin from handle

A
Aim (nozzle, cone, horn) at base of the fire

S
Squeeze the trigger handle

S
Sweep from side to side (watch for re-flash)

If you notice a fire extinguisher which has been discharged or is only partially charged, an extinguisher with the safety pin pulled, obstructed from view, not hanging in the proper location or missing from its wall plate, please contact Facilities Management.

First Aid/CPR

Names of persons who have completed first aid/CPR training should be posted next to the first aid kit in your area.  If this information is not available, contact your supervisor and request the information.  If you would like to receive first aid/CPR training you must first consult with your supervisor.  To become certified in first aid/CPR you must attend the training offered through Kinesiology & Health Studies. 

For information concerning Fire Safety on campus, contact the Emergency Planning Coordinator (Health and Safety) at 4776 or the Emergency Planning Consultant at 3115.

5. Chemical Safety

Health and Safety Human Resources provides the University's safety management system with: 

· written formalized chemical safety policies, procedures and guidelines in accordance with federal and provincial law 

· central chemical inventory program

· access to electronic MSDS (material safety data sheet) information 

· CCOHS (Canadian Centre for Occupational Health and Safety ) website 

· injury (accident) / incident / spill reports

Workplace Hazardous Materials Information System - WHMIS
WHMIS stands for Workplace Hazardous Material Information System.  It is a ‘right to know’ program designed to ensure employees are informed of the risks associated with controlled products found at the worksite.   

WHMIS covers all work areas in which hazardous chemical products are used, handled or stored, and establishes uniform requirements for chemical safety for all employees in the workplace.  Supervisors must ensure that employees under their supervision receive WHMIS training.

Compliance with WHMIS is a legal requirement and a University Policy.  The legislation that supports WHMIS includes Hazardous Products Act (federal), Hazardous Materials Information Review Act (federal) and The Occupational Health and Safety Act of Saskatchewan.  While the legislation is designed to protect the health and safety of employees, the University of Regina imposes WHMIS requirements on all persons within the University community to ensure their health and safety.   

The three key elements of the WHMIS system are: 

· requirements concerning labels on containers containing hazardous material which alert individuals to the dangers of the products and basic safety precautions;

· requirements concerning the availability of material safety data sheets (MSDS) which are technical reports providing detailed hazard and precautionary information on the product; and

· requirements concerning education programs which provide instruction and safe work procedures.  

WHMIS legislation imposes the following legal duties: 

· suppliers of hazardous products must provide certain information about their products through labels and MSDSs to the employers. 

· Employers must ensure that 

· all controlled products are identified and properly labelled; 

· MSDSs are readily available to employees; and

· employees using or in close proximity to controlled products are educated and trained in WHMIS to the extent necessary to ensure their health and safety. 

· Employees who work with controlled products must 

· attend training and education sessions on controlled products 

· follow safe work practices when using or handling controlled products or working within close proximity to these products 

In the case of the University, these duties and rights are extended to all persons within the University community who work with or in proximity to controlled products. 

Policy for Management of Hazardous Materials

The Hazardous Materials Management Policy 

http://www.uregina.ca/presoff/vpadmin/policymanual/hr/2010505.pdf
enables the University to: 

· manage its hazardous materials in a responsible manner while maintaining its teaching and research missions

· ensure that individuals using hazardous materials are suitably trained and adequately supervised

Laboratory/Chemical Safety Program: 

· supports the teaching, research and service functions of the University, which complies with all federal, provincial and municipal legislation concerning occupational health and safety and which conforms with recognised codes and standards of practice

· is coordinated by Health and Safety Human Resources

· includes procedures for the acquisition, handling, responsible use, storage, transportation and disposal of hazardous materials

· makes provision for:

· designation of responsibilities 

· laboratory start-up procedures

· hazard assessment and control

· general laboratory safety rules

· WHMIS

· working with chemicals – acquisition, inventories, labelling, storage, transport, disposal

· biological hazards

· laboratory and personal protective equipment

· hazardous waste management

· emergency equipment and procedures

· laboratory inspections

· laboratory closeout

Chemical Safety Training

· general WHMIS training

· laboratory safety 

· transportation of dangerous goods

Radiation Safety

Radiation Safety Orientation

The University of Regina is authorized to use radioactive materials and radiation-emitting devices.  This authority is issued through a licence granted to the University by the Canadian Nuclear Safety Commission (CNSC).  To meet the legal requirements and maintain this authorization, strict safety requirements must be followed and radioactive material and radiation-emitting devices must be monitored and carefully controlled. 

Radiation Safety

The radiation safety officer (RSO) oversees the University's radiation safety program, assisted by the assistant radiation safety officer (ARSO).  Services provided by the ARSO to monitor radiation safety: 

· supply and record thermoluminescent dosimeter (TLD) monitors for personnel

· maintain exposure records for personnel 

· instruction in radiation safety procedures

· instruction in safe work conditions

· controlled receipt, delivery and shipment of radioactive materials and sources

· provision for the disposal of radioactive waste

· proper identification (signs and labels) of areas using radioactive materials or radiation-emitting devices

Radiation Permits and Mandatory Safety Precautions

Only permit holders may use or supervise the use of radioactive material at the University.  The permit holders’ authority is conditional upon strict compliance with certain safety precautions and standards.   Some of these precautions are described below. 

X-ray machines. 

X-ray machines do not produce radiation unless they are energized.  The technician should warn anyone in the immediate vicinity when and if the machine is in operation.  Only trained and qualified technicians are allowed to operate these devices.

Radioactive Materials

Radioactive materials constantly produce emissions.  Radioactive materials, when not in use, must be shielded or securely stored in an appropriate container.  Contaminated items used routinely in laboratory procedures must be labelled.  Trained and knowledgeable laboratory personnel who are familiar with procedures must provide adequate warning about radiation contamination within a laboratory.

Radiation Monitoring

Staff and students working in a location where radioactive material or radiation emitting devices are used may be required to wear a thermoluminescent dosimeter (TLD) or extremity badge to measure the dose of radiation they receive.  TLD badges must be worn when working with gamma radiation, X-radiation or high energy beta emitting. 

If you have concerns regarding possible radiation exposure in your laboratory call the radiation safety officer at 4776 or assistant radiation safety officer at 4275 for more information.

Hazard Identification -- Warning Symbols

Identification of areas, rooms and laboratories is required in areas where radioactive material and/or devices are used and stored.  Warning symbols and signs, depicted below, identify such areas.

Radioactive Material/ Radiation Area Symbol 
[image: image5.png]



       RADIATION DANGER
       RAYONNEMENT 

This symbol is used  to designate those areas where either radioactive materials are used or stored  or where a  machine (such as an X-ray) is capable of generating radiation fields ranging from 5 mR to 100 mR in any one-hour time period or where there is enough radioactive material in one area to generate such fields as are described above.  The storage or consumption of food and drink in areas where radioactive materials are present is prohibited. 

Laser Light Symbol 

      [image: image1.png]



This symbol is used to designate laser use or storage. 

· Eye protection is required when lasers are in use. 

· Eye protection must be of an approved type and suited for the specific type of laser in use. 

Ultraviolet Light Symbol

       [image: image2.png]



This symbol is used to designate areas of ultraviolet use or storage. 

· Eye protection is required when ultraviolet lights are in use. 

· Eye protection must be of an approved type and suited for use in ultraviolet light. 

6. Biological Safety

Occupational Exposure to Infectious Materials, Organisms:

The Center for Disease Control (CDC) recommends that blood and other body fluids from all humans be considered potentially infectious and that precautions be taken to minimize the risk of exposure. This approach of infection control is called "universal precautions."  The occupational health and safety regulations require written plans where workers are required to handle use or produce an infectious material or organism.  Health Canada has developed laboratory biosafety guidelines (technical document) to reflect current biosafety and biocontainment principles and practices. 

Universal Precautions

The CDC has published recommendations and precautions for the protection of healthcare employees who have, or are likely to have, contact with human blood and certain body fluids and may be at risk of exposure to blood borne pathogens.  These recommendations of universal precautions are also applicable to laboratory workers at the University of Regina. 

Basic Universal Precaution Measures

· Wash your hands; it is the most effective way to prevent transmission of infections.

· Wear nitrile or latex disposable gloves.

· Clean and disinfect surfaces and objects soiled with infectious materials.

· Wear a lab coat and closed shoes when working with infectious materials.

· Dispose of waste in biohazardous containers. 

Additional precautions may need to be implemented if there is the potential for a known bio-hazard to be present.  The need for additional precautions must be assessed based on the nature of the bio-hazard.  These additional precautions in a specific area may include: 

· Respiratory protection

· Eye protection

· Inoculation

Information Available from Health and Safety:

· hazardous materials management policy 

· universal precautions handling of blood and body fluids 

· emergency - general procedures for members of the University community located at: http://www.uregina.ca/hr/assets/files/health_safety/Emergency%20Preparedness%20and%20Procedures.pdf
Biohazard/ Infectious Agent Symbol
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The biohazard symbol is used to designate those areas where biohazardous materials or infectious agents are used or stored.  The storage or consumption of food or drink in these areas is prohibited. 

7. Resources

Health and Safety Human Resources provides various materials and guides to keep the University community well informed.  These provide instruction to ensure that all members are aware of their rights and responsibilities for a safe and healthy work environment.  To get a copy please consult our website: http://www.uregina.ca/hr/health-and-safety.  Some of the resources available:

Emergency Preparedness and Procedures Manual

Provides emergency response information including specific responses to a number of emergency situations that threaten the safety of person or property.  It is important that you are prepared for all types of emergencies that could occur at the University of Regina by reading and becoming familiar with the information contained in this manual.  It is available online at:

http://www.uregina.ca/hr/assets/files/health_safety/Emergency%20Preparedness%20and%20Procedures.pdf
Emergency Response Procedures Manual

Provides detailed emergency response information for specific hazards identified at the University of Regina.  Outlines procedures for day-to-day emergencies (level 1 response) that can generally be handled by the normal operational staff of the University (Campus Security, Facilities Management, emergency wardens, Health and Safety Human Resources) where operational procedures and local resources are adequate.  It is available online at:

http://www.uregina.ca/hr/assets/files/health_safety/Emerg_Response_Proc_Manual-General_2009-03.pdf
Fire Safety

Lists the names of all the chief building wardens and emergency wardens by building.  

Available online at: 

http://www.uregina.ca/hr/health-and-safety/emergency-management/chief-building-warden-appointments
Incident Reporting

Describes the University of Regina’s Incident Reporting system and provides the required forms.  Every incident must be reported within 24 hours of occurrence; even if there were no injuries sustained.  By reporting the injury or incident right away, you can prevent the same thing from happening to someone else.  Information and forms available online at: 

http://www.uregina.ca/hr/health-and-safety/incident-reporting-and-wcb
Radiation Safety Program

Provides the regulations and safety procedures with respect to the use of radiation and radioactive material at the University of Regina.  All persons who use radioactive material at the University of Regina must be in possession of valid written authorization (permit) obtained from the University (President's Advisory Committee on Radiation Safety).  Outlines the requirements to obtain a permit to use Radioactive Material and Radioactive Sealed Sources in Devices.  It is available online at:

http://www.uregina.ca/hr/assets/files/health_safety/radiation/2007-7_Radiation_Safety_Program.pdf
Provincial Legislation

The University of Regina is required to make readily available a copy of the Occupational Health and Safety Act, 1993 and regulations.  Available online at: 

http://www.uregina.ca/hr/health-and-safety/issues-and-informationlegislation
Policies 

All University policies are available online at:

http://www.uregina.ca/presoff/vpadmin/policymanual/index.shtml
Health and Safety Committees

Provides the legislated Occupational Health Committee, Local Safety Committees and Sub Committees member’s names, contact information, terms of reference and committee minutes.  Available online at:  http://www.uregina.ca/hr/health-and-safety/hands-committees
Chemical/Laboratory Safety 

Provides the basic framework for managing hazardous materials in a responsible manner while maintaining teaching and research missions, and operations.  Policies and procedures related to chemical/laboratory safety are provided to assist with compliance in laboratory work, hazardous waste management and chemical safety online at:

http://www.uregina.ca/hr/health-and-safety/laboratory-chemical-and-biosafety
Common Health and Safety Issues

There is information on health and safety incident prevention and procedures including asbestos awareness, construction/contractor safety, dealing with indoor air quality issues, etc. which can be found online at:

http://www.uregina.ca/hr/health-and-safety/issues-and-information
Ergonomics

Ergonomic principles include avoiding overreaching, repetition, awkward posture, fatigue and force.  An ergonomic assessment form and information are available to help you assess possible ergonomic problems and set up with your workstation.  The Musculoskeletal Injury (MSI) Prevention training manual provides information on how to work safely while sitting, standing and moving objects.  

This information is available online at: 

http://www.uregina.ca/hr/health-and-safety/issues-and-information/dealing-with-ergonomic-concerns
Additional Information

The following is a list of safety related topics that may be relevant to your work or worksite.  New employees should review this list with their supervisor to ensure they are aware of the University’s and/or Unit’ policies, procedures and programs that address these matters:     

· department’s/faculty’s hazard assessments

· working alone protocols

· safe operating procedures

· the meaning of any signs and labels that the employee may encounter

· personal protective equipment:

· where required

· selection

· correct use

· maintenance

· immunizations and medical monitoring that may be required before starting work

· emergency situations:

· where and how to report

· evacuation routes

· fire alarms and pull stations

· fire extinguishers

· first aid kits

· names and locations of trained first aid attendants

· Health and Safety Human Resources:

· location

· roles

· website

· lock out procedures

· confined space procedures

· Training is required for a number of reasons.  In some cases it is legally required, for example:

· WHMIS (employees must be trained)

· laboratory safety

· first aid/CPR (a certain number of trained staff required)

· radiation training (part of our licensing requirement)

· emergency warden training 

· fire extinguisher training

Outside courses:

· TDG (all shippers, handlers, receivers must be trained and certified)

· pesticide workers (must be trained, licensed)

· forklift safety

· confined space entry
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