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IMPORTANT PHONE NUMBERS
AMBULANCE
FIRE 911
POLICE
OYEN RCMP DISPATCH 24
HOURS 403-664-3883
POISON CONTROL CENTER 1-800-332-1414
if busy call 044-1414
ALBERTA ENERGY REGULATOR
CHEMICAL SPILLS 1-e0p-222-614
ALBERTA ENVIRONMENT
ALBERTA EMERGENCY  1-866-618-2362
MANAGEMENT 24 HOUR
SOUTH CENTRAL ZONE 1-403-297-6470
RANDY TILLER CELL # 1-403-815-9665
ALBERTA ONE CALL 1-800-242-3447
OYEN HOSPITAL 403-664-4300
ATCO ELECTRIC 1-800-668-5506
406-664-8103
DRY COUNTRY GAS 403-664-3646
MUNICIPAL ADMINISTRATOR 403 664-9439

PUBLIC WORKS FOREMAN 403-664-0670
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SAFETY POLICY
PHILOSOPHY

The Village of Empress is committed to the protection from accidental loss of
all of its resources, including employees and physical assets.

In fulfilling this commitment to protect both people and property, management
will provide and maintain a safe and healthy work environment in accordance
with industry standards and in compliance with legislative requirements, and
will strive to eliminate any foreseeable hazards which may result in property
damage, accidents or personal injury/iliness.

All employees will be equally responsible for minimizing accidents within our
facilities. Safe work practices and procedures will be clearly defined in the
Safety Manual for all employees to follow.

Accidental loss can be controlled through good management in combination
with active employee involvement. Safety is the direct responsibility of all
management, supervisors and employees.

All management functions will comply with Town safety requirements as they
relate to planning, operation and maintenance of facilities and equipment. All
employees will perform their jobs properly in accordance with established
procedures and safe work practices. -

We will maintain a safety program conforming to the best practices of
Municipalities of like size. To be successful, such a program must start with
proper attitudes toward injury and illness prevention on the part of both
supervisors and employees. It also requires cooperation in all health and
safety matters, not only between supervisors and employees, but also
between each employee and his or her co-workers. Employees are
responsible for following all procedures, working safely, and when possible,
improving safety measures. Only through such a cooperative effort can a
safety program be established and preserved in the best interest of all

employees.

An injury and accident free workplace is our goal. Through continuous
safety efforts, we can accomplish this and make our work place a safe

environment for all.

OBJECTIVE

Our objective is a health and safety program that will reduce the number of
injuries and illnesses to an absolute minimum. An injury and accident free

work place is our goal.
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Our health and safety program will involve:

e Providing mechanical and physical safeguards to the maximum extent
possible.

e Conducting a program of health and safety inspections to find and
eliminate unsafe working conditions and practices to control health
hazards and to comply with the health and safety standards for every
job.

¢ Training all employees in good health and safety practices.

o Providing necessary personal protective equipment and instruction for
its use and care enveloping and enforcing health and safety rules and
requiring that employees cooperate with these rules as a condition of
employment.

o Investigating every incident or accident thoroughly, to find out what
caused it and to correct the problem so that it won't happen again.

ASSIGNMENT OF RESPONSIBILITY AND ACCOUNTABILITY FOR SAFETY

MANAGEMENT

1. To provide information, instructions, and assistance to all supervisory staff
in order to protect the health and safety of all of our employees.

2. To understand and enforce our accident prevention policy as well as the
Occupational Health and Safety legislation.

3. To provide all supervisory staff with an understanding of our accident
prevention program as well as relevant Occupational Health and Safety

legislation.

4. To provide all supervisory staff with proper, well-maintained tools and
equipment, plus any other special personal protective devices they may

require.

5. To provide ongoing safety education programs and approved first aid
training courses as required.

6. To monitor departments and projects and hold them accountable for their
individual safety performance.

SUPERVISORS

1. To know and apply the Village of Empress’s safety policy and relevant
Occupational Health and Safety legislation.

5



VILLAGE OF EMPRESS

SAFETY MANUAL

To ensure that all employees are educated to work in a safe manner and
that they use all protective devices and procedures required by the
Village of Empress and by legislation to protect their health and safety.

To advise all employees of any potential or actual dangers, and instruct
them on how to isolate, prevent, or remove these dangers.

To arrange for medical treatment as required, in the case of injury or
illness, including transportation to a doctor or hospital if necessary.

Report all incidents to management immediately, to investigate all
incidents fully and advise management on how to prevent similar incidents
in the future.

Complete Workers Compensation Board forms.

To carry out regular inspections of the work place to ensure a safe and
healthy work environment.

EMPLOYEES

8

To read, understand and comply with the Village of Empress’s safety
policy, safe work practices, procedures and rules.

To wear the safety equipment and personal protective devices and
clothing required by regulations and his/her employer.

To notify his/her employer of any unsafe conditions or acts that may be
dangerous to him/her or to other workers.

To report all incidents and injuries to his/her supervisor as soon as
possible.

Complete Workers Compensation Board forms.

To take every reasonable precaution to protect his/her safety or the safety
of other workers.

CONTRACTORS

1.

Contractors are also held responsible for following the health and safety
program and meet all 0.H.&S. Regulations.

Co-operate with the Village of Empress and any other contractor in
providing a safe work place.

Follow the regulations of the Village of Empress and all other government
regulations.
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a. Safety C.O.R. (Certificate of Recognition)

4. Ensure they and their subcontractors follow safe work practices.

RESPONSIBILITIES

We recognize that the responsibilities for health and safety are shared.

The Village of Empress accepts the responsibility for leadership of
the health and safety program, for its effectiveness and improvement,
and for providing the safeguards required to ensure safe conditions.

Supervisors are responsible for developing the proper attitude towards
health and safety in them and in those they supervise and for ensuring
that all operations are performed with the utmost regard for the health
and safety of all personal involved. Supervisors are responsible for
ensuring those they supervise are oriented and trained to work in a
safe manner.

Employees are responsible for cooperation with all respects of the
health and safety program, including compliance with all rules and
regulations and for continually practicing safety while performing their
duties.

The safety information in this policy does not take precedence over the
Occupational Health and Safety Act and Regulations. It is the responsibility
of employees to be familiar with the Occupational Health and Safety Act and
Regulations.

Mayor

Chief Administrative Officer

Date
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HAZARD ASSESSMENTS

The purpose of hazard identification is to ensure that all hazards that pose
a threat to the well being of the workers of the Village of Empress are
identified and evaluated so that they can be eliminated or controlled.
Hazard identification includes the proactive process of identifying all
hazards at all work sites and projects within the Village of Empress and
the use of any new equipment or tools, and then evaluating them in terms
of risk so that the situations creating the greatest risk are dealt with on a
priority basis. This complete process can be referred to as a Hazard
Assessment.

Supervisors of each department and/or foremen of crews are responsible
for conducting a written Hazard Assessment prior to the commencement
of any projects, regardless of size or duration, and when new equipment
or tools are used. It is very important that some workers accompany the
supervisor during the hazard assessment to assist and to learn the

process.
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SAFE WORK PRACTICES

Safe Work Practices are policies established to control hazards and allow
our employees to do their jobs with a minimum amount of risk to people
and property. In order to ensure that the Safe Work Practices accurately
reflect the hazards of the worksite of the Village of Empress we are
committed to regularly reviewing our Safe Work Practices.

Supervisory and non-supervisory employees will do this review. This
committee shall review the Safe Work Practices annually, and provide
recommendations, to reflect the changing needs found at our worksites, to
the Works Superintendent.

BACKHOES

1. The strobe light is to be on at all times when the backhoe is in operation.
The operator must have a valid Ground Disturbance Ticket.

2. When travelling, a seatbelt must be worn.

3. Before leaving the shop, all fluid levels will be checked and a walk
around inspection will be done.

4. When digging on a road, such as culvert installation, sewer line
replacement or water break, make sure the road is properly barricaded
and marked before digging.

5. Excessive speed or careless driving will not be tolerated.

6. When ascending or descending the backhoe, face the steps provided on
the machine, and use the handrails or handholds. (See Getting On and

Off Equipment.)

7. The operator shall not permit any person to practice with or ride on the
backhoe, unless authorized to do so by the CAQ.

8. Before digging, the stabilizers shall be firmly in place.

9. The operator shall keep his swamper in sight, or know where he is at all
times.

10.All persons in the vicinity of the worksite where the backhoe is in
operation will wear fluorescent vests, CSA approved hardhats and steel-

toed boots.

11. All foreign lines and cables shall be located and marked before excavation
starts.



VILLAGE OF EMPRESS

SAFETY MANUAL

12. When digging a trench, a proper slope shall be maintained, in accordance

with OHS guidelines, to prevent the sides from falling in before a worker
enters the trench.

13. When the backhoe is left unattended, the bucket shall be lowered to the
ground and the machine shut off.

14. Defects shall be recorded on the white board in coffee room and reported
to the Works Foreman.

15. Ear protection shall be worn when needed.

16. When travelling with the backhoe, the bucket shall be in the lowest height
possible to prevent tipping.

17. Backhoe boom will not be unlocked without stabilizers and front bucket
down.

18.When servicing or repairing, all hydraulic components will be properly
supported.

BOULEVARD TREE TRIMMING AND CUTTING

1. Barricade the street/area and set-up detour signs to prevent unauthorized
access.

2. Wear the appropriate PPE (including hearing, eye, head and body
protection) for your job function.

3. Operate the chainsaw according to safe operating practices for a
chainsaw.

4. Do not cut limbs above your head.

5. Do not use the small chainsaw for large limbs or stumps.

CHAINSAW

Workers must be trained in its safe use before using a chainsaw.
This training must include a minimum of the following elements:

1. The proper personal protective equipment to be worn is set out by the
manufacturer and Occupational Health & Safety Legislation.

2. Fueling of the saw shall be done in a well-ventilated area and not
while the saw is running or hot.

3. An approved safety container shall be used to contain the fuel used along

10
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with a proper spout or funnel for pouring.

4. The correct methods of starting, holding, carrying, or storage and use
of|the saw as directed by the manufacturer shall be used.

5. Ensure the chain brake is functioning properly and adequately stops
the chain.

6. The chain must be sharp, have the correct tension and be adequately
lupricated.

7. When carrying/transporting a chain saw, the bar guard must be in
place, the chain bar must be toward the back and the motor must be

shut off.
8. The chain saw shall not be used for cutting above shoulder height.

Chain saws will comply with CSA standards Z262.1-M-77.
CHEMICAL SAFETY REGULATIONS
STORAGE AREA

1. Storage area is to be used exclusively for storing pesticides and poisons.

2. Authorized personnel only shall be allowed in the chemical storage
area.

3. Np eating or open flames are permitted in the storage area.

4. Proper signage will be in clear view (including the location of MSDS
sheets).

5. Keep an accurate inventory of chemical in storage.

6. Store all herbicides in the original labelled container and ensure labels
remain legible while in storage.

7. Keep the storage area clean and free of obstacles and hazardous
materials such as empty boxes and garbage.

8. Always follow special storage instructions listed on herbicide labels.

fl leaks are found, transfer the contents of the leaking vessel to another
clean and properly labelled container as per Manufacturer’s label.

©

10. While transporting herbicides, store in the vehicle where they wi_II not
expose the driver or personal protective equipment to spills in an accident.

11
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11. Store herbicides on pallets or shelves.

CLEANING SOLVENTS AND FLAMMABLES

Cleaning solvents are used in the day-to-day work to clean tools and
equipment. Special care must be taken to protect the worker from hazards,
which may be created from the use of these liquids. Wherever possible,
solvents should be non-flammable and non-toxic.

The Supervisors must be aware of all solvents/flammables that are used
on the jobs and be sure that all workers who use these materials have
been instructed in their proper use and any hazards they pose.

1. Use non-flammable solvents for general cleaning.

2. When flammable liquids are used, make sure that no hot work is
permitted in the area.

3. Store flammables and solvents in special storage areas.
4. Check toxic hazards of all solvents before use (MSDS).

5. Provide adequate ventilation where solvents and flammables are being
used.

6. Use goggles or a face shield to protect the face and eyes from
splashes or sprays.

7. Use rubber gloves to protect the hands.

8. Wear protective clothing to prevent contamination of worker’s clothes.

9. When breathing hazards exist, use the appropriate respiratory
protection.

10.Never leave solvents in open tubs or vats — return them to storage
drums or tanks.

11.Ensure that proper containers are used for transportation, storage and
field use of solvents/flammables.

12.Where solvents are controlled products, ensure all employees using or
in the vicinity of use or storage are trained and certified in Workplace
Hazardous Materials Information System. Ensure all WHMIS

requirements are met.

12
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COMPRESSED AIR

1.

0.

Compressed air shall not be used to blow debris or to clear dirt from any
workers clothes.

All hose connectors must be of the quick disconnect pressure release
type.

Wear personal protective equipment such as eye protection and face
shields and ensure other workers in the area are made aware of or have
restricted access to the hazard area.

Hoses must be checked on a regular basis for cuts, bulges, or other
damage. Ensure that defective hoses are repaired or replaced.

A proper pressure regulator and relief device must be in the system to
ensure that correct desired pressures are maintained.

The correct air supply hoses must be used for the tool/equipment
being used.

The equipment must be properly maintained according to the
manufacture’s requirements.

Follow manufacturer's general instructions and comply with legislated
safety requirements.

Do not point or release compressed air at a person.

DISTRACTED DRIVING

e

Cell phone use (including Bluetooth devices) is prohibited while
operating equipment (ex: Loader, Grader, Backhoe). In emergencies,
cell phone use is permitted if the machine is parked and no hydraulic
controls are being used.

Cell phone use for managers and supervisors is allowed in vehicles
with their phones linked to the vehicles Bluetooth function. For any
other cell phone use the vehicle must be parked.

DIGGING OF GRAVES

Hard-hats and steel-toed boots will be worn at all times.

The truck driver accompanying the backhoe will stand back while the
grave is being dug. Only when the grave is nearly completed and the
backhoe operator needs guidance for depth of grave will the driver, with

13
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extreme caution approach the grave to give hand signals to the operator.

3. When headstones have to be moved, care will be taken to insure no
damage is done to the headstone. The backhoe will not be used to push
the headstone with its bucket. Nylon straps will be used to pull the
headstone out of the way and then replace it.

FIRE EXTINGUISHERS

Good housekeeping is essential in the prevention of fires. Fires can start
anywhere and at any time. This is why it is important to know which fire
extinguisher to use and how to use it.

Always keep fire extinguishers visible and easy to get at. Fire
extinguishers have to be properly maintained to do their job. Where

temperature is a factor, ensure that care is taken in selecting the right
extinguisher.

Types Of Fires

Class A: These fires consist of wood, paper, rags, rubbish, and other
ordinary combustible materials.

Recommended Extinguishers
Water from a hose, pump type water can, or pressurized extinguisher.

Fighting the Fire
Soak the fire completely — even the smoking embers.

CLASS B: Flammable liquids, oil and grease.

Recommended Extinguishers
ABC units, dry chemical, foam and carbon dioxide extinguishers.

Fighting the Fire
Start at the base of the fire and use a swinging motion from side-to-side,

always keeping the fire in front of you.

Class C: Electrical equipment

Recommended Extinguishers
Carbon dioxide and dry chemical (ABC units) extinguishers.

Fighting the Fire
Use short bursts on the fire. When the electrical current is shut off on a
Class C fire, it can become a Class A fire if the materials around the

electrical fire are ignited.

14
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GENERAL OFFICE SAFETY

An office environment contains hazards just like any other environment. Any
injuries sustained in an office will most likely not be very serious in nature, but
they could linger for a long time. The following general tips should minimize
the risks that you can face while working in an office environment.

1.

6.

Read all instructions on machines such as shredders, paper cutters
and laminators before operating them.

If you have power cords running along the floor to an electrical device,
tape or cover them up so others do not trip on them.

Do not stack books or other items out of sight on a high shelf. They could
fall on you while retrieving another item beside it.

Know your escape route should an evacuation order be announced,
due to a fire or other emergency.

If you use chemicals or toxic substances such as printer cartridges or
cleaning agents, ensure that you follow the manufacture’s
recommendations for Personal Protective Equipment such as rubber
gloves or safety glasses.

Signage for location of MSDS sheet.

GETTING ON AND OFF EQUIPMENT

1.

Ensure that the machine is equipped with side grab rails and steps.

2. Clean mud off boots before climbing into the machine.

3. Face the machine and step onto the first step.

4. Maintain 3-point contact at all times, 2 hands & 1 foot or 2 feet and 1
hand.

5. Climb into the cab or other areas provided with non-slip surfaces.

6. To get off machine, make sure the machine is stationary and any further
movement prevented. Shut machine off if necessary.

7. Step out of cab onto the ladder and while facing the machine; descend
using 3-point method.

GRADERS

g

All fluid levels will be checked and a walk around inspection will be
completed before grader leaves shop.

15
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The strobe light or the revolving light is to be on at all times when the
grader is in operation.

When travelling, a seatbelt must be worn.

Ear protection shall be used when needed.

The grader cab floor shall be kept free of tools and debris.

When ascending or descending the grader, face the steps provided on the
grader and use the handrails or handholds. (See Getting On and Off
Equipment.)

Do not get off or on the grader while it is moving.

The operator shall not permit any person to practice with or ride on the
grader at any time, unless authorized to do so by the CAO.

When the grader is parked, the blade shall rest on the ground, or be
safely secured from dropping.

10. Defects shall be recorded on whiteboard in coffee room, and reported to

the Works Foreman.

GRASS CUTTING AND TRIMMING

T

Seatbelts shall be worn at all times when on the mower.
No shorts or cut-offs are allowed when mowing or trimming.
Steel-toed boots or shoes shall be worn.

Safety glasses or face shield and gloves shall be worn when weed
trimming.

The operator shall not permit any person to practice with or ride on the
mower at any time, unless authorized by the CAO.

When getting off the mower for any reason the blades must be
disengaged.

Defects shall be recorded in the equipment log book and reported to
the Parks & Recreation Lead Hand.

Do not get off the mower when it is in motion.

Ear protection shall be worn when needed.

16
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10. All safety guards shall be in place.

GRINDING

1

.

Check the tool rest for the correct distance from the abrasive and wire
wheel.

Do not stand directly in front of the grinding wheel when it is first started.

If the wheel has been abused and ground to an angle or grooved,
reface the wheel with the appropriate surfacing tool, or replace the
wheel.

Protect your eyes with goggles or a face shield at all times when grinding.
When required wear a dust mask.

S. Each time a grinding wheel is mounted; the maximum approved
speed stamped on the wheel should be checked against the shaft rotation
speed of the machine to ensure the safe peripheral speed is not
exceeded. A grinding wheel must not be operated at peripheral speed
exceeding the manufacturer's recommendation.

The flanges supporting the grinding wheel should be a maximum of 1/3
the diameter of the wheel, and must fit the shaft rotating speed according
to the manufacturer’'s recommendations.

Bench grinders are designed for peripheral grinding. Do not grind on the
side of the wheel. (Wheel shall be no further away from the rest than

12mm (1/2")

HAND HELD POWER SAWS

Approved safety equipment such as safety glasses or face shield is to
be worn.

When harmful vapors or dusts are created, approved breathing
protection shall be used.

The proper sharp blade designed for the work to be done shall be used.

The power supply must be disconnected before making any

adjustments to the saw or changing the blade.
Before a circular saw is set down be sure the retracting guard is fully

returned to its down position.
Both hands shall be used to hold the saw when ripping.

Maintenance shall be done according to the manufacturer's
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