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1 Overview

1.1 Purpose

Welcome to the City of Vancouver! As a new employee working in the Licences & Inspections
(L&!) group, we want you to begin your job fully informed of the health and safety programs
and activities in place, and ready to work in a safe and healthy manner.

This Orientation has been developed for the Inspectors in the following L&l Inspections

groups:

Building Inspection Branch

Electrical Inspection Branch

Environmental Protection Inspection Branch
Plumbing and Gas Inspection Branch
Property Use Inspection Branch

1.2 How to Complete this Orientation

There are a number of elements to your New Employee Occupational Health and Safety
Orientation, including reading of policies and procedures, instruction in your work tasks, and
completing training. Here’s how to complete your orientation:

1.

Have the OH&S Orientation Checklist and this Orientation Manual on hand.

2. Complete each item listed in the checklist. Note that items do not need to be

3.
4.

5.

completed in the order they are listed. Your supervisor is required for completion of a
number of these items.

Check items off as “yes” once you have completed them.

Once completed, you and your supervisor will sign the form, and your supervisor will
take it for filing.

Keep this Orientation Manual for your reference.

Please don’t forget, if you have any questions or concerns, ask your supervisor!




2 Community Services Group — Health and Safety Policy

Community Services is committed to providing a safe and healthy environment in which to
carry out work activities.

Through the City of Vancouver’s Occupational Health and Safety Program, Community Services
will endeavour to eliminate workplace hazards and prevent work-related injury and illness.
Where elimination of hazards is not possible, measures will be taken to reduce and control
health and safety related risks.

All employees will participate in the health and safety process by fulfilling their
responsibilities, as detailed below.

Responsibilities

Senior Management is responsible for promoting positive attitudes towards injury and illness
prevention. Senior management will assign responsibility, accountability and authority to
managers and supervisors to enforce regulatory requirements. In addition, senior
management shall establish policies, standards and guidelines to assist managers and
supervisors in providing safe and healthy workplaces.

Departmental Managers will identify risks and provide the means to eliminate or control such
risks. In consultation with employees, managers will ensure safe work procedures and
practices are developed. Managers are also responsible for ensuring high standards of
workplace and equipment maintenance.

Supervisors shall ensure that employees are properly trained and educated, and that they are
following all safe work procedures and practices for their work. Supervisors will identify and
eliminate/control workplace hazards through formal inspections, and by investigating
accidents and near miss incidents.

Employees are responsible for their own health and safety, and the safety of their fellow
workers. Employees will follow safe work procedures and practices, and will identify and
report unsafe conditions and actions to their supervisor. All employees have the right to:

¢ refuse unsafe work
e participate in health and safety related activities
¢ know the hazards relevant to their work.

Joint Health and Safety Committees are responsible for reviewing health and safety issues in
the workplace and providing guidance and recommendations to management. Committees
will also participate in workplace inspections and accident or near miss investigations.

Issued By:

David McLellan, General Manager, Community Services
(Original signed December 19, 2008)

Brenda Prosken, Deputy General Manager, Community Services
(Original signed December 19, 2008)



3 Your Rights

3.1 Right to Refuse Unsafe Work

If there is a work task that you feel puts you or others at risk of injury/illness, it is your right
and responsibility to refuse to do this work.

Protocol for refusal of unsafe work
1. Employee refuses to perform work believed to be unsafe.

2. Employee informs his/her supervisor of the refusal, and his/her reasons for believing this
work is unsafe.

3. The supervisor ceases all related activities and immediately investigates the conditions or
activities. The work must not continue until the refusal is investigated thoroughly and the
matter is resolved. The supervisor may temporarily reassign the employee to reasonable
alternate work and the employee must accept the reassignment until he or she returns to
normal duties. The supervisor may also involve the Community Services Occupational
Health & Safety (OH&S) Coordinator at this time.

4. If the matter is not resolved and the employee continues to refuse work:

e The supervisor conducts a formal investigation in the presence of the employee and a
Worker OH&S Representative.

e The supervisor must contact the Community Services OH&S Coordinator, the Manager
of the Inspection Branch and the Director of L&l.

e At the employee’s request, a union representative may be contacted or, if there is no
union representative, any other person selected by the employee shall participate in
the investigation.

5. If the employee continues to refuse to work after the investigation, the supervisor and the
employee, with the assistance of the OH&S Coordinator, must immediately report the
matter to WorkSafeBC for further investigation.

Temporary alternate work assignment

Supervisors, in conjunction with the OH&S Coordinator, may assign employees who refuse
work they believe is unsafe to reasonable alternate work until the refusal claim has been
investigated. Reasonable alternate work must include tasks the employee is knowledgeable
about and capable of completing. The employee must accept a reasonable reassignment until
he or she returns to normal duties.

3.2 Right to Participate in Health and Safety Related Activities

You will have the opportunity to participate in health and safety activities if you are
interested. Talk with your supervisor or health and safety representative for more
information.



3.3 Right to Know Work Related Hazards

You have the right to know the hazards of your work and how to protect yourself.
Information on work-related hazards is provided through this Orientation manual, and by your
supervisor in the Orientation process.

3.4 Prohibition of Discriminatory Action

The City of Vancouver will not discriminate against employees who exercise their health and
safety related rights under the Wo r k eCongpénsation Act (Part Ill), the Occupational Health
and Safety Regulation or WorkSafeBC Orders.




4 Joint Occupational Health & Safety Committee

4.1 Committee Structure

In 2008, the Inspections Group created its own Joint Occupational Health & Safety Committee
(JOHSC or “Committee”). Prior to this time, Inspectors were represented on the City Hall
Campus JOHSC, but as their work is significantly different than most Campus employees, they
formed a separate Committee. L&l administrative staff continue to be represented under the
City Hall Campus Committee.

The word “joint” refers to a Committee being made up of both Management and Worker
Representatives. The Committee has representation from all Inspection Branches (Building,
Electrical, Environmental Protection, Plumbing and Gas, and Property Use). Meetings are
held on a monthly basis to identify and assist in resolving health and safety issues in the
workplace.

4.2 Duties of Committee Representatives

The duties of the Committee members are as follows:
¢ |dentify situations that may be unhealthy or unsafe for workers and advise on
recommendations.

¢ Respond to complaints relating to the health and safety of workers (after the workers
have reviewed their issue with their supervisor first, and there is no satisfactory resolve).

e Consult with workers and the employer on issues related to occupational health and safety
and the occupational environment.

¢ Make recommendations to the employer and the workers for the improvement of the
occupational health and safety of workers.

e Make recommendations to the employer on educational programs promoting the health
and safety of workers.

e Advise the employer on health and safety related programs and policies and monitor their
effectiveness.

e Advise the employer on proposed changes to the workplace or the work processes that
may affect the health or safety of workers.

¢ Ensure that incident investigations and regular inspections are carried out.

e Participate in inspections, investigations and inquiries.

4.3 Contacting Your Committee

A list of the current JOHSC representatives will be posted on the Occupational Health &
Safety Bulletin Board at your worksite. Employees may contact any of the representatives for
their health/safety questions, concerns or reports of hazards. Also remember, prior to
bringing an issue to your Committee, discuss it with your supervisor first. Your supervisor may
be able to assist with resolving the issues, or at the very least should be made aware of any
issues.



5 Reporting Health & Safety Related Concerns or Hazards

5.1 What Type of Hazards Should be Reported?

Hazards should be reported if they can cause an injury to yourself, another worker, a member
of the public or cause any type of property damage. Hazards can include but are not limited
to:

e Physical hazards (tripping/falling hazards, unsafe working conditions, etc.)

e Ergonomic hazards (workstations/equipment poorly designed or excessively worn can
cause undue stresses and strains on the body)
Chemical and Bio-hazards (spills, used needles, etc.)

o Co-workers or contractors who are working in an unsafe manner.

If you cannot correct hazards yourself, report them to your supervisor.

5.2 Procedure for Reporting Safety Concerns

The following procedure will be used to resolve safety-related concerns or reports of hazards:

1. Worker has a concern regarding health and safety in the workplace.

2. Worker discusses the concern with his/her immediate supervisor to determine any
appropriate corrective actions.

3. If this issue exists across other branches or work areas, the supervisor will inform the
Branch Manager and/or the Director of L&l, who will ensure the appropriate corrective
actions are implemented at all affected areas.

4. If the issue is not addressed in step #2, and the health and safety concern still exists, the
worker and supervisor will inform the Branch Manager and/or Director of L&l.

5. If, after discussing the issue with the Manager/Director, the health and safety concern is
not resolved, the worker and supervisor will bring the issue to one of the Joint
Occupational Health & Safety Committee Representatives.

6. If assistance is required in dealing with the concern at any point, contact the CSG
Occupational Health & Safety Coordinator.

f;’ﬁff WITHou
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6 Inthe Event of an Incident (injury, illness, near miss)

If you sustain an injury on the job, complete the following steps:

1. Seek first aid/medical attention.

e For serious injury/illness that requires emergency medical treatment, phone 911
immediately.

e For injury/illness that requires medical attention:

U On Site: Phone or go to First Aid (604-871-6333, local 6333, located at
the Northwest corner of the City Hall building, ground floor). First Aid
will direct you to further medical attention as necessary.

U Off Site: Go to a clinic, hospital or see your doctor.

e For very minor injury/illness that does not require medical attention, report the
incident to First Aid for entry into the logbook.

2. Report the incident to your supervisor as soon as possible.

3. If the incident results in medical attention (doctor, clinic, physio, etc.) or time loss from
work, a WorkSafeBC claim will automatically be initiated. The following paperwork will
need to be completed:

e WCB Claims Report Form - To be completed by the supervisor and sent to the
Occupational Health & Safety Coordinator along with the Form 6A.

o  WorkSafeBC Form 6A - To be completed by the injured employee and given to the
supervisor.

o  WorkSafeBC Form 6 - Similar to the 6A, but this form will be sent to the employee
directly by WorkSafe, to be completed by the employee and sent back to
WorkSafe.

4. If the incident results in medical attention, time loss from work or is a serious near miss,
the incident will need to be investigated. The supervisor will complete the Accident/Near
Miss Investigation Form, with the participation of a Worker Representative from the
Health & Safety Committee.




7 Hazards in the Workplace

7.1 Introduction

The following occupational hazards that employees may be exposed to on the job have been
identified:

Site Visits - Expect the Unexpected
Working Alone

Violence in the Workplace

Blood Borne Pathogens

Procedures, education and training programs have been developed to protect employees from
these hazards. Please read the information below for details on the hazards and how to stay
protected while on the job.

7.2 Site Visits - Expect the Unexpected

The nature of Inspectors’ jobs is that they spend most of their day travelling and visiting
worksites. The vast majority of these worksites are not owned or operated by the City, and as
such you just never know what you might find.

During your site visits, always be on the lookout for hazards of all types, not just the ones
that you are looking for in your role of Inspector. Keep your personal safety in mind at all
times. Examples of common hazards are:

Overhead hazards

Fall hazards

Slip and trip hazards

Exposure to hazardous materials or processes

Mobile equipment being operated in a dangerous manner or without proper
controls in place

Demolition and construction sites can be of particular concern, especially when all aspects of
the project are not carefully and competently managed. Many construction sites have “site
safety rules” posted on the fence at the entranceway. Be sure to always read and follow
these rules. Always wear the required Personal Protective Equipment (PPE), such as safety
footwear, high-visibility vest, safety glasses and hard hat.

7.3 Working Alone

For much of the day, Inspectors are working independently, travelling from site to site.
Working alone can limit an employee’s ability to get assistance in an emergency situation. In
order to minimize this risk, the Working Alone Procedure is in place to ensure that employees
are accounted for during the course of their work shifts.

You will be receiving instruction in this procedure from your supervisor prior to working a shift in
which you are consideredtobe A wo rldnédbng a



7.4 Violence in the Workplace

Community Services Violence Prevention Policy

The staff in charge of Community Services recognizes the potential for violent acts or threats
by persons other than City of Vancouver employees.

Every effort must be made to identify the sources of such actions and control measures must
be developed to eliminate or minimize the risk to staff.

Staff in charge will ensure that staff members are aware of the hazards and trained in the
appropriate action to take for the protection from acts or threats of violence.

Employees shall follow the procedures implemented for their protection, and immediately
report incidents of violence to their supervisor.

The definition of violence (WCB Regulation):

“Violence means the attempt or actual exercise by a person, other than a employee, of any
physical force to cause injury to an employee, and includes any threatening statement or
behaviour which gives a employee reasonable cause to believe that s/he is at risk of injury”

Violence Prevention in your Job

As a new employee, you will receive training in Violence Prevention as soon as possible after
hiring. In addition, the City of Vancouver Violence Prevention Program has detailed
guidelines for dealing with a number of situations you may find yourself in, such as dealing
with difficult clients or travelling to/from work. The Program can be found on the Employee
Health & Safety section of CityWire (http://citywire.city.vancouver.bc.ca/), or in the Health
& Safety Procedures Manual.

Below is a summary of Diffusing and Disengagement techniques. This brief overview is not a
replacement for the formal Violence Prevention course or for reviewing the procedures found
in the Violence Prevention Program.

Basic Defusing Guidelines

DOOds DONG Ts
e Maintain eye contact Feel you must win an argument

e Listen attentively Cross your arms

e Allow the person to ‘save face’ Yell or raise your voice

¢ Take a ‘time out’ if you are frustrated Move quickly or walk behind the person
o Make slow gestures with palms open Block exits

¢ Nod or confirm statements occasionally Interrupt

[ ]

Listen for the emotion which caused the
anger

Challenge, accuse or threaten
Touch the person
Gang up on the person

Disengagement

At any point if you feel your defusing techniques are not working and the situation continues

to deteriorate, you should remove yourself from the confrontation. Disengagement can be

done by using an excuse (e.g. 0l dm j ust going to get aillpelpeus e of
wi t h J, bribyssimply leaving (e.g. backing off with palms open at chest level).


http://citywire.city.vancouver.bc.ca/

If you feel your safety is threatened, immediately remove yourself from the situation. If
necessary, find a secure area and call police.

7.5 Blood Borne Pathogens

Your job has been identified as having a risk of potential exposure to blood and body fluids,
which may contain blood borne pathogens. Keep in mind, risk of exposure for Inspectors is
LOW.

Your job has been identified as having a risk of potential exposure to blood and body fluids,
which may contain blood borne pathogens. Note that Inspectors have been deemed ‘at risk’
because they work off-site where the environment is variable - keep in mind, risk of exposure
is extremely low.

G2
Exposure to blood borne pathogens may occur if: 22
e You have been stuck/pricked with a used/dirty needle "
¢ You have an open wound that has been splashed with blood or
bodily fluids |

¢ You had blood or saliva spit/splashed in your eye(s) or mouth
¢ You have been bitten by another person

You will be provided with a Blood and Body Fluid Exposure wallet card to keep on hand at all
times. This card provides instructions on what to do in the event of an exposure. Please
review this card carefully and keep it with you at all times during your work.

Immunization for Hepatitis B

The City of Vancouver offers free vaccination for Hepatitis B to employees deemed ‘at risk’ of
exposure. This is a voluntary program and a request and consent form must be filled out prior
to receiving the Hepatitis B vaccine. Hepatitis B vaccine is safe and effective in preventing
Hepatitis B in over 90% of people who receive the complete 3-dose series of shots over the 6
month time frame. Most employees who have been vaccinated are immune and will not
become infected when exposed to the Hepatitis B virus.

If you are interested in being vaccinated please speak to your Supervisor. Your supervisor will

contact the CSG Occupational Health & Safety Coordinator to set-up an appointment for you
with Medisys Health Group.

10



8 Personal Protective Equipment

Personal protective equipment (PPE) may be required when performing work tasks.
Examples of PPE include:

Hearing protection

Eye protection
High-visibility vests
Safety approved footwear
Hand protection

Hardhat

You supervisor will discuss PPE requirements with you, including PPE use, care and
maintenance.

Protective Eyewear

Gloves

11



9 Emergency Procedures

Emergencies and disasters can occur at any time without warning. Being prepared to handle
the effects of a potential emergency or disaster is your responsibility as well as the
responsibility of your employer.

Take the time right now to determine the nearest exit at your work location and the route
you will follow to reach that exit in the event of an emergency. You’ll also need to establish
an alternate route to be used in the event your first choice is blocked or unsafe.

For detailed emergency procedures, review the Emergency Preparedness Guidelines.

il

|l T
o

-
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10 Important Contact Numbers

Emergency Response (Police, Fire, Ambulance)
911 or 9-911 from a City Hall phone

City Hall First Aid
604-871-6333 or 6333 from a City Hall phone

City Hall Security
604-873-7157 or 7157 from a City Hall phone

Joint Occupational Health & Safety Committee Representatives
See your worksite Health & Safety Bulletin Board for the current list.

CSG Occupational Health & Safety Coordinator
Phone: 604-871-6263
Cell: 604-764-5316

Corporate Occupational Health & Safety Coordinator (in absence of above)
Phone: 604-871-6078
Cell: 604-319-7132

The Vancouver Civic Employee Assistance Program
Phone: 604-665-2150 (24 hours, confidential)

13
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OH&S Orientation Checklist

Employee: Job Title:
Supervisor: Start Date:
PART 1 - Review of OH&S Orientation Manual Completed?
OH&S Policy and OH&S Responsibilities (manual section 2) A Yes
Your OH&S Related Rights (manual section 3) A Yes
The OH&S Worker Representative Structure (manual section 4) A Yes
Reporting OH&S Related Concerns (manual section 5) A Yes
What to do in the event of an injury/illness/near miss (manual section 6) A Yes
Hazards in the Workplace:

e Site Visits - Expect the Unexpected (manual section 7.2) A Yes

o  Working Alone (manual section 7.3) A Yes

e Violence in the Workplace (manual section 7.4) A Yes

e Blood Borne Pathogens (manual section 7.5) A Yes
Personal Protective Equipment (manual section 8) A Yes
Emergency Procedures Introduction (manual section 9) A Yes
PART 2 - Review of OH&S Related Procedures Completed?
1. Working Alone Procedure A Yes
2. Emergency Preparedness Guidelines A Yes
3. Other: A Yes A N/A
4. Other: A Yes A N/A
5. Other: A Yes A N/A
6. Other: A Yes A N/A
7. Other: A Yes A N/A
PART 3 - Training Completed?
Receive instruction and demonstration of work tasks, including instruction in the use | A Yes
of tools/equipment required for the job and required PPE.
Receive instruction in the Working Alone Procedure. A Yes

Basics of Violence Prevention Training (as soon as possible after hire)

ASAP after hire

Asbestos Awareness (as soon as possible after hire)

ASAP after hire

PART 4 - Other Items Completed?
Receive Blood and Body Fluid Exposure wallet card A Yes
Receive instruction on obtaining Hepatitis B Vaccination from Medisys Health Group | A Yes
(Supervisor - See manual section 7.5 for instructions)

PART 5 - Site Specific Completed?
Location of all exits A Yes
Location of fire extinguishers and fire pull stations A Yes
Location of emergency numbers (posted on City phones) A Yes
Location of first aid station A Yes
Location of emergency evacuation meeting location A Yes
Location of OH&S Bulletin Board A Yes
Location of OH&S Program Manual and Procedures Manual A Yes

SIGN-OFF: | have completed and understand the items marked yes.

Employee (signature): Date:

Supervisor (signature): Date:

SUPERVSORG Please provide completed form s to the Administrative Assistant of the

Director for filing.
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