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November 7", 2005

To:  All School Administrators of the Interlake School Division

Re: WORKPLACE SAFETY AND HEALTH

The Interlake School Division is concerned for the safety and health of all students and staff
attending and working in, as well as all the visitors to, the facilities of the Division. We are
committed to providing and maintaining safe and healthy workplaces.

It is the intent of the Division to comply with the requirements of the Workplace Safety and
Health Act, the regulations, and the relevant Codes of Practice. It shall cooperate with the
Workplace Safety and Health Division of Manitoba Labour and Immigration in the
implementation of health and safety programs. It shall promote education and foster attitudes
that are manifested in a sound culture of health and safety.

Members of the Senior Management team will be responsible for overseeing the establishment
of health and safety committees and the implementation of programs in divisional workplaces
having 20 or more employees. Representatives, with roles and duties similar to those of
committees, will be identified for places having 10 to 20 workers. Individuals at other
workplaces will report workplace issues to immediate supervisors, School Principals, or to
Senior Management.

The safety and health program to be developed by each committee will be a systematic plan to
identify and control safety and health hazards, and to respond to emergencies. It will be
workplace — specific. It will obviously take advantage of, and enhance already existing health
and safety policies of the Division. Its main purpose is to make safety and health a core value
of the workplace.

The Senior Management team will prepare and outline a basic program to be used by each
committee in developing their own health and safety program. It will incorporate the 11
elements as identified in Section 7.4 (5) of the Workplace Safety and Health Act.
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Every person in the Division must integrate good workplace safety and health practices into
their daily tasks by following safe work methods found in our policies and procedures.
Supervisors, employees, students, and visitors — all have a shared responsibility for providing
and for maintaining a safe environment by conducting activities in a safe manner, by observing
safety rules, and by always practicing safe behavior. Substandard safety and health
performance will not be tolerated.

This Workplace Safety and Health policy will be posted in locations where it is accessible and
visible to all employees, students, and visitors.

Sincerely,

Valerie Weiss
Board Chairperson
Interlake School Division

/ch



November 71", 2005

To:  All School Administrators of the Interlake School Division
Re: Workplace Safety and Health Committee Set-Up and Plan of Action

As you are aware, we are in the process of setting up the new Committees/Representatives for
each location in the Interlake School Division for Workplace Safety and Health.

Please refer back to your copy of “The Plan of Action for Implementing Safety and Health in the
Workplace” that was presented to you at the Administrative Council meeting on June 1, 2005.
This plan of action was prepared by Mr. Norbert Delaquis and will be referred to on a regular
basis during the implementation stages of the committees.

As you will remember, locations with 20 or more employees will have two representatives as
well as an Administrator from each location. For locations with 50 or more employees, it is
recommended that there be three representatives as well as an Administrator. For locations
with between 10 to 20 employees, one representative from each of those locations will be
required. Locations with less than 10 employees (i.e. Colonies and ACE) will have one
representative for all locations. Attached you will find the breakdown of which school is
included in each category.

The next step to be taken will be the election for a two-year term as Workplace Safety and
Health Committee Representatives. These names must be provided to Colleen Hink,
Maintenance Administrative Assistant no later than December 6", 2005. It will be the
responsibility of each school administrator to arrange for an election of representatives. If no
volunteers come forward to run for election, it will then be the responsibility of the Administrator
to appoint individuals as Workplace Safety and Health representatives.

Administrators are to inform these representatives that the Workplace Safety and Health Board
Committee has set up two days of training to be held on January 11" and 12", 2005 (9:00 a.m.
to 4:00 p.m.) at Quarry Park Interpretive Centre. This training instructed by Grace Selby, Safety
and Health Training Officer, is a level one course geared to Safety and Health Committee
members, their supervisors or employers. The course is developed to assist in the
development of a working relationship with all of the above members of the Internal
Responsibility System. It covers legislation on role and responsibility, hazard recognition, risk
assessment, control measures and how to carry out inspections. Substitute costs will be
covered for these two days as well as mileage and lunch will be provided to the committee
members. Attending these training sessions is mandatory for all members and Administrators
on the school committees.



The Interlake School Division is concerned for the safety of students, staff and visitors.
Practices currently in place such as the maintenance month-end work orders, emergency work
orders, bi-annual inspections, playground and gym inspections will all remain in place as usual
as well as emergency plans and fire drills. Please refer to your Annual Task/Submissions
Calendar for dates. If an employee has a Workplace Safety and Health concern before the
committees are in place and trained, the form that is currently in place entitled “The Workplace
Safety & Health Concern Form” should be filled out and submitted. A copy of the form has
been attached for your records.

Once all the names of the representatives have been received, a package will be sent out to
these members with instruction, training dates, inspection forms and any other pertinent
information needed to properly carry out inspections and prepare minutes from the inspection
meetings, to be submitted to Workplace Safety and Health.

Sincerely,

Valerie Weiss
Board Chairperson
Interlake School Division

/ch
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WORKPLACE SAFETY AND HEALTH

1.

BACKGROUND

‘ e A few definitions

RISK: Risk describes the odds that a hazard will cause harm. It refers to the probability
and severity of potential incidents, dangerous occurrences, near misses, and emergencies
(fires, floods, etc.) There are different risk levels: marginal, moderate, and substantial.
RISK = Probability x Severity.

INCIDENT: An accident is any unplanned event that causes injury. A dangerous
occurrence (near miss) (near accident) is any event that could have injured someone.
The term “incident” describes both accidents and dangerous occurrences.

HAZARD: A hazard is any activity, situation, or substance that can hurt someone.
Workplace hazards are divided into two broad categories: health hazards and safety
hazards. Basically health hazards can cause illness. Safety hazards can cause injury.

SAFETY: Safety means the prevention of physical injury to workers and the prevention
of physical injury to other persons arising out of or in connection with activities in the
workplace.

WORKPLACE: It means any building, site, workshop, structure, mine, mobile vehicle,
or any other premises or location whether indoors or outdoors in which one or more
workers, or self-employed persons, are engaged in work or have worked.

PROGRAM: A workplace safety and health program is a systematic plan to identify and
control hazards and respond to emergencies. It promotes health and safety in the
workplace.

CONSULTATION: The Workplace Safety and Health Division interprets “consult” to
mean that, while not obliged to obtain the approval or permission of the Workplace
Safety and Health committee, an employer is obliged to consider, in good faith, the views
and opinions of the committee in the process of making decisions about the workplace.
To consult in good faith, the employer must provide opportunity to be informed of
necessary information, to review and assess the information, and to comment or make
recommendations. Credible reasons for not accepting or implementing the committee’s
recommendations should be given.



Appearance of the legislation

Manitoba passed its first comprehensive piece of workplace safety and health legislation
in 1977, pulling together safety and health laws and regulations from a variety of
government departments such as Health, Environment, and The Workers Compensation
Board. This legislation is similar to that in every other Canadian jurisdiction. In August
2002, The Workplace Safety and Health Act was updated following the first major public
review of workplace safety and health in twenty-five years.

Manitoba’s workplace safety and health law, like that of other Canadian jurisdictions is

based on the following general principles:

e Internal responsibility system: The legal duty for maintaining a safe and healthy

workplace is assigned to the people in the workplace who have the authority and ability

to identify and control hazards. Employers, supervisors and workers have a personal and

shared responsibility to control hazards. Others like contractors, owners and suppliers

may also be in a position to control hazards introduced into the workplace, and have a

duty to do so.

e Due diligence: The duty to control workplace hazards is more than just complying

with specific requirements or regulations. There is a general duty to take all precautions

that are reasonable and practical in the circumstances to prevent harm.

e Safety and Health Rights: Workers’ have three fundamental safety and health

rights:

» Right to know about hazards in the workplace, how to identify them, and how to
protect themselves, and about the rights afforded to workers under the Act.

» Right to participate in health and safety decisions through employer’s consultations
with safety and health committees and workers;

» Right to refuse work they believe, on reasonable grounds, to be dangerous to their
safety and health or the safety and health of others.

‘ e Purposes of the Act.

General objects and purposes
2(1) The objects and purposes of this Act are

(a) to secure workers and self-employed persons from risks to their safety, health
and welfare arising out of, or in connection with, activities in their workplaces;
and

(b) to protect other persons from risks to their safety and health arising out of, or in
connection with, activities in workplaces.



Specific objects and purposes
2(2) Without limiting the generality of subsection (1), the objects and purposes of this
Act include

(a) the promotion and maintenance of the highest degree of physical, mental, and
social well-being of workers;

(b) the prevention among workers of ill health caused by their working conditions;

(c) the protection of workers in their employment from factors promoting ill health;
and

(d) the placing and maintenance of workers in an occupational environment adapted
to their physiological and psychological condition.

e General responsibilities resulting from same.

The Act assigns responsibilities to everyone in the workplace. It also requires them to
cooperate and work together to identify and control health and safety hazards.

e Employers
Employers have the greatest degree of control over the workplace, and therefore the
greatest degree of responsibility for health and safety in the workplace. They are
required to exercise due diligence in taking all reasonable precautions to protect the
health, safety, and welfare of workers on the job. Every workplace, large or small,
must have a system in place to identify hazards, assess the risk of those hazards, and
carry out appropriate corrective action to control the risk.
Duties for employers include:

- Ensure workers are trained to do their jobs safely before they begin a new job.

- Ensure workers are sufficiently and competently supervised.

- Ensure a workplace safety and health committee is established in workplaces
with 20 or more workers, or a workers safety and health representative is
appointed in workplaces with 10 to 19 workers.

- Consult and cooperate with committees and representatives.

- Implement a written safety and health program in workplaces with 20 or more
workers.

e Contractors
If you hire another employer or a self-employed person under a contract (written or
verbal) and “direct” the activities of that employer or self-employed person, then you
are a contractor under the Act.

As a contractor, you are legally responsible for managing the safety and health risks
that fall under your control. You are also required to provide contracted employers/self-
employed persons with information you have which could affect their health and safety,
or the health and safety of their workers.



e Supervisors
Supervisors must take reasonable precautions to protect the safety and health of
workers under their supervision. They are required to advise workers about safety and
health hazards and ensure proper health and safety policies, practices, and procedures
are followed.

e Workers
Workers are required to take reasonable precautions to protect their own health and
safety, as well as the health and safety of others. They must wear or use protective
equipment and co-operate in the management of safety and health in the workplace.
Workers not only have a right but a responsibility to report health and safety hazards,
or to take reasonable steps to prevent an injury to themselves or someone else. They
cannot be subject to discipline or other sanction for fulfilling that responsibility.

¢ Possibility of a variance request. Conditions and implications

The WSH Act allows the Director to provide a variance, in order to meet special
circumstances, on receipt of a written application and after consultation with affected
parties. The Director may order more than one committee for a single workplace or allow
one committee for two or more workplaces or, a similar variance may be considered for
a safety and health program. The Director may permit an employer to implement one
safety and health program for more than one workplace.

» Variances can only be granted if the Director is satisfied that health and safety is not
materially affected by the variance.
» The Director will take into account such things as:

Nature of the work.

Frequency of injury or illness at the workplace or in the industry as a whole.
Agreement among the workplace parties, i.e. both co-chairs agree.

For Safety and Health Programs, the similarity of safety and health issues at
affected workplaces.

In addition to the above, criteria for establishing one committee for more than one
workplace include the following.

Worker members are elected and an employer member is appointed from each of
the locations requiring a SHC. ( Safety and Health Committee )

Each class or group of employees is represented at meetings (e.g. administrative
staff, teachers, custodial staff).

Worker members of the SHC continue to support the variance.

Every effort is made by the SHC to address the concerns of the workplaces that do
not require their own SHC.



e MAST reaction and approach

- December, 2002
Letter from Jeff Parr, Assistant Deputy Minister, stating requirement to establish a
written workplace safety and health program.

- December 17", 2002
Letter from Keith Thomas regarding changes and indicating that Jeff Parr had
indicated the possibility of a variance application to continue with one divisional
committee, at a November 24", 2002 meeting. A project to develop a job Hazard
Analysis for jobs in the field of education is also announced by MAST Risk
Management.

- In 2003, MAST established a committee composed of representatives of MTS, MASS,
MASBO, CUPE, and the MAST Risk Manager to explore solutions to safety issues in
school workplaces.

- April 23, 2003, the committee discussed proposed criteria for Variance applications.
The date for applications for same was extended to January 1, 2004.

- June 19", 2003
Letter from the Brandon School Division Workplace Safety and Health Committee to
Premier Gary Doer and Cabinet Members, relating the difficulties in trying to comply
with the new legislation.

- June 24", 2003
Letter from Keith Thomas regarding the Interorganization Committee on Workplace
Safety and Health. M.T.S. and CUPE are no longer in agreement with a variance
application for a divisional committee only. They are also informing their members
and recommending that they not accept a divisional committee unless school
committees are also included.

- June 25™, 2003
Letter to MTS and CUPE from Garry Draper, President of MAST, calling into question
the advisability of pursuing discussions and dissolving the Interorganizational
Committee.

- July 31°, 2003
Letter from Keith Thomas — Date for variance applications to be extended to January
1%, 2005.

- November 3™, 2003
Letter from Acting ADM regarding the Criteria for Variances of Committee
Requirements in Schools, of which number 3 requires the support of all workplace
parties.



e MTS position ‘

The local MTS Association ( ITA ) does not support a variance request. The provincial
MTS has also encouraged local associations not to support variance requests.

e The resulting situation ‘

In simple terms, the law requires that committees be set up for workplaces with 20 or
more employees. The School Division, as an employer, may apply for a variance to
continue with one divisional committee, if it has the support of workers and employee
groups. MTS has not indicated support for a variance application, and will not support it.
The resulting situation is that the Division must establish committees. If you wish a
central committee as well, you will not need to apply for a variance for same.

The Division must also implement a safety and health program for each workplace with
20 or more workers.



2.

Specific requirements regarding COMMITTEES and REPRESENTATIVES

‘ e What the legislation states

“Every employer shall establish a workplace safety and health committee.

(a) for each workplace where at least 20 of the employer’s workers are regularly
employed; and

(b) for any other individual workplace or class of workplace designated by written order
of the director.” [40(1)]

and

“Each employer shall cause a worker not associated with management to be designated
as the worker safety and health representative.

(a) at a workplace, other than a construction project, where a safety and health
committee is not required, but where 10 or more workers are regularly employed,;

L7 [41D)]

e How this applies to Interlake School Division

(Please see over)
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A) Schools/locations with 20 or more employees, 2004-2005: (Committees) (10)

Balmoral Elementary School 28 Warren Elementary School 27
R.W. Bobby Bend School 42 Woodlands School 20
Stonewall Centennial School 36 Stonewall Collegiate Institute 58
Stony Mountain School 33 Teulon Collegiate Institute 35
Teulon Elementary School 30 Warren Collegiate Institute 26

BALMORAL ELEMENTARY WARREN ELEMENTARY
SCHOOL SCHOOL
R.W. BOBBY BEND WOODLANDS SCHOOL
SCHOOL S
STONEWALL CENTENNIAL | | _ [ STONEWALL COLLEGIATE

INTERLAKE SCHOOL
SCHOOL

DIVISION

STONY MOUNTAIN e “\._[ TEULON COLLEGIATE
SCHOOL
TEULON ELEMENTARY WARREN COLLEGIATE
SCHOOL

B) Schools/locations with 10-20 employees, 2004- 2005: (Representatives) (5)

Division Office 12 Grosse Isle School 10
Trans./Maint./Tech/Bus Garage 15 Rosser School 10
Brant Argyle School 10

C) Schools/locations with less than 10 employees, 2004-2005: (10)
Alternative Centre for Education (ACE) 6 Interlake Colony School
Concord Colony School Prairie Blossom Colony School
Sturgeon Creek Colony School Rock Lake Colony School
Clearwater Colony School Mallard Colony School
New Haven Colony School

wWwhkhw
wWwwww



e The makeup of committees.

The Code of Practice for Workplace Safety and Health Committees states that
the total number of worker members on a committee shall not be less than two, where
there are fewer than 50 workers. The employer may be represented on the committee
by as many persons as he wishes, but the number of employer members must not
exceed the number of worker members. A Principal would be considered “associated
with management”. [40(8) ()]

The code suggests that where there are more than 50 workers (such as Stonewall
Collegiate), the employer shall “consult with the union to determine the number of
worker members required for the committee.” It further suggests that there be 3
worker members for a workplace having between 50 — 100 workers.

¢ A central (divisional) committee is a possibility.

Although not compulsory, a divisional committee is possible and may be advisable for
monitoring the implementation of the program. The makeup of that committee could
vary.

e How committees are formed (elections, nominations, etc.) - Senior
Administration involvement.

Section 40(8) of the Act states that: A committee
(a) shall consist of not fewer than four or more than 12 persons, of whom at least %2
shall be persons
(i) representing workers who are not associated with the management of the
workplace, and
(i) appointed in accordance with the constitution of the union that is the
certified bargaining agent or that has acquired bargaining rights on behalf
of those workers, or where no such union exists, persons elected by the
workers they represent; and
(b) shall have two co-chairpersons — one chosen by the employer members on the
committee, and the other chosen by the worker members on the committee — who
shall alternate in serving as chairperson at meetings of the committee and shall
participate in all decisions of the committee.

The term of office of committee members is normally one year. The names of
committee members shall be posted in a prominent place at the workplace, along with
the scheduled meeting dates of the committee.

It is strongly recommended that senior management be involved with committees. The
Guide to Setting up a Workplace Safety and Health Program states that “To be
effective, a workplace safety and health program needs the active support and
commitment of senior management...” and “Senior management must be accountable
for developing and implementing the program.” (p.4)

9




\ e The roles and duties of committees. ‘

The roles of the committee include the following, which are stated as objectives in the
Code of Practice:
(i) assisting workers and the employer to identify, record, examine, evaluate and
resolve safety and health concerns in the workplace;
(i) developing practical procedures and conditions to help achieve the highest
possible degree of safety and health in the workplace; and
(iii) promoting education and training programs to develop detailed knowledge of
safety and health concerns and responsibilities in each individual in the
workplace.

Section 40(10) of the Act outlines the duties of committees as follows:

(a) the receipt, consideration and disposition of concerns and complaints respecting the
safety and health of workers;

(b) participation in the identification of risks to the safety or health of workers or other
persons, arising out of or in connection with activities in the workplace;

(c) the development and promotion of measures to protect the safety and health and
welfare of persons in the workplace, and checking the effectiveness of such

measures;

(d) co-operation with the occupational health service, if such a service has been
established within the workplace;

(e) co-operation with a safety and health officer exercising duties under this Act or the
regulations;

(f) the development and promotion of programs for education and information
concerning safety and health in the workplace;

(9) the making of recommendations to the employer or prime contractor respecting the
safety and health of workers;

(h) the inspection of the workplace at regular intervals;

(i) the participation in investigations of accidents and dangerous occurrences at the
workplace;

(J)) the maintenance of records in connection with the receipt and disposition of
concerns and complaints and the attendance to other matters relating to the duties
of the committee; and

(k) such other duties as may be specified in this Act or prescribed by regulation.

10



e The cost analysis — for implementation per year ‘

- 10 committees with 2 workers each = 20 workers. (Note: Should Stonewall
Collegiate elect to go with 3 workers, the number would be 21)

- It is difficult to establish a precise estimate because workers could be represented
by persons from different employee groups. Substitute costs for professional and
support staff vary considerably.

- Itis assumed, for the sake of calculations, that 1 professional staff member and 1
support staff member will be named for each location.

- The requirements are as follows:
(a) Each committee member is entitled to 2 Educational Leave days per year.
(b) Provision must be made for 4 meetings per year for each committee (Y2 day
meetings).
(c) Provision must be made for inspections. It is suggested that those occur
immediately prior to the meetings — therefore 4 per year (part of ¥z days).
(d) Provision must be made for the investigation of incidents.

10 Committees each having 2 workers = 20 workers

Requirements:

Cost analysis:

(a) Educational Leave: ( Committees )

(b)

(d)

(e)

(20 workers @ 2 days each)

e 10 Professional Staff @ 2 days each = 20 days

e 10 Support Staff @ 2 days each = 20 days
+ (¢) Meetings and Inspections ( Committees )

(Half day Meetings and Inspections 4 times per year)

e 10 x 4 = 40 half days for Professional Staff = 20 days

e 10 x 4 = 40 half days for Support Staff = 20 days
Investigation of Incidents (as needed basis)

(Allocate 3 days for the entire Division)

e 3 days equivalent for Professional Staff = 3 days

e 3 days equivalent for Support Staff = 3 days
Representatives (at 5 locations)

(Educational Leave = 5 x 2 days = 10 days)

e 3 x 2 = 6 days for Professional Staff = 6 days

e 2 x 2 =4 days for Support Staff = 4 days

Inspections ( 5 days )

e 3 x 1 =3 days equivalent for Professional Staff = 3 days

e 2 x 1 =2 days equivalent for Support Staff = 2 days

Substitute costs for Professional Staff

(20 + 20 + 3 + 6 +3) = 52 days @ $110 = $ 5,720

Substitute costs for Support Staff

(20 + 20 + 3 + 4+2) = 49 days @ $75 = $ 3,675

Allocation for Miscellaneous,

mileage, accommodation, etc...= $ 1,105
TOTAL $ 10,500

11



3. Specific requirements regarding a PROGRAM

‘ e What the legislation states

“An employer shall establish a written workplace safety and health program for each
workplace where 20 or more workers of that employer are regularly employed”.

[7.4(1)]

“A workplace safety and health program must include

()
(b)

(©)
(d)
(e)
()
(9)

(h)
0)
()

(k)

()

a statement of the employer’s policy with respect to the protection of the safety
and health of workers at the workplace;
the identification of existing and potential dangers to workers at the workplace and
the measures that will be taken to reduce, eliminate, or control those dangers,
including procedures to be followed in an emergency;
the identification of internal and external resources, including personnel and
equipment, that may be required to respond to an emergency at the workplace;
a statement of the responsibilities of the employer, supervisors, and workers at the
workplace;
a schedule for the regular inspection of the workplace and of work processes and
procedures at the workplace;
a plan for the control of any biological or chemical substance used, produced,
stored, or disposed of at the workplace;
a statement of the procedures to be followed to protect safety and health in the
workplace when another employer or self-employed person is involved in work at
the workplace that includes

(i) criteria for evaluating and selecting employers and self-employed persons to

be involved in work at the workplace, and
(i) procedures for regularly monitoring employers and self-employed persons
involved in work at the workplace;

a plan for training workers and supervisors in safe work practices and procedures;
a procedure for investigating accidents, dangerous occurrences, and refusals to
work under section 43;
a procedure for worker participation in workplace safety and health activities,
including inspections and the investigation of accidents, dangerous occurrences,
and refusals to work under section 43;
a procedure for reviewing and revising the workplace safety and health program at
intervals not less than every three years or sooner if circumstances at a workplace
change in a way that poses a risk to the safety or health of workers at the
workplace; and
any other requirement prescribed by regulation.”

12



e The 11 parts of a sound Health and Safety Program

The requirements of the foregoing legislation, stated in other words, are as follows

Write a policy that demonstrates commitment.

Identify and control hazards and emergencies.

Identify people and resources required to deal with emergencies.

Prepare a statement of responsibilities.

Schedule inspections.

Develop plans to control chemical and biological hazards.

Develop a procedure to safeguard contracted employer(s) or self-employed

person(s) at your workplace.

Develop a training plan for workers and supervisors.

9. Develop a procedure to investigate incidents, dangerous occurrences, and
refusals to work.

10. Develop a strategy to involve workers.

11. Regularly evaluate and revise your program.

Noghk~kwhE
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e How the Program ties in with existing policies, practices, and
procedures.

The Interlake School Division is obviously concerned with the health and safety of
students, staff, and the public. The Board, under its policies, has addressed several
areas of concern relating to safety