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Health & Safety Policy 
The safety of all members of the Prairie Land Regional Division #25, community as well as visitors to 

the Prairie Land Regional Division #25 is a major concern. It is, therefore, the policy of the Prairie 

Land Regional Division #25 to: 

 Protect the safety of all staff, students and general public against unsafe conditions 

regarding occupational hazards 

 Formulate and carry out continuing affective safety programs appropriate to the Prairie 

Land Regional Division #25 operations, including instructional activities in an off-Prairie 

Land Regional Division #25 settings 

 Give priority to a safe work environment in the planning, direction and implementation of 

Prairie Land Regional Division #25 activities 

 Comply with all relevant statues, regulations and standards of regulatory authorities 

representing occupational health and safety 

 

 

Applicability  

The Prairie Land Regional Division #25 Safety Policy and procedures and the regulations, codes and 

statutes of the authorities apply to all members of the Prairie Land Regional Division #25 community 

(including Prairie Land Regional Division #25 staff, students, contractors and subcontractors, general 

public using or renting the Prairie Land Regional Division #25 facilities). 

 

 

Responsibilities 

Board of Directors, and Superintendents 

 Providing the management support and leadership necessary for the over all 

implementation and the execution of the Prairie Land Regional Division #25 safety policy 

with in the Prairie Land Regional Division #25 

 Incorporating adequate provisions for safe working practices and conditions in operation 

and procedures and in programs, projects and off-site activities 

 Make available options to obtain any necessary safety training for all staff, students, and 

general public that may use or rent the Prairie Land Regional Division #25 facilities  

 Monitoring and evaluating safety performance within the Prairie Land Regional Division 

#25 and recommending measures to bring about improvement 
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Principals and Vice Principals 

 Planning and executing all activities in a manner that promotes compliance with the safety 

policy 

 Ensuring that individuals in their areas of assignment, 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 equipment, facilities, and grounds are inspected at regular intervals to 

prevent the development of unsafe conditions and practices and that inspection reports are 

being completed 

 Authorizing the action necessary to correct substandard conditions or procedures 

 Ensuring that all accidents and near misses are reported and investigated, and that 

corrections are made to prevent a recurrence 

 Ensuring that medical treatment is received for any injuries requiring it 

 

 

 Staff, student or general public using the facilities are responsible for: 

 Practicing safe work habits 

 Observing all safety rules, policies and procedures established by                                                         

the regulatory authorities, the Prairie Land Regional Division #25, or a individual with 

supervisory authority 

 Promptly reporting hazardous or unsafe equipment, conditions, procedures; making 

suggestion for their correction or taking corrective action where appropriate 

 Immediately reporting to a supervisor all accident, incidents, near misses or injuries and 

obtaining medical treatment if required without delay 

 Ensuring that equipment, facilities, and grounds are inspected at regular intervals to 

prevent the development of unsafe conditions and practices and that inspection reports are 

being completed 

 Obtaining the training required to perform the task safely and without incident 

 Obtaining and correctly using the required personal protective equipment (PPE) that is 

required for the task 

 

 

Safety consultants and safety committees 

 Assist with the developing, instituting and maintaining safety programs, policies and 

procedures to meet or exceed compliance with occupational health and safety standards in 

conformity with both Prairie Land Regional Division #25 policy and statutory 

requirements 

 Reviewing and providing assistance to Prairie Land Regional Division #25s to ensure that 

effective safety programs are maintained 
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 Considering suggestions from the Prairie Land Regional Division #25, staff, students, and 

general public and recommending implementation whenever warranted 

 Assist in conducting inspections at appropriate intervals to identify potential hazards and 

determining that procedures, equipment, and facilities meet acceptable occupational health 

and safety standards 

 Assist in investigating all accident, incidents, and near misses and advising all applicable 

authorities 

 Assist with the filling out of all required forms and reports required 

 Assist with training or arranging for training in safe work procedures and the use of 

personal protective equipment 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Please note that the safety information in this policy, or any other policy set forth by the Prairie Land Regional Division #25 does not take 

precedence over Alberta Occupational Health & Safety. All employees should be familiar with Alberta Occupational Health and Safety Act, 

Regulation and Code. 

 

 

 

_____________________________________        ______________________________ 

Signature                                                                 Date 
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Right to Refuse Unsafe Work Policy 

This Policy Applies to Students, Staff and the General Public 

The Occupational Health and Safety Act give a worker the Right to Refuse work that they believe to 

be unsafe. 

A worker can refuse to work if they have reason to believe that one or more of the following is true: 

 Any machine, equipment or tool that the worker is using or is told to use is likely to 

endanger himself or herself or another worker 

 The physical condition of the workplace or workstation is likely to endanger the worker 

If the worker finds one or both of these conditions to be true they are responsible to immediately 

notify their supervisor/management that the work is being refused and explain why. 

The supervisor or employer then must investigate the situation immediately, in the presence of the 

worker and one of the following: 

 A Health and Safety Representative 

 Another worker, who, because of knowledge, experience and training, has been chosen by 

the workers (or by the union) to represent them 

If the situation is deemed to be safe, the worker will return to work.  If the worker is not satisfied with 

the decision, an Occupational Health and Safety Officer may be requested to investigate the matter. 

The Officer is then Responsible to: 

 Determine if the act or series of acts is safe or unsafe. 

 If they find the act to be safe; the employer and worker are to be advised in writing the 

findings of the investigation. The worker will also be advised in writing that they are no 

longer able to pursue the act or series of acts. 

 If the officer finds the act or series of acts to be unsafe, they must inform the employer in 

writing of what corrective actions need to be taken. 

During the period of investigation, no other employee may be assigned the act or series of acts, unless 

they have been advised in writing of: 

 The refusal and the reason for the refusal 

 The reason or reasons the employer feels that the employee can carry of the act or series of 

acts in a safe manner 

 The right of the worker to refuse to do that act or series of acts. 

 

 

Please note that the safety information in this policy, or any other policy set forth by the Prairie Land Regional Division #25 does not take 

precedence over Alberta Occupational Health & Safety. All employees should be familiar with Alberta Occupational Health and Safety Act, 

Regulation and Code. 

 

 

_____________________________________        ______________________________ 

Signature                                                                 Date 
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Hazard Assessment and Control Policy 

The Prairie Land Regional Division #25 will conduct standardized Hazard Assessments on all 

facilities and grounds to identify current or potential Health and Safety Hazards so that effective 

control measures may be implemented in compliance with applicable legislation. Hazard Assessments 

are to be completed regularly or at the start of every project, in the event of change in the scope of 

work or as conditions or tasks change. 

Supervisors and Staff that are involved in the particular task shall be involved in conducting Hazard 

Assessments based upon the severity of the Hazard. Recommended control measures will be 

established and actions to correct deficiencies will be completed as soon as reasonably practical by a 

competent qualified person(s). 

Identifying hazards prior to work commencing helps the project stay on time, help eliminate 

Incidents/Accidents while at any school facility or grounds, and ensures Safe Work Practices and Safe 

Job Procedures being used are suited for the task.. 

After the review process the Hazard Assessment will then be communicated to all involved through a 

Safety Meeting. The Assessment and Control Process will be monitored to ensure that follow-up and 

corrective actions have been implemented, at which point Hazard Assessments will be reviewed and 

signed off by the Supervisor.  

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Please note that the safety information in this policy, or any other policy set forth by the Prairie Land Regional Division #25 does not take 

precedence over Alberta Occupational Health & Safety. All employees should be familiar with Alberta Occupational Health and Safety Act, 

Regulation and Code. 

 

 

_____________________________________        ______________________________ 

Signature                                                                 Date 
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Hazard Control 

Controls must be implemented for all identified Hazards so that the potential for harm is reduced. 

Hazards can be controlled by implementing Engineering Controls, Administrative Controls or 

Personal Protective Equipment.  

Engineering Controls  

 Eliminate the Hazard 

 Choose a different process 

 Modify an existing process 

 Substitute with a less Hazardous Substance 

 Improve Environment 

 Modify or Change Equipment  

Administrative Controls   

 Work Procedure 

 Develop a Safe Work Procedure 

 Revise a Safe Work Procedure 

 On the Job Training 

 Contain the Hazard 

Personal Protective Equipment 

 Reduce the exposure 

 Hearing Protection 

 Respiratory Protection 

 Head/Eye/Face Protection 

 Clothing 

 Hands/Feet Protection 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please note that the safety information in this policy, or any other policy set forth by the Prairie Land Regional Division #25 does not 

take precedence over Alberta Occupational Health & Safety. All employees should be familiar with Alberta Occupational Health and Safety 

Act, Regulation and Code. 
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Hazard Rating 

Having identified the hazard through the hazard identification process, action is required to minimize 

the hazard or its effects. The hazards need to be prioritized according to: 

 

Severity   The Injury the Hazard could produce 

Probability    The Hazard will reoccur and result in an Accident 

 

The Hazard Level consists of one letter and one number.  

The Number represents the Severity of the occurrence. 

 
1. Critical   Death, system loss or irreversible 

 
2. Serious  Severe injury, occupational illness  

 
3. Moderate  Injury requiring medical attention 

 
4. Minor   Possible minor injury 

 
 

The Letter of the Hazard Level represents the Frequency of occurrence.  

 
   A - Expected to occur  
 
     B - Will occur several times  
 
     C - Likely to occur sometime  
 
     D - Unlikely, but possible to occur  
 
     E - So unlikely, it can be assumed occurrence may not be experienced 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please note that the safety information in this policy, or any other policy set forth by the Prairie Land Regional Division #25 does not 

take precedence over Alberta Occupational Health & Safety. All employees should be familiar with Alberta Occupational Health and Safety 

Act, Regulation and Code. 
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Hazard Assessment Checklist 

For corrective action, transfer information to Step #2. 

Prairie Land Regional Division #25:                                   Date:                                              

Time:  

Assessment Team:       

Name: _________________   _________________   _________________              

           _________________   _________________   _________________ 

 
 

* Priority (status)  for Corrective Action   #1 very hazardous, previous accident or high potential of accident 

                                                                   #2 hazardous with moderate risk 

                                                                   #3 low risk 

                                                                   #4 O.K. 

                                                                   

Item # Identified Hazards Priority  Safety Hazard 

1 Housekeeping/Material Storage   

2 Waste Disposal   

3 Ventilation   

4 Lighting   

5 Extreme Temp. (Hot/Cold)   

6 Gases/Flammables   

7 Fire Extinguisher   

8 First Aid   

9 Hazardous Material (WHMIS)   

10 Overhead Hazards   

11 Underground Hazards   

12 Confined Space Entry   

13 Slips/Trips   

14 Restricted Access/Egress   

15 Ladders   

16 Work at Heights   

17 Lifting   

18 Vehicles/Mobile Equipment   

19 Power Tools   

20 Working Alone/Communications   

21    

22    

23    

24    

25    

26    

27    
Please note that the safety information in this policy, or any other policy set forth by the Prairie Land Regional Division #25 does not 

take precedence over Alberta Occupational Health & Safety. All employees should be familiar with Alberta Occupational Health and Safety 

Act, Regulation and Code. 
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Hazard Assessment Action List 

Step #2 

Corrective Action: By Whom: Date/Time: 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   
 

Comments: 

 

 

 

 

 

 

 

 

 

 
Conducted By: Signature: 

 

Supervisor Signature: 

 

Date: 

 

Please note that the safety information in this policy, or any other policy set forth by the Prairie Land Regional Division #25 does not 

take precedence over Alberta Occupational Health & Safety. All employees should be familiar with Alberta Occupational Health and Safety 

Act, Regulation and Code. 
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Safe Work Practice Policy 

ñSafe Work Practicesò are a set of positive guidelines concerning the performance of a specific task 

that may not always be completed in a certain way. Safe Work Practices are a way of controlling 

hazards and performing jobs with a minimum risk to people, environment, and property. 

The most applicable and critical Safe Work Practices will be written in an easy to understand format 

readily available to every supervisor, employee, student, or general public for regular use on all 

school facilities or grounds. The process of developing new or modifying existing, Safe Work 

Practices must ensure that the guidelines governing conduct for specific work activities meet or 

exceed applicable Industry Standards and directly reference Alberta Occupational Health and Safety 

Acts, Regulations, and Code. 

To ensure that existing Safe Work Practices remain current and meet requirements of the work and 

regulations, supervisors, employees and students may be involved in the process of reviewing the 

most applicable critical Safe Work Practices. Supervisors will be responsible for the review of Safe 

Work Practices in response to changes in Legislation, changes in Industry Standards, or 

Accident/Incident Investigations. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 
Please note that the safety information in this policy, or any other policy set forth by the Prairie Land Regional Division #25 does not take 

precedence over Alberta Occupational Health & Safety. All employees should be familiar with Alberta Occupational Health and Safety Act, 

Regulation and Code. 

 

 

_____________________________________        ______________________________ 

Signature                                                                 Date 
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Safe Work Practice Annual Review 
 

Please note that the safety information in this policy, or any other policy set forth by the Prairie Land Regional Division #25 does not 

take precedence over Alberta Occupational Health & Safety. All employees should be familiar with Alberta Occupational Health and Safety 

Act, Regulation and Code. 

Safe Work Practice Title Date: Initial:  Date: Initial:  Date: Initial:  
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Safe Work Practice 

Cell Phone Usage 

General 

Protecting employees, students and general public from injuries associated with the IMPROPER use 

of Cell Phones while operating a motor vehicle. 

Application 

 Using a cell phone improperly while operating a motor vehicle may be hazardous to the 

employee and the general public. 

Protective Mechanisms 

 Safe Job Procedure 

 Highway Traffic Act 

 Local Regulations 

 Manufacturers recommendations 

Supervisor Responsibility 

 Supervisors are responsible to facilitate and/or provide proper instruction on PPE and 

Training. 

 Enforcement 

 Compliance 

Employees Responsibility 

 Make driving your first priority ï pull over to safe area to take / make calls 

 Whenever possible, let your ñVoice Mailò take your incoming calls. 

 Do not engage in stressful or emotional conversations. 

 Utilize a hands-free device whenever possible. 

 Ensure you know your wireless phone and its features such as speed dial and redial. 

 Avoid taking notes or look up phone numbers while driving - pull over to safe area to take 

/ make notes. 

 

 

 

 

 

 

 

 
 

 

* For further information see the appropriate current Occupational Health and Safety Regulations. 
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Safe Work Practice 

Cleaning Solvents 

General 

Protecting employees, students and general public from injuries associated with the use of Cleaning 

Solvents. 

Application 

 Cleaning solvents are used in construction work to clean tools, equipment and within shop, 

for general cleaning. 

Protective Mechanisms 

 WHMIS 

 MSDS in place and current 

 PPE 

 Respiratory protection (if required)   

Selection and Use 

 As per job requirement 

Supervisor Responsibility 

 Supervisors are responsible to facilitate and/or provide proper instruction on PPE and 

Training. 

Employees Responsibility 

 Ensure all WHMIS requirements are met. 

 Check toxic hazards of all solvents before use. (MSDS) 

 When breathing hazards exist, use the appropriate respiratory protection. 

 Use non-flammable solvents for general cleaning. 

 Store flammables and solvents in special storage areas. 

 Ensure that proper containers are used for transportation, storage and field use of 

solvents/flammables. 

 Do not use solvents in areas where food may be contaminated. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

* For further information see the appropriate current Occupational Health and Safety Regulations. 
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 Safe Work Practice 

Control  of Traffic Flow on Prairie Land Regional Division #25 Sites 

General 

Protecting employees, students and general public from injuries associated with Traffic Congestion on 

School Sites. 

Application 

 Traffic at school sites must be regulated in such a manner to protect the safety and well 

being of all personnel and equipment. 

Protective Mechanisms 

 Safe Job Procedure 

 PPE 

 Signs and Barricades 

Selection and Use 

 As per job requirement 

Supervisor Responsibility 

 Supervisors are responsible to facilitate and/or provide proper instruction on PPE and to 

identify potential hazards. 

Employees Responsibility 

 Erect signs and barricades to direct traffic safely around the school site. 

 Restrict onsite traffic. 

 Obtain authorization to enter restricted areas. 

 Vehicles should park pointed towards the exit with the doors closed. 

 Prior to operation, the operator must perform a walk around check of the vehicle. 

 Operate vehicles in a safe, courteous manner 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

* For further information see the appropriate current Occupational Health and Safety Regulations. 
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Safe Work Practice 

Driving  

General 

Protecting employees, students and general public from injuries associated with Driving Operations. 

Application 

 Operation of motor vehicles must be performed according to all Highway Traffic Act and 

Regulations, Prairie Land Regional Division #25 Procedures, and Manufacturerôs 

recommended operating guidelines. 

Protective Mechanisms 

 Safe Job Procedure 

 Highway Traffic Act and Regulations 

 Prairie Land Regional Division #25 Rules 

 Manufacturers recommendations 

Selection and Use 

 As per Safe Job Procedure 

 Prairie Land Regional Division #25 Rules 

 Manufacturerôs recommendations 

Supervisor Responsibility 

 Supervisors are responsible to facilitate and/or provide proper instruction on PPE 

requirements and Training. Compliance and Enforcement. 

Employees Responsibility 

 Ensure you have a valid operatorôs license. 

 Be conversant with Highway Traffic Act and Regulations. 

 Drive defensively. 

 Back in when practical. 

 Ensure the vehicle has an emergency road kit. 

 Ensure you are not under the influence of alcohol or drugs. 

 Avoid driving when fatigued. 

 Ensure seatbelts are worn at all times when travelling. 

 Be familiar with vehicle and its capabilities. 

 Avoid offering rides to strangers or hitchhikers. 

 Perform a ñwalk aroundò prior to travelling. 

 Use good judgement and understand basic recovery skills. 

 Refer to SWP for ñCell Phone Use in Vehiclesò. 

 

* For further information see the appropriate current Occupational Health and Safety Regulations. 
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Safe Work Practice 

Driving (Winter)  

General 

Protecting employees, students and general public from injuries associated with Winter Driving. 

Application 

 Operation of motor vehicles must be performed according to all Highway Traffic Act and 

Regulations, Prairie Land Regional Division #25 Procedures, and Manufacturerôs 

recommended operating guidelines. 

Protective Mechanisms 

 Safe Job Procedure 

 Highway Traffic Act 

 Prairie Land Regional Division #25 Rules 

 Manufacturers recommendations 

Selection and Use 

 As per safe Job Procedure 

 Prairie Land Regional Division #25 Rules 

 Manufacturers recommendations 

Supervisor Responsibility 

 Supervisors are responsible to facilitate and/or provide proper instruction on PPE and 

Training. Compliance and Enforcement. 

Employees Responsibility 

 Ensure you have a valid operatorôs license. 

 Be conversant with traffic laws and regulations. 

 Drive defensively. 

 Back in when practical. 

 Ensure the vehicle has an emergency road kit. 

 Ensure to clear snow from all windows, lights and mirrors. 

 Avoid using cruise control on icy roads. 

 Accelerate and brake gently to reduce skids or spinouts. 

 Ensure winter clothing does not restrict movement, vision or hearing. 

 Ensure fuel tank is full when possible. 

 Ensure you are familiar with the installation of snow chains. 

 Monitor weather reports. 

 Refer to SWP for ñCell Phone Use In Vehiclesò. 

 
* For further information see the appropriate current Occupational Health and Safety Regulations. 
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Safe Work Practice 

Electrical Systems - Live 

General 

Protecting employees, students and general public from injuries associated with working on Live 

Electrical Systems 

Application 

 Electrical apparatus, equipment and circuits shall be designed and operated in accordance 

with the Canadian Electrical Code. 

Protective Mechanisms 

 Safe Job Procedure 

 Permit system 

 P.P.E 

 E.R.P. (Emergency Response Plan) 

Selection and Use 

 As per job requirement 

Supervisor Responsibility 

 Supervisors are responsible to facilitate and/or provide proper instruction on PPE 

requirements and Training 

Employees Responsibility 

 When working on connections, shut off power if possible. 

 Ensure what amperage and voltage you are working on. 

 Electrical installations should be carried out by a properly trained and qualified 

journeyman or registered apprentices. 

 Two or more journeyman should work together on any energized circuit with a potential to 

480 volts or more between conductors. 

 Remove panel covers with care, ensuring cover screws or panel space fillers are removed. 

 Ensure ladders are made of non-conductive materials. 

 Be conversant with E.R.P. (Emergency Response Plan). 

 

 

 
 

 

 

 

 

 

 

 

 

 

* For further information see the appropriate current Occupational Health and Safety Regulations. 



Prairie Land Regional Division #25 

  

Safe Work Practice 

Electrical Systems Lockout 

General 

Protecting employees, students and general public from injuries associated in working with Electrical 

Systems 

Application 

 Where there is or may be a danger from the inadvertent operation of electrical equipment 

then that equipment must be Locked Out and Tagged prior to commencing work. 

Protective Mechanisms 

 Safe Job Procedure 

 Permit system  

 Lockout Procedure 

 PPE 

 Lockout devices (padlocks, multiple lock hasps, tags) 

 ERP (Emergency Response Plan) 

Selection and Use 

 As per Safe Job Procedure 

Supervisor Responsibility 

 Supervisors are responsible to facilitate and/or provide proper instruction on PPE 

requirements and Training 

Employees Responsibility 

 Switch off all appropriate devices (MCC, Distribution Panel, and Disconnect). 

 Lock Out and Tag out Electrical Supply devices in the ñOFFò position. 

 Test to be sure the equipment cannot be operated at the STOP-START switch. (Double 

Tap) 

 After completion of task, remove padlocks and destroy tags. 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

* For further information see the appropriate current Occupational Health and Safety Regulations. 
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Safe Work Practice 

Equipment Activities Near Overhead Power Lines 

General 

Protecting employees, students and general public from injuries associated with Heavy Equipment 

Activities near Overhead Power Lines. 

Application 

 Do not operate heavy equipment near or under a power line until they have obtained a 

permit and/or crossing agreement. 

Protective Mechanisms 

 Safe Job Procedure 

 PPE 

 Crossing Agreement 

 Barricades and Warning signs 

Selection and Use 

 As per job requirement and crossing agreement. 

Supervisor Responsibility 

 Supervisors are responsible to facilitate and/or provide proper instruction on PPE and 

Training. 

 Perform Site Inspection 

Employees Responsibility 

 Maintain minimum safe clearances. 

 Install warning devices and signs. 

 Install telescopic non-conductive post and flagging across R.O.W. at the minimum 

allowable clearance as allowed by Occupational Health and Safety Regulations for the line 

voltage. 

 Position signs or other devices to determine the ñDanger Zoneò. 

 Be conversant with allowable clearances. 

 Adhere to all Site-specific Regulations. 

 Be aware of atmospheric conditions such a temperature, humidity and wind which may 

dictate more stringent Safe Job Procedures. 

 

 

 

 
 

 

 

 

 

* For further information see the appropriate current Occupational Health and Safety Regulations. 
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Safe Work Practice 

Hazard Control Signage 

General 

Protecting employees, students and general public from injuries associated with improper use of 

Warning Signs. 

Application 

 Sites should have appropriate and adequate signage to identify site hazards in place prior 

to the commencement of any work process. 

Protective Mechanisms 

 Safe Job Procedure 

 Government Regulations 

 Local Jurisdictions  

 Site Traffic Guidelines 

 PPE 

Selection and Use 

 As per Safe Job Procedure 

Supervisor Responsibility 

 Supervisors are responsible to facilitate and/or provide proper instruction on PPE 

requirements and Training. 

 Signage selection 

 Hazard Analysis 

Employees Responsibility 

 Ensure signage is in good condition, clean, legible and suited to the purpose. 

 Ensure traffic control signage is of accepted standards. 

 Ensure signage is secured. 

 Routinely inspect signage for placement, cleanliness and physical damage. 

 Ensure road traffic control signage is covered when no activity is present. 

 Ensure you are fully trained to erect road traffic signage. 

 

 

 

 

 
 

 

 

 

 

 

* For further information see the appropriate current Occupational Health and Safety Regulations. 
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Safe Work Practice 

Lockout of Pressure Systems 

General 

Protecting employees, students and general public from injuries associated with working on various 

Pressure Systems. 

Application 

 Where there is or may be a danger by the inadvertent release of energy or a hazardous 

substance, into a pressure system, then that system must be locked out. 

Protective Mechanisms 

 Lockout devices 

 Safe Job Procedure 

 PPE 

 Permit system 

 ERP (Emergency Response Plan) 

Selection and Use 

 As per Safe Job Procedure 

Supervisor Responsibility  

 Supervisors are responsible to facilitate and/or provide proper instruction on PPE 

requirements and Training. 

 Site Inspections. 

Employees Responsibility 

 Isolate system. 

 Depressurize and drain system. 

 Purge the system if combustible materials or hazardous gas, vapour, dust or fumes exist. 

 Isolate all lines tying into the system. 

 Install Lock Out devices and Tags on all valves that would affect the system if operated. 

 Continually monitor the area for combustible material and hazardous gases. 

 Remove Lock Out Devices. 

 Lock out devices can only be removed by the persons that installed them. 

 

 
 

 

 

 

 

 

 

 

* For further information see the appropriate current Occupational Health and Safety Regulations. 
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Safe Work Practice 

Manual Lifting and Carrying  

General 

Protecting employees, students and general public from injuries associated with Material Lifting and 

Carrying. 

Application 

 Most lifting accidents are due to improper lifting methods. All manual lifting should be 

planned and Safe Lifting Procedures followed. 

Protective Mechanisms 

 Safe Job procedure 

 Safe Lifting Procedure 

 PPE 

Selection and Use 

 As per Safe Job Procedure 

 Safe Lifting Procedure 

Supervisor Responsibility 

 Supervisors are responsible to facilitate and/or provide instruction on PPE requirements 

and Training.  

 Selection of Lifting Equipment. 

Employees Responsibility 

 Ensure that you know your physical limitations and the approximate weight of materials. 

 The use of power equipment or mechanical lifting devices should be considered and 

employed where practical. 

 Obtain assistance in lifting heavy objects. 

 Ensure a good grip before lifting and employ proper lifting technique. 

 Avoid reaching out. 

 Pipes, conduit, reinforcing rods and other conducting materials should not be carried on 

the shoulder near exposed live electrical equipment or conductors. 

 Be aware of hazardous and unsafe conditions. 

 

 

 

 

 
 

 

 

 

 

* For further information see the appropriate current Occupational Health and Safety Regulations. 
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Safe Work Practice 

Office Safety 

General 

Protecting employees, students and general public from injuries associated with Office Environment. 

Application 

 To ensure employees are aware of the potential and existing hazards in the office 

environment. 

Protective Mechanisms 

 Safe Job Procedures 

 ERP (Emergency Response Plan) 

 Manufacturers recommendations 

 Alberta Fire Code 

 Local Legislation 

 MSDS  

Selection and Use 

 As per Safe Job Procedure 

 ERP (Emergency Response Plan) 

 MSDS (Material Safety Data Sheet) 

Supervisor Responsibility 

 Supervisors are responsible to facilitate and/or provide proper instruction on PPE 

requirements and Training. 

Employees Responsibility 

 Ensure you are conversant with Emergency Response Plan. 

 Ensure that all electrical cords are in good condition and are not overloaded. 

 Ensure that computer monitors are adjusted to the correct height and kept clean. 

 Ensure fans/space heaters are used to Manufacturers Specifications. 

 Ensure floors and aisles are kept clear and not cluttered. 

 Ensure that only one drawer of filing is open at one time and those drawers are closed 

when not in use. 

 Ensure proper type of fire extinguisher is available. 

 Ensure chairs are in good repair. 

 Ensure rugs are kept clean and in good repair ï free of tripping hazard. 

 
 

 

 

 

* For further information see the appropriate current Occupational Health and Safety Regulations. 
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Safe Work Practice 

Operation of Air Tools 

General 

Protecting employees, students and general public from injuries associated with Operation of Air 

Tools 

Application 

 Air tools are powered by compressed air supplied by pneumatic hoses. 

Protective Mechanisms 

 Safe job Procedure 

 Permit system 

 PPE 

 ERP (Emergency Response Plan) 

Selection and Use 

 As per Safe Job Procedure 

Supervisor Responsibility 

 Supervisors are responsible to facilitate and/or provide proper instruction on PPE 

requirements and Training. 

Employees Responsibility 

 Regularly inspect tools and hoses before using. 

 Obtain underground utility locates for the work area. 

 Wear suitable clothing and Personal Protective Equipment. 

 Practice good housekeeping. 

 Keep loose fitting clothing away from rotating equipment. 

 Bleed air before disconnecting hoses. 

 Do not use an air tool for any purpose other than what it is intended for. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

* For further information see the appropriate current Occupational Health and Safety Regulations. 
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Safe Work Practice 

Power and Hand Tool Use 

General 

Protecting employees, students and general public from injuries associated with the use of Power and 

Hand Tools. 

Application 

 Power tools and hand tools to be used and maintained in compliance with Manufacturerôs 

guidelines. 

Protective Mechanisms 

 Safe Job Procedure 

 Manufacturerôs Specifications 

 PPE 

 Permits (if required) 

Selection and Use 

 As per Safe Job Procedure 

Supervisor Responsibility 

 Supervisors are responsible to facilitate and/or provide proper instruction on PPE 

requirements and Training. Review the project and prepare a list of required tools. 

Employees Responsibility 

 Electrical tools must have 3 wire (grounding) cord and plug, excluding double insulated 

tools. 

 Grinder discs, buffers and stones to be used only for designed application and at rated 

speed. 

 Stationary grinders must have properly adjusted tool rests and stones to be properly 

dressed. 

 Angle grinders to have Original Equipment Manufacturer (O.E.M.) guard. 

 On/off switches must be functional and positioned so Operator has access. 

 Accessories can only be used that are designed for use with the tools specified. 

 Saw blades must be designed for the product being cut and at the rated speed, O.E.M. 

guards must be in place and functional. 

 Chisels, punches, hammer; wrenches, etc. have all burrs ground from striking area.  

 Chisels, punches, screwdrivers, etc. to have tips properly dressed. 

 Cracked a/o splintered handles to be replaced. 

 All tools to be used for designed purpose only. 

 Repairs to tools must be performed by qualified personnel using O.E.M. parts or 

equivalent. 

 All tools must be cleaned after use and repairs made before using being properly stored. 
 

 For further information see the appropriate current Occupational Health and Safety Regulations. 
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Safe Work Practice 

Refuelling Equipment 

General 

Protecting employees, students and general public from injuries associated with Refuelling 

Equipment. 

Application 

 Refuelling of equipment is a daily task, which may be hazardous if not carried out 

properly. 

Protective Mechanisms 

 Safe Job Procedure 

 Alberta Fire Code 

 Applicable Legislation 

 PPE 

Selection and Use 

 As per Safe Job Procedure 

 Applicable Legislation 

Supervisor Responsibility 

 Supervisors are responsible to facilitate and/or provide proper instruction on PPE 

requirements and Training. 

Employees Responsibility 

 Ensure you are conversant with regulations. 

 Refuelling area is ventilated. 

 Ensure equipment is shut off prior to refuelling. 

 Ensure there is no smoking or open flames in vicinity. 

 Avoid spillage on equipment or ground. 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

* For further information see the appropriate current Occupational Health and Safety Regulations. 
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Safe Work Practice 

Transportation of Flammable Liquids 

General 

Protecting employees, students and general public from injuries associated with Transporting 

Flammable Liquids 

Application 

 Transportation and handling of flammable liquids is an integral part of daily activity 

involving employees, students and general public and equipment. 

Protective Mechanisms 

 Safe Job Procedure 

 TDG ( Transportation of  Dangerous Goods ) Legislation 

 Permit system 

 PPE 

 WHMIS 

 ERP (Emergency Response Plan) 

Selection and Use 

 Manufacturers Specifications 

 As per Safe Job Procedure 

Supervisor Responsibility 

 Supervisors are responsible to facilitate and/or provide proper instruction on PPE 

requirements and Training 

Employees Responsibility 

 Ensure TDG trained. 

 Ensure documentation in place. 

 Ensure placards as per TDG Regulations. 

 Flammable liquids must be transported and stored in approved containers bearing the 

CSA, ULC and WHMIS labels. 

 Ensure flammable liquids are not carried in passenger compartment of a vehicle. 

 Ensure that the containers are not damaged and that caps or fittings are properly secured 

after filling.  

 Ensure contained in an upright position and are secured to prevent overturning. 

 

 
 

 

 

 

 

* For further information see the appropriate current Occupational Health and Safety Regulations. 
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Safe Work Practice 

Use of Portable Fire Extinguishers 

General 

Protecting employees, students and general public from injuries associated with IMPROPER use of 

Fire Extinguishers. 

Application 

 Portable fire extinguishers must be installed, inspected and maintained on a regular basis 

to ensure proper operation in an emergency. 

Protective Mechanisms 

 Safe Job Procedure 

 Alberta Fire Code 

 Manufacturerôs recommendations 

 PPE (Personal Protective Equipment) 

Selection and Use 

 Alberta Fire Code 

 Manufacturerôs Specifications 

 As per Safe Job Procedure 

Supervisor Responsibility 

 Supervisors are responsible to facilitate and/or provide proper instruction on PPE 

requirements and training. 

 Proper selection of equipment. 

 Conversant with proper Regulations. 

Employees Responsibility 

 Ensure you are fully trained with operation and maintenance of fire extinguishers. 

 Check cylinder. 

 Inspect cartridge puncture cap. 

 Weigh cartridge. 

 With cartridge removed, check action of puncture lever. 

 Check hose nozzle for obstruction. 

 Check date of manufacture. 

 Check level and condition of powder. 

 Check fill-cap threads and gasket. 

 Attach visual seal. 

 Check pressure gauge. 

 
* For further information see the appropriate current Occupational Health and Safety Regulations. 
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Safe Job Procedure Policy 

The most applicable and critical Safe Job Procedures will be written in an easy to understand format 

and made readily available to every employee, student and the general public for regular use on all 

school facilities and grounds. The first step in all Safe Job Procedures is to check the task and make 

sure that it will not involve any hazardous materials, (i.e. asbestos, leads, mercury, mould and others).  

No Work will continue till the area is deemed clean or controlled 

The process of developing new, modifying existing Safe Job Procedures must ensure that guidelines 

governing conduct for specific activities meet or exceed applicable Industry Standards and directly 

reference Alberta Occupational Health and Safety Acts, Regulations, and Code. 

To ensure that existing Safe Job Procedures remain current and meet requirements of the job and 

regulations, supervisors and employees and students may be involved in the process of reviewing the 

most applicable and critical Safe Job Procedures. 

Supervisors will be responsible for the review of Safe Job Procedures in response to changes in 

Legislation, changes in Industry Standards, or Incident/Accident Investigations. 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Please note that the safety information in this policy, or any other policy set forth by the Prairie Land Regional Division #25 does not take 

precedence over Alberta Occupational Health & Safety. All employees should be familiar with Alberta Occupational Health and Safety Act, 

Regulation and Code. 

 

 

 

_____________________________________        ______________________________ 

Signature                                                                 Date 
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Safe Work Procedure Annual Review 
 

 
 

Please note that the safety information in this policy, or any other policy set forth by the Prairie Land Regional Division #25 does not 

take precedence over Alberta Occupational Health & Safety. All employees should be familiar with Alberta Occupational Health and Safety 

Act, Regulation and Code. 

Safe Work Procedure Title Date: Initial:  Date: Initial:  Date: Initial:  
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SAFE JOB PROCEDURES (SJP) 

 Adjustable Shelf Boring 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Line Boring Machine   Plywood   Safety Glasses 

 

 
      Hearing Protection 

 

         

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Ensure that power is off to the machine, and 
inspect to ensure all components and guards 
are in proper working condition 

 Accidental start-up while inspecting the 
machine. 

 Proper lockout / tag out procedures. 

2. Set the stops in the desired positions, and set 
the machine to the desired depth for the pins 
being used.  

 Accidental start-up while making machine 
adjustments. 

 Proper lockout / tag out procedures. 

3. Place the material on the table at the desired 
stops. 

 Accidental start-up of the machine.  Proper lockout / tag out procedures. 

4. Turn on the dust collector and line boring 
machine. 

 Noise from the machine causing hearing 
damage. 

 Dust flying into the eyes. 

 Hazard from contacting moving parts of the 
machine. 

 Proper use of PPE. 

 Proper use of PPE. 

 Proper training on how to safely use/operate the 
machine. 

5. Activate the switch to have the holes drilled, 
release the drills, reposition the material and 
drill again. 

 Noise hazard. 

 Dust hazard. 

 Contact with moving parts 

 Proper use of PPE. 

 Proper use of PPE. 

 Training. 

6. Upon completion of the task, shut off the 
equipment, and clean up debris. 

 Accidental start up.  Proper lockout / tag out procedures. 

Developed By: 1.  
 

2.   3.   
      

Reviewed By:    Approved By:    

 (Name) (Position)  (Name) (Position) 

  

Revised By:   Date:   
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SAFE JOB PROCEDURES (SJP) 

 Battery Charging 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Battery Charger      Safety Glasses, gloves 

 

 
Vehicle battery      Fire Extinguisher in vicinity 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Make sure the fluid level in the battery is up to 
the proper level before charging the battery. 

 Getting battery acid on hands, causing chemical 
burns. 

 Wear gloves, and follow manufactureôs 
suggested procedure for checking battery fluid 
levels. 

2. Set the charger for the proper voltage for the 
battery. 

 Damage to battery, or charger  Follow proper sequence of connecting to battery. 

3. When charging a dead battery, make sure the 
charger is turned off before connecting the 
charging cables. 

 Accidental electrical short, causing electrical 
shock or fire. 

 Follow proper lockout / tag out procedures 

4. Always connect the positive cable to the 
positive battery post and negative cable to the 
negative battery post. 

 Damage to battery, or charger.  Follow proper sequence of connecting to battery 
 

5. Set the charger for the rate you want the 
battery to be charged. The slower the rate the 
more beneficial to the battery. 

 Damage to the battery.  Follow charger manufactureôs procedures. 

6. Set the timer on the charger and start 
charging the battery. Do not leave the battery 
charging unattended overnight 

 Fire hazard, should a short circuit occur  Do not charge overnight. 
 
 

7. Shut the charger off before disconnecting the 
battery. 

 Accidental electrical short, causing electrical 
shock or fire. 

 Follow proper lockout / tag out procedures 

8. Check with licensed mechanic for procedure 
on 24 hour battery charging. 

 Unattended battery charger could damage 
battery or cause a fire. 

 

Developed By: 1.  
 

2.   3.   
      

Reviewed By:    Approved By:    

 (Name) (Position)  (Name) (Position) 

  

Revised By:   Date:   
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SAFE JOB PROCEDURES (SJP) 

 Battery Boosting 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Booster Cables      Safety Glasses,             Gloves 

 

 
Vehicle with charged battery      Fire extinguisher in vicinity 

 

         

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Inspect dead batteryôs condition.  Battery fluid is a corrosive acid solution: contact 
with skin or eyes will cause burns, 

 Use personal protective equipment, if acid 
contacts the skin or eyes immediately flush with 
water. 

2. Ensure that the booster battery is the same 
voltage as the one to be boosted. 

 Damage to the battery, or the battery could 
explode. 

 Check vehicle specifications for both vehicles to 
ensure compatibility. 

3. Park the booster vehicle within cable reach, 
but without letting the vehicles touch. Set the 
parking brake on both vehicles, place the 
automatic transmission in PARK or the 
manual transmission in NEUTRAL and turn 
the ignition OFF. 

 Traffic in the area around the vehicles. 

 Someone starting the booster vehicle. 

 Vehicles in contact could cause a short 
damaging the electrical systems. 

 Follow Safe Work Procedure for Traffic Hazards. 

 Proper lockout / tag out. 

 Get longer cables. 

4. Turn off the heater, radio, and all unnecessary 
electrical loads. 

 Power surge could damage active electrical 
components. 

 Follow manufacturerôs recommended guidelines. 

5. Connect one end of a booster cable to the 
positive terminal of the booster battery. 
Connect the other end of the same cable to 
the positive terminal of the discharged battery. 

 Improper connection could cause a dead short, 
and cause potential harm to the electrical 
system. 

 Positive terminals are usually red and marked 
with a plus sign. Clean battery if required to 
ensure you have the correct post. 

6. Connect the other cable to the negative 
terminal of the booster battery and the engine 
of the vehicle with the discharged battery. 
Make sure you have good contact on the 
engine. 

 Do not connect the cable to the negative post 
on the discharged battery; the resulting electrical 
spark could cause the battery to explode. 

 Ensure you have the battery terminals clearly 
identified. 

 Proper use of PPE 

 Follow manufacturerôs guidelines. 
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Battery Boosting (SJP) continued... 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

7. Start the engine of the vehicle which has the 
booster battery, let the engine idle a few  
Minutes then start the engine in the vehicle 
with the discharged battery. 

 Accidental movement of either vehicle when 
starting, causing injury to someone standing 
between the vehicles. 

 Never permit anyone to stand between the 
vehicles. 

 Visually check ñALL CLEARò  

 

8. Remove the booster cables, reversing the 
above sequence exactly. 

 With the engine running there is a risk of 
moving belts and the engine fan. 

 Do not leave over the engine compartment. 

Developed By: 1.  
 

2.   3.  
          

Reviewed By:    Approved By:  

 (Name) (Position)  (Name) (Position) 

  

Revised By:   Date:  
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SAFE JOB PROCEDURES (SJP) 

 Changing Air Filter 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Screw Driver   New Filter   Gloves 

 

 
      Mask 

 

         

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Remove from the door from the unit, and take 
the old filter from the rack. 

 Inhaling dust from the old filter. 
 

 Proper use of PPE. 

2. Insert the new filter into the rack and slide it 
back into position. 

 Inhaling dust from the old filter.  Proper use of PPE. 

3. Screw the unit door back into place and 
dispose of old filter. 

 Inhaling dust from the old filter.  Proper use of PPE. 

 Dispose of filter as per policy. 

Developed By: 1.  
 

2.   3.   
      

Reviewed By:    Approved By:    

 (Name) (Position)  (Name) (Position) 

  

Revised By:   Date:   
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SAFE JOB PROCEDURES (SJP) 

 Changing Fluorescent Light Bulbs 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Ladder   Bulbs   Eye Protection 

 

 
Rolling Garbage Can   Glass Cleaner and Towels   Rubber Gloves 

 

  
Another Person/Assistant 

   
Light switch lockout. 

   
Hard Hat 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Set up ladder. Rolling garbage can with new 
tubes inside readily available - put signage up. 

 Someone colliding with the ladder, causing a 
fall. 

 Proper warning signs in the appropriate location. 

2. Turn off light switch, install switch lockout.  Some attempting to turn light on, causing 
electrical shock to worker. 

 Proper lockout tag out procedure. 

3. Person #2 holds the ladder Person #1 goes up 
the ladder, removes light cover, and hands to 
person #2. 

 Having hand stepped on, drop light cover  Personal Protective equipment  

 Proper ladder procedure. 

4. Person #1 removes tubes and hands to 
person #2. 

 Dropping light tube on #2 

 Tube breakage 

 Personal protective equipment. (hard hat, eye 
protection) 

5. Person #2 hands new tube to person #1 to 
install. One tube at a time. 

 Dropping light bulb on #2 

 Tube breakage 

 Personal protective equipment. (hard hat, eye 
protection) 

6. Person #2 washes cover and dries it off, 
hands cover to #1 

 Cleaner on hands, dropping cover.  Personal protective equipment. (eye protection, 
gloves) 

7. Person #1 replaces cover and proceeds down 
the ladder while person #2 holds the ladder 

 Falling from ladder.  Proper ladder procedure 

8. Remove light switch lockout, turn on switch to 
check lights 

 Short circuit, cause fire.  Follow proper installation procedure. 

9. Clean up site, take down ladder, remove 
warning signs, dispose of old tubes 

 Tube breakage, environmental issues.  Use PPE, dispose of tubes as per policy. 

Developed By: 1.  
 

2.   3.   
      

Reviewed By:    Approved By:    

 (Name) (Position)  (Name) (Position) 

  

Revised By:   Date:   
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SAFE JOB PROCEDURES (SJP) 

 Change Ballast 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Ladder                       Ballast   Hard Hat                               Gloves 

 

 
Switch Lockouts.   Marrets   Rubber Soled Shoes 

 

  
Wire strippers and cutters 

   
New Bulbs 

   
Eye Protection 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Cordon off area for safety, Shut off power to 
light fixture lock out light switch. 

 Unauthorized persons, disturbing ladder, failure 
of power shut off. 

 Use proper lockout techniques. 

 Warning signs. 

2. Set up ladder.  Ladder fall over.  Proper ladder procedures. 

3. Take out tubes and place them in a safe 
place. 

 Bulbs breaking. 

 Bulbs dropping and breaking. 

 Use Personal Protective Equipment 

4. Cut or unhook wires on ballast, disconnect 
BLACK power wire first. 

 Electrical shock. 

  

 Proper lockout / tag out Procedures 

 

5. Remove ballast and replace with new unit.  Drop material on head.  Personal Protective Equipment. 

6. Connect wires, using proper Marrets.  Electrical shock  Proper wiring techniques. 

7. Replace bulbs with new ones.  Bulbs breaking, causing laceration.  Personal Protective Equipment. 

8. Turn power back on, to ensure replacement 
works. 

 Electrical short, causing fire.  Follow electrical code. 

9. Cleanup work area of tools, left over material 
and remove warning signs. 

 Tar on hands or clothing.  Personal Protective Equipment. 

10. Properly dispose of old ballast.  Environmental hazard in garbage.  Proper disposal protocol. 

Developed By: 1.  
 

2.   3.   
      

Reviewed By:    Approved By:    

 (Name) (Position)  (Name) (Position) 

  

Revised By:   Date:   
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SAFE JOB PROCEDURES (SJP) 

 Changing Light Bulbs 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Ladder   Light bulbs   No-slip shoes 

 

 
Warning Signs      Gloves 

 

  
Assistant 

   
 

   
Eye Protection. 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Display signs, and set up ladder.  Someone colliding with ladder.  Warning signs in appropriate location. 

2. Install light switch lockout.  Accidental turn on light ï electrical shock  Proper Lockout/Tagout procedures 

3. Climb ladder.  Fall from ladder  Proper ladder procedure. 

4. Remove light bulb, screw out bulb turn counter 
clock wise. 

 Light bulb jammed, and breaks, cause cuts and 
fragments to fall in to face. Hot surface, burn to 
hand. 

 Personal Protective equipment ( eye protection, 
gloves) 

5. Replace with new bulb, screw in bulb turn 
clockwise. 

 Break or drop bulb ï cuts and or fragments to 
face. 

 PPE 

6. Dispose of burnt out light bulbs  Break bulb ï cuts 

 

 PPE and dispose of bulb as per policy. 

7. Remove signs - put ladder away.  
 

 

Developed By: 1.  
 

2.   3.   
      

Reviewed By:    Approved By:    

 (Name) (Position)  (Name) (Position) 

  

Revised By:   Date:   
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SAFE JOB PROCEDURES (SJP) 

 Change Pump 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 Wrenches 
Screwdrivers   

Gaskets 
Wire connectors   

Safety Glasses 
Gloves 

 

 Scraper 
Flashlight   

Furniture Dolly 
New Pump   Safety Boots 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Transport tools and material to site.  Back strain from heavy lifting and carrying.  Use furniture dolly and proper lift techniques. 

2. Turn off power.  Accidental start-up of motor could cause injury 
to persons in the area or damage to equipment. 

 Proper lockout / tag out procedures. 

3. Turn off valves  Accidental opening of a valve causing a release 
of product under pressure. 

 Proper lockout / tag out procedures. 

4. Disconnect the power, mark wires.  Accidental start-up.  Proper lockout / tag out procedures. 

5. Loosen bolts on flanges and drain lines, while 
checking to ensure that the valves hold. 

 Accidental discharge of fluid. This could cause 
equipment failure, and splash fluid on operator. 

 Proper procedure and sequence of loosening 
bolts in pressurized system. 

 Proper use of PPE. 

6. Remove the bolts and lift the pump out.  Back strain from lifting pump.  Proper lift procedures. 
 

7. Clean flanges.  Laceration of hands while scraping. 

 Hands contacting fluid. 

 Proper use of PPE 

8. Install new pump, reconnect power wires and 
flanges. 

 Back strain from lifting new pump.  Proper lift procedures. 

9. Turn on valves, checking for leaks.  Discharge of fluid onto operator.  Proper use of PPE. 

10. Turn on power, and check for proper rotation 
and flow. 

 Other persons in the area when pump starts.  Proper lockout / tag out procedure. 

 Proper use of PPE. 

Developed By: 1.  
 

2.   3.   
      

Reviewed By:    Approved By:    

 (Name) (Position)  (Name) (Position) 

  

Revised By:   Date:   
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SAFE JOB PROCEDURES (SJP) 

 Removal of Chalk Board ï Installation of White Board 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 Jig saw 

  

Hollow wall anchors 

  

Safety glasses  
Retractable knife Screws Gloves 

 Cordless drill 

  

Metal trim 

  

Ear protection  
Hammer drill White boards Safety boots 

 Chisel        
   

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Gather all material and tools at work site.  Back strain from lifting materials.  Proper use of PPE 

 Proper lifting techniques. 

2. Clear area of furniture and other material.  Back strain from lifting materials. 

 Trip hazards. 

 Proper use of PPE 

 Proper lifting techniques. 

 Ensure all material is cleared. 

3. Remove old trims and chalk boards.  Back strain from lifting materials. 

 Dropping materials. 

 Proper use of PPE 

 Proper lifting techniques, get assistance if 
required. 

4. Clean up debris from job site.  Cut hazards  Proper use of PPE. 
 

5. Install new board and trim.  Back strain from lifting new board into place. 

 Cuts from trim and/or tools. 

 Proper use of PPE. 

 Proper lifting techniques - get assistance if 
required. 

6. Remove all debris and tools. 
 

 Cut hazards.  Proper use of PPE. 

Developed By: 1.  
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Reviewed By:    Approved By:    

 (Name) (Position)  (Name) (Position) 

  

Revised By:   Date:   
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SAFE JOB PROCEDURES (SJP) 

 Checking Electrical Motors for Motor Data 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
   Lockout tags.   Ear plugs 

 

 
       

 

         

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Use local disconnect to turn off motor if 
equipment is belt driven and lock out machine. 

 Accidental start-up causing injury.  Proper lockout/tag out procedure. 
 

2. Lockout gas valve train if entering plenum.  Leak in the gas valve, causing respiratory 
problems, or ignition of flammable material. 

 Proper use of air quality tester. 

3. Retrieving motor data with motor off.  Accidental start-up, causing injury or equipment 
damage. 

 Proper lockout/tag out procedure. 

4. Turn motor on.  Others in area working on other tasks being 
caught in belts or drives. 

 Proper lockout/tag out Procedure. 
 

5. Listen for abnormal noises.  Damage to hearing.  Proper use of PPE 

Developed By: 1.  
 

2.   3.   
      

Reviewed By:    Approved By:    
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SAFE JOB PROCEDURES (SJP) 

 Conducting a Roof Audit 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Ladder                          Fall Arrest equipment 

 

 
       

 

        
 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Climb to the top of the roof using the portable 
ladder 

 Fall from ladder. 

 Ladder falling over 

 Safe ladder procedures 
 

2. Inspect the roof top  Fall from roof  Proper fall prevention procedures 

 Use of PPE 

3. Retrieve motor data  Fall from roof  Proper fall prevention procedures 

 Use of PPE 

4. Conduct air handling unit mixing damper audit  Injury from moving parts on the unit  Proper lockout/tag out procedures 

5. Exit the roof via ladder  Fall from ladder. 

 Ladder falling over 

 Safe ladder procedures 

Developed By: 1.  
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SAFE JOB PROCEDURES (SJP) 

 Cutting a Tree Branch 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Ladder   

Gas 
  Ear protection 

 

 
Rake   

Chain oil 
  Hard hat 

 

  
Chainsaw 

   
Warning signs - barricades 

   
Safety glasses 

 

 
Branch cutter 

  
Gloves 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Make area safe from falling debris.  Material falling and causing injury, or causing 
damage.  

 Ensure that the area below is well defined, and 
warning signs advise of the noted activity. 

2. Erect the ladder to allow access to the desired 
branch. 

 Ladder falling over. 

 Operator falling from the ladder. 

 Safe ladder procedures. 

3. Cut the desired branch either while standing 
on the ground, or using a ladder if required. 

 Debris falling on the operator. 

 Falling from the ladder. 

 Injury from the tools (i.e. chainsaw) 

 Planning your position while cutting. 

 Use of PPE 

 Proper training in the use of the equipment. 

4. Retrieve all debris and place in a disposal 
receptacle, cutting it into smaller more 
manageable portions if required. 

 Back strain from lifting large branches. 

 Injury from using tools. 

 Injury from handling the debris. 

 Proper lift techniques. 

 Training on the tools being used. 

 Proper use of PPE. 

5. Dispose of debris / material, by vehicle.  Material falling off vehicle. 

 Improper method of disposal. 

 Ensure load is properly secured to the vehicle. 

 Dispose of as per policy. 
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SAFE JOB PROCEDURES (SJP) 

 Decontamination of Body Substance Spills 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Dust Pan and Broom   Gel Absorbent/Powder Absorbent   Rubber gloves 

 

 
Vacuum      Dust mask 

 

 
 

      
Protective clothing 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Alert staff and students, and begin cleanup 
immediately. 

 Others inadvertently coming in contact with 
substance. 

 Warning signs and barricades. 
 

2. Sprinkle Absorbent over area until completely 
covered. 

 Inhaling dust from absorbent. 

 Contacting substance with exposed skin. 

 Proper use of PPE. 

4. After absorbent has congealed use the 
appropriate equipment to remove substance. 

 Inhaling dust from absorbent. 

 Contacting substance with exposed skin. 

 Proper use of PPE. 

5. Place substance in garbage bag.  Disposal of material not consistent with standard 
bio hazard disposal. 

 Dispose as per policy. 

6. If spill occurs on tile clean with damp mop and 
germicide. 
If spill occurs on carpet spray with cleaner, let 
sit, and vacuum. 

 Contacting substance with exposed skin.  Proper use of PPE. 

7. Then disinfect equipment used for clean up. 
 

 Contacting substance with exposed skin  Proper use of PPE. 

8. Clean up all equipment and put away.  Improper disposal of material.  Dispose of as per policy. 

 Proper use of PPE. 
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SAFE JOB PROCEDURES (SJP) 

 Disposal of Mice 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Bucket and Water   Bleach   Half Face Fibre Hepa Mask 

 

 
Dust pan   Sealable plastic bags   Rubber Gloves 

 

 
Broom 

     
Safety Glasses 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Pour 3 ounces of bleach in pail to one gallon 
of water. 

 Bleach is a mild corrosive, and can cause injury 
and irritation if splashed on skin or in the eyes. 
 

 Proper use of PPE 

2. Spray the area with solution.  Bleach is a mild corrosive, and can cause injury 
and irritation if splashed on skin or in the eyes. 

 

 Proper use of PPE 

3. Remove matter using broom and dust pan, 
and discard removed substances into a sealed 
bag. 

 Dead mice may have infectious diseases that 
are harmful to humans. 

 Proper use of PPE 

4. Place into another sealed bag.  Dead mice may have infectious diseases that 
are harmful to humans 
 

 Proper use of PPE 

5. Dispose of bag in garbage bin.  Accidental contact with contaminated items.  Proper use of PPE 

6. Wipe area with clean cloth.  Bleach solution can cause injury if it comes in 
contact with the skin or eyes. 
 

 Proper use of PPE 

7. Before removing rubber gloves, disinfect and 
wash thoroughly.  

 Dead mice may have infectious diseases that 
are harmful to humans. 

 Proper procedure for removing contaminated 
gloves. 
             

8.  Throw rubber gloves away in garbage.  Dead mice may have infectious diseases that 
are harmful to humans. 
 

 Disposal of contaminated gloves 
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Disposal Of Mice (SJP) continued... 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

9. Once gloves are removed wash hands 
again with soap and water. 

 Dead mice may have infectious diseases that 
are harmful to humans. 

 

 Proper hand washing procedure. 
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SAFE JOB PROCEDURES (SJP) 

 Stripping Floors 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 Auto scrubber or wet/ dry vacuum          
Stripping pads 
Signs   

   
Stripping pads    

 
Water proof footwear / non-slip soles  
Rubber Gloves 

 

 Mops 
Pails   Stripper   

 
Protective Clothing 

 

 Scrapers 
Power Scrubber 

  
Neutralizer 

  
Safety glasses 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1.  Place ñWet Floor ñsigns at strategic locations.  Persons entering area, and falling on slippery 
floor. 

 Pre advertise to ensure all are aware of the 
location and date of the task. 

2. Mix stripping solution.  The stripper is a corrosive solution, and if 
splashed on skin, or in eyes, can cause injury. 

 Wear PPE 

 Mix solution according to manufacturerò 
specifications. 

3. Fill rinse buckets with cool water and 
neutralizer. 

 Back strain when lifting buckets.  Proper lifting techniques. 

4. Apply stripper using string mop liberally over 
section of the floor that needs stripping.  

 Back strain by trying to reach too far. 

 Fumes and odours from the stripping solution. 

 Proper mopping techniques. 

 Proper ventilation. 

5. Using swing machine and aggressive pad 
agitate mixture on the floor to help lift old wax. 

 Losing control of the machine and causing 
damage or injury. 

 Ensure operator has proper instruction on how to 
run/operate the equipment. 

6. Use floor scrubber or wet/dry vacuum to suck 
up the mixture left on the floor. 
Repeat above steps if necessary to remove all 
old wax. 

 Losing control of the machine and causing 
damage or injury. 

 Ensure operator has proper instruction on how to 
run/operate the equipment. 

7. Flood rinse using rinse water. Pick up water 
on floor using floor scrubber. 

 Slip hazard.  

 Losing control of the machine and causing 
damage or injury. 

 Ensure use of PPE.  

 Ensure operator has proper instruction on how to 
run/operate the equipment. 

8. Rinse the area again with neutralizer solution.  Slip hazard  Ensure use of PPE 
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Stripping Floors (SJP) continued... 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

9. Move to next section and repeat all the 
above steps. 

  

10. When finished the entire floor, rinse 
completely again with neutralizer solution. 

 Slip hazard  Ensure use of PPE 

11. Dispose of stripper solution, and rinsing 
solution. 

 Environmental damage.  Ensure solutions and rinse water are disposed of 
as per manufacturerôs instructions. 
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SAFE JOB PROCEDURES (SJP) 

 Laying New Tile Flooring 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Saws   Glue   

 
Gloves  ,         Safety Glasses 

 

 
Scrappers   Wood   Steel toed boots / non slip soles 

 

  
Power Tools 

   
Tile 

   
Dust masks 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Prepare floor, by removing old flooring, 
cleaning the floor, and discarding debris. 

 Splinters 

 Dust  

 Particles breaking from old material. 

 Proper use of PPE 

2. Prepare for new flooring, by scraping, 
patching, and sanding. 

 Splinters 

 Dust  

 Particles breaking from the floor. 

 Proper use of PPE 

3. Lay floor, by measuring, cutting tile, and 
nailing baseboard back into place. 

 Cuts to the hands. 
 

 Proper use of PPE 

4. Finish flooring, by sweeping, and washing 
surface. 
 

 Slip hazard  Proper use of PPE 

5.  Wax the floor.  As per SJP for waxing floor.  As per SJP for waxing floor. 
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SAFE JOB PROCEDURES (SJP) 

 Lifting Heavy Objects 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
      Back support harness. 

 

 
      Proper work shoes 

 

        
 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Plan your lift.  Back strain. 

 Fall hazard. 

 Proper lift procedures. 

 PPE 

2. When lifting, place yourself in squat position 
facing object to be lifted. 

 Back strain. 

 Fall hazard. 

 Proper lift procedures. 

 PPE 

3. Test weight of object.  Back strain. 

 Fall hazard. 

 Proper lift procedures. 

 Do not attempt to lift objects that you consider 
too heavy. 

4. Grasp object firmly and straighten legs to 
standing position. 

 Back strain. 

 Fall hazard. 

 Proper lift procedure. 

 Ensure area is clear of trip hazards. 

5. Place object in required position.  Back strain. 

 Fall hazard. 

 Proper lift procedures. 

 Do not over extend while placing object. 
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SAFE JOB PROCEDURES (SJP) 

 Passage Set Lock Repair 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Hand tools   Lock parts,                 Warning signs   Safety glasses 

 

 
Lockset wrench   Cleaners & lubricants   Latex gloves 

 

    
Cleaning towels 

   
 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Attend jobsite & assess Problem, place job 
warning signs. 

 Accidental use of door, causing injury to 
operator, or person using the door. 

 Proper placement of signs. 

2. Use lockset wrench to remove the lock from 
the door. 

 Accidental use of door, causing injury to 
operator, or person using the door. 

 Proper placement of signs. 

3. Use cleaner to clean lock set if the problem is 
dirt. 

 Cleaner contact with skin or eyes.  Proper use of PPE. 

4. Spray with appropriate lubrication and install 
repaired or new, lockset. 

 Lubricant contact with skin or eyes.  Proper use of PPE. 

5. Check for proper operation, and clean up.  Accidental use of the door while checking 
operation. 

 Proper placement of signs. 
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SAFE JOB PROCEDURES (SJP) 

 Lockout Procedure 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
As required for the particular task.   Non-conductive lock-out device   Safety glasses 

 

 
   Tags    

 

    
 

   
 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Equipment to be serviced or repaired must be 
completely shut down with no power going to 
it. 

 Accidental start-up of equipment, causing injury 
to others in the area. 

 Proper lockout procedure. 

2. Complete tag or appropriate lock.  Accidental start-up of equipment, causing injury 
to others in the area. 

 Proper lockout procedure. 

3. Then tag out or lock out the equipment which 
is going to be repaired or serviced. Test 
equipment switch to ensure tag-out is 
successful. 

 Accidental start-up of equipment, causing injury 
to others in the area. 

 Proper lockout procedure. 

4. Complete task.  Accidental start-up causing injury to yourself.  Proper lockout procedure. 

5. Remove you tag / lock from the panel, check 
all clear, start equipment. 

 Accidental start-up of equipment.  Proper lockout procedure. 
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SAFE JOB PROCEDURES (SJP) 

 Man Hole Entry 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Communication equipment    Signs    Hard hat,         Body harness and lifeline, 

 

 
Ventilation equipment   Pylons and barricades   Winch hoist with stand 

 

 
Gas detector 

   
 

  
Safety Glasses 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Familiarize the crew with the task.  Members of the crew entering unsafe areas.  Proper confined spaces training. 

 Pre task briefing. 

2. Ensure that equipment that is necessary on 
site. 

 Members of the crew attempting the task without 
the proper equipment, due to time constraints. 

 Pre check all required equipment. 

 Pre task briefing. 

3. Erect signs, barricades and any other traffic 
control devices required to ensure workers 
safety. 

 Vehicular traffic causing distractions and injuries 
to crewmembers.  

 Pedestrian traffic causing distractions and 
injuries to crewmembers. 

 Properly placed pylons and barricades. 

 Proper traffic control procedures. 

4. Monitor air using gas detector.  Entering an area that may contain hazardous 
gases. 

 Proper training and procedures in air quality 
testing. 

5. Enter manhole.  Encountering a debilitating situation.  Proper confined spaces procedures. 

Developed By: 1.  
 

2.   3.   
      

Reviewed By:    Approved By:    

 (Name) (Position)  (Name) (Position) 

  

Revised By:   Date:   
  

 



Prairie Land Regional Division #25 

  

 
SAFE JOB PROCEDURES (SJP) 

 Moving Large Loads 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Hoist    Grinder,   Welders   Safety boots,      Safety glasses 

 

 
Engine Lift   Oil Drums   Hard hat 

 

 
 

  
Large Wheels 

  
Gloves 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Make sure the hoist locks and is in proper 
position. 

 Hoist failure, dropping onto operator, and/or 
dropping material to be lifted, damaging the 
materials. 

 Proper use of PPE. 

 Proper hoist procedures. 

2. Use engine lift, to lift oil drums onto plastic 
holding tank. 

 Back strain while moving drums. 

 Oil drums fall over while moving. 

 Proper procedure for moving the drums. 

 Ensure that the drums are proper secured before 
using the lift. 

3. Use engine lift, to lift wheels.  Back strain while moving wheels. 

 Wheels falling while moving. 

 Proper procedure for handling the wheels. 

 Ensure wheels are properly secured during the 
move. 
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SAFE JOB PROCEDURES (SJP) 

 Painting 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Brushes,       Rollers,   Sandpaper,     Paint,   Safety glasses 

 

 
Paint Tray,     Ladder,    Drop sheets,   Tape   Latex gloves 

 

 
Warning Signs - Barricades 

  
Hole filler 

  
Dust mask 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Put out warning signs, and place drop sheets 
in area around task. 

 Persons entering work area and tripping on 
equipment or damaging tools or material. 

 Proper location of warning signs. 

2. Fill all holes, sand wall and put tape around 
edges, doors and windows. 

 Inhalation of dust from sanding. 

 Fall from ladder. 

 Proper PPE. 

 Proper safe ladder procedures. 

3. Start by cutting (painting) around the edges, 
doors and windows. 

 Inhalation of paint fumes. 

 Fall from ladder. 

 Proper PPE. 

 Proper safe ladder procedures. 

4. Use a roller to cover the rest of the room.  Inhalation of paint fumes. 

 Fall from ladder. 

 Proper PPE. 

 Proper safe ladder procedures. 

5. Clean tools, pickup drop cloth, and remove 
warning barricades. Post wet paint signs. 

 Fumes from paint thinner. 

 Others contacting wet paint and damaging 
clothes. 

 Proper PPE 

 ñWET PAINTò signs 
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SAFE JOB PROCEDURES (SJP) 

 Perform Boiler Chemical Test 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Test Kit                      Chemicals needed   Eye Protection 

 

 
      Gloves 

 

        
Protective Clothing 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Set up equipment in a well ventilated area.  Chemicals that are used can cause injury if it 
comes in contact with the skin or eyes. 

 Proper use of PPE. 

2. Obtain sample to be tested. 
*Sample may be hot. 

 Sample could be hot, and cause burns.  Proper use of PPE. 

 Proper test procedure. 

3. Perform test as per chemical manufacturer 
recommendations. 

 Chemicals used in test may cause injury.  Proper use of PPE. 

4. Add chemical as indicated by test.  Chemicals used in test may cause injury.  Proper use of PPE. 

5. Ensure system valves are closed before 
opening chemical feed vessels. 

 Back flow from the system could cause the 
chemical to be forced back on the operator. 

 Proper protocol for introducing chemical into the 
system. 

 Proper use of PPE. 

6. Add chemical slowly to avoid splash back. 
 

 Chemical could splash on operator.  Proper use of PPE. 

7. Close chemical vessel and open system 
valves. 

 Improper sequence could cause damage to the 
system. 

 Proper protocol for introducing chemical into the 
system. 

8. Return chemical to safe storage area.  Improperly stored chemical could leak and 
cause facility damage, or be accessed by 
unauthorized persons. 

 Store chemical in accordance with proper 
protocol. 
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SAFE JOB PROCEDURES (SJP) 

 Playground Inspection 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Hazard checklist,                        Garbage bags   Rubber gloves 

 

 
Broom,     Shovel   Ice melt   Proper footwear 

 

  
Ladder 

      

 
 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Survey area for broken glass, wood, 
equipment, garbage, etc. 

 Cut and puncture hazard 
  

 Proper use of PPE 

2. Check swings. 
Find ladder and untangle swings if needed. 

 Fall from ladder.  Proper use of ladder procedures. 

3. Check to see if there are any loose or broken 
components. 

 Fall or puncture hazard from splintered wood to 
users. 

 Take equipment out of service if required. 

4. Shovel off gravel, snow, ice off playground 
equipment. 

 Slip hazard on ice.  Use ice melt, and proper PPE. 

5. Fill out hazard assessment form.    
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SAFE JOB PROCEDURES (SJP) 

 Putting out Fires in Locker Rooms 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Pail     Water   Mask 

 

 
Fire extinguisher       Safety glasses  

 

  
 

      

 
 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Evacuate the area.  Panic and people being injured in the rush.  Follow fire drill procedures. 

2. Assess the situation and alert all persons in 
the area. 

 People may not realize the seriousness of the 
situation, and fail to evacuate. 

 Ensure all are aware of fire evacuation 
procedures. 

3. Extinguish the fire if possible, using water or 
fire extinguisher. 

 The fire may spread, blocking you path of exit, 
trapping you. 

 Follow proper fire safety and fire extinguisher 
training protocol. 

4. Use masks and glasses while cleaning up the 
fire extinguisher chemical and dispose of 
properly. 

 If you manage to extinguish the fire, you may 
come in contact with hazardous material during 
clean up. 

 Proper use of PPE 

5. Send fire extinguisher away to be re-serviced.  Someone may attempt to use the discharged 
extinguisher. 

 Follow proper protocol to tag and remove the 
extinguisher from service. 
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SAFE JOB PROCEDURES (SJP) 

 Responding to Security Alarms (After hours, After dark) 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 Automobile 
Cell Phone       

 

 Keys to building  
Emergency phone list      

  

 
Flashlight 

  
 

  
 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Drive to the school.  Encountering intruders as they are leaving the 
area. 
 

 Hazards of motor vehicle collisions. 

 Confirm that the alarm Company has dispatched 
the police. 

 Visually take note of all vehicles in the area. 

 Proper safe driving procedures, in accordance 
with the Traffic Safety Act. 

2. Drive around building looking for signs of 
forced entry and movement inside building. 

 Hazards of motor vehicle collisions.  Proper safe driving procedures, in accordance 
with the Traffic Safety Act. 

3. Phone monitoring station and maintain contact 
while entering the building. 

 Encountering the person(s) responsible for 
activating the alarm. 

 Be absolutely sure that the intruder(s) are no 
longer present. DO NOT enter the building until 
you are absolutely sure intruders are gone. 

4. Enter building at an entrance where there is 
an alarm key pad. 

 Encountering intruders.  Ensure area is well lit, and that your presence is 
well advertised. 

5. Check key pad for movement in ACC Zones of 
the building. 

 Encountering intruders.  Ensure area is well lit, and that your presence is 
well advertised. 

 Be alert for the unusual. 

6. If movement is detected leave building and 
have the monitoring station dispatch police. 
Watch building from automobile and wait for 
police to arrive. 

 Encountering intruders.  Be alert for the unusual. 

 Do not confront or pursue any unknown person 
leaving the premises. 

7. If movement is not detected in any of the 
zones, silence alarm, and check building for 
possible alarm cause. 

 Encountering intruders.  Be alert for the unusual. 

8. When police arrive, give them access to the 
building. 

 Encountering intruders.  Follow police instructions. 
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Responding to Security Alarms (After hours, After dark) (SJP) continued... 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

9. Secure the building, rearm alarm system 
and exit building. 

  

10. Inform monitoring station that building is 
secure and alarm is re-set. 
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SAFE JOB PROCEDURES (SJP) 

 Service Air Handler 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Hand tools   Grease    Coveralls 

 

 
Rags   Belts   Safety glasses 

 

  
 

   
 

   
Hard hat 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. As this is a CONFINED SPACE - let others in 
the area know what you are about to do. 

 Injury or illness with no one to assist.  Confined Spaces training / awareness. 

2. Shut off main breaker.  Some one reactivating power while conducting 
service. 

 Proper lockout / tag-out procedures. 

3. Ensure all moving components have stopped.  Being caught by moving parts.  Proper service protocol. 

4. As this is a small space with only one way in 
and one way out, take only what is needed. 

 Injury or illness with no one to assist  Confined Spaces training / awareness. 

5. Complete service and clean up materials after 
completed. 

 Debris in the eyes.  Proper use of PPE 

6. Remove all tools and parts after task is 
complete. 

 Left over tools or material in the moving parts, 
causing damage. 

 Double check cleanup. 

7. Close doors, and prepare for start-up.  Other workers in vicinity of moving parts.  Proper lockout/tag out procedures. 

8. Start up air handler and listen.  Noise from the unit causing hearing damage.  Proper use of PPE. 
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SAFE JOB PROCEDURES (SJP) 

 Service Roof Top Unit 

Tools/Equipment Required Materials Required Personal Protective Equipment 

 
Ladder    Filters   

Gloves 
Safety Glasses 

 

 
Wrenches   Grease   

Ear Protection 
Hard Hat 

 

  
Grease Gun 

   
Belts 

   
Safety Boots 

 

Sequence of Steps Potential Accidents or Hazards Recommended Safe Job Procedures 

1. Position ladder.  Fall from ladder. 
 

 Safe ladder procedure. 

2. Raise materials & tools to the roof.  Materials falling from container. 
 

 Container falling. 

 Ensure all materials are properly secured in the 
container. 

 Ensure the container and lanyards are in good 
condition. 

 Proper use of PPE. 

3. Shut off unit.  Accidental start-up of the equipment.  Proper lockout/tag out procedure. 

4. Perform necessary tasks.  Accidental start-up of the equipment. 

 Debris in the eyes. 

 Grease on the skin 

 Proper lockout/tag out procedure. 

 Proper use of PPE. 

5. Turn unit back on.  Start-up with someone in the danger zone.  Proper lockout/tag out procedure. 

 Ensure ñALL CLEARò before start-up. 

6. Visually inspect unit running to see that it is 
proper. 

 Debris in the eyes. 

 Noise from the unit causing hearing problems. 

 Proper use of PPE. 

7. Remove tools and used material from roof.  Materials falling from container. 

 Container falling. 

 Safe ladder procedure. 

8. Untie and remove ladder.   

 
 


