GUIDE FOR ADMINISTRATION STAFF

EHSO Programs and Support

INCIDENT REPORTING

An incident includes any injury, hazardous
exposure, spill or release, work-related illness,
or near miss.

All incidents must be reported to EHSO—
use the Incident Report online form.

For assistance during emergencies:
Call UM Security Services at 204-474-9341.

EHSO investigates incidents to find root causes
and prevent recurrence—not to assign blame.

If medical attention is needed or time is lost from
work, the incident must also be reported to the
Workers Compensation Board (WCB) by both the
university and the employee.

Contact WCB: 204-954-4321
(Mon—Fri, 8:30 a.m.—4:30 p.m.)

More info: WCB'’s Report Your Injury webpage

EMPLOYEE RIGHTS

EHSO supports the 4 Rights of Employees
1. The Right to Know
2. The Right to Participate

3. The Right to Refuse Dangerous Work
4. The Right to Protection Against Reprisal

EMERGENCY RESPONSE

EHSO provides resources and training to help faculty and staff respond effectively in emergencies.
Information is available on the EHSO website and in the Environmental Health and Safety Basics course.

MEDICAL EMERGENCIES
Call 911 for emergency response services.

If safe to do so, provide first aid or contact Security
Services at 204-474-9341 (or 555 from a UM
phone). Security can assist with first aid, direct
responders to the scene, and manage serious
incidents.

FIRST AID & AEDS

EHSO maintains a network of trained CPR/First Aid
responders—ideally 1—-2 per floor. To volunteer or
report training gaps, contact EHSO. First Aid kits and
AEDs are regularly inspected and available for use.

FIRE SAFETY

Fire extinguishers are located across campus and
maintained by UM Facilities. Only trained users

should operate them. Fire Wardens, trained by
EHSO, assist during building evacuations.
Annual fire drills help ensure readiness.

When an alarm sounds, evacuate immediately and
go to your muster point. Do not re-enter until an
ALL CLEAR is given.

BE PREPARED—KNOW THE LOCATIONS OF:
¢ Emergency exits and muster points
e Locations of First Aid kits, AEDs, and spill kits

¢ Trained First Aiders and Fire Wardens

For more information, visit the EHSO website
or intranet.
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EHS TRAINING PROGRAM

At the University of Manitoba, Environmental Health Training applies to all work environments—

and Safety(EHS) training helps ensure a safe and laboratories, offices, workshops, and field settings—
healthy workplace for everyone. Our courses give and may be mandatory depending on your role and
faculty, staff, and students the tools to identify work conditions. Each position requires a safety
hazards, follow best practices, and comply with training plan based on assessed risks. For details,
safety regulations. contact EHSO.

Mandatory for all employees: Environmental Health See the EHS Training Manual for a full list of safety
& Safety Basics courses.

Mandatory for all supervisors: Environmental Health ~ Supervisors are responsible for maintaining records
& Safety for Supervisors of employee training completion.

VISITORS SAFETY

Employees who host visitors are responsible for the Visitor Safety Risk Assessment Form, which
ensuring that all individuals—such as contractors, may identify requirements such as waivers, training,
consultants, vendors, or persons from other personal protective equipment (PPE), or other safety
institutions—conduct their activities safely. measures.

Contractors should be verified through the The Environmental Health and Safety Office
Contractor Safety Program. For visitors not (EHSO) is available to assist with developing safe
covered under this program, follow the guidance work procedures, training, or other safety support

on the Hosting a Visitor webpage and complete as needed.

RISK MITIGATION, SAFE WORK PROCEDURES & PPE

At UM, safety begins with understanding and may also be required. Contact EHSO for help
managing risk. When a risk assessment identifies selecting the right PPE for your tasks.

a hazard, the associated task, tool, or piece of
equipment should have a Safe Work Procedure
(SWP) that outlines how to perform work safely
and reduce potential hazards. Employees are * Ladder Safety
responsible for reading and following all SWPs e Confined Spaces
relevant to their roles.

Risk mitigation also extends to specialized programs
designed to keep our community safe, including:

e Working Alone
Depending on your work environment, personal
protective equipment (PPE)—like safety eyewear,
footwear, gloves, respirators, or hearing protection—  ® Asbestos Management

e Electrical Safety
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