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This Policy establishes processes at The University of Winnipeg (“University”) related to safe work
procedures' (“SWPs”) to address hazards in the workplace, deal with circumstances that could
present significant risks or liabilities for the University community and ensure compliance with
Manitoba’s Workplace Safety and Health Act (“WSHA”) and its Regulation (“WSHAR”).

The following definitions apply to terms as they are used in this Policy:

2.01  Accident(s) or other Dangerous Occurrence(s): an incident
a) that injures a person, and results in the person requiring medical treatment; or
b) that had the potential to cause a serious incident.

2.02 Confined Space(s): an enclosed or partially enclosed area that, except for the purpose of
performing work, is not primarily designed or intended for human occupancy and has
restricted means of access or egress.

2.03 Critical Job Inventory: a review of tasks to determine their frequency, potential severity,
and associated losses, as well as the probability of an incident.

2.04  Hazard(s): an imminent risk of serious physical or health injury to a person, including a

2.05 Incident(s): an Accident or other Dangerous Occurrence or a serious incident.

2.06 Job Hazard Analysis (“JHA”): a procedure designed to study a task for any potential
danger caused by a machine, the surroundings, specific steps of the task, or the worker.

1.0 Policy Purpose
2.0 Definitions

worker.
"The safe

work procedures or SWPs detailed in this Policy are to be distinguished from the type of University Procedures that

accompany University Policies.

The University of Winnipeg: Safe Work Procedures and Practices Policy 1



2.07

2.08

2.09

2.10

2.11

2.12
213

2.14

Personal Protective Equipment (“PPE”): equipment, devices, or clothing that is to be
worn to protect people against safety and health Hazards.

Restricted Space(s): a location within the University that requires specific authorization
for access due to potential safety Hazards. These locations may contain electrical,
mechanical, chemical, or other Hazards that necessitate controlled entry.

The Safety Office: the department that promotes and implements safety and health
practices at the University and provides education about them.

Safe Work Procedures (“SWPs”): methods for reducing risk in workplaces (WSHAR,
2.1(2) b)).

Serious Incident: a severe event

a) in which a worker is killed;
b) in which a worker suffers
i. an injury resulting from electrical contact;
ii. unconsciousness as the result of a concussion;
iii. a fracture of their skull, spine, pelvis, arm, leg, hand, or foot;
iv. amputation of an arm, leg, hand, foot, finger, or toe;
v. third degree burns;
vi. permanent or temporary loss of sight;
vii. a cutor laceration that requires medical treatment at a hospital as defined in The
Health Services Insurance Act; or
viii. asphyxiation or poisoning; or
c) thatinvolves
i. the collapse or structural failure of a building, structure, crane, hoist, lift,
temporary support system, or excavation;
ii. an explosion, fire, or flood;
iii. an uncontrolled spill or escape of a hazardous substance; or
iv. the failure of an atmosphere-supplying respirator.

Supervisor(s): a person who has charge of a workplace or authority over a worker.

University Community: students, employees, anyone holding a University appointment,
post-doctoral fellows, visiting scholars, anyone contractually required to abide by University
policies, anyone volunteering with a University program or activity, students and employees
of the Collegiate, members of the Board of Regents and Senate, and anyone who resides
on University property.

Worker(s): includes:

a) any person who is employed by an employer, i.e., in this case, the University, to
perform a service whether for gain or reward, or hope of gain or reward or not;

b) any person engaged by another person to perform services, whether under a contract
of employment or not

i. who performs work or services for another person for compensation or reward
on such terms and conditions that they are, in relation to that person, in a
position of economic dependence upon that person more closely resembling
the relationship of any employee than that of an independent contractor, and
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3.0

4.0

ii. who works or performs services in a workplace which is owned or operated by

the person who engages them to perform services; and

c) any person undergoing training or serving an apprenticeship at an educational

institution or at any other place.

2.15  Workplace(s): premises, buildings, sites, classrooms, laboratories, mechanical rooms,
offices, storage areas, and any Restricted or Confined Spaces where Workers are engaged

in work or have worked.

2.16  Workplace Safety and Health Committee: this joint Worker-management group,
established in conformity with section 40(1) of Manitoba’s WSHA, oversees all matters of
health and safety at the University. Six subcommittees report to this central Committee:

a) Facilities Safety Committee;
b) Library Safety Committee;
c) Radiation Safety Committee;
d) Recreation Safety Committee;
e) Science Lab Safety Subcommittee;
i. the University’s Biosafety Committee reports to the Science Lab Safety
Subcommittee, of which it is a subcommittee; and
f) Student Services Safety Committee.

Scope

The Policy applies to Workers and all other members of the University Community.

Policy Elements

4.01 Principles

4.1.1 Safe Work Procedures assist in eliminating or controlling risks in the Workplace.
As outlined in section 2.1(1) of Manitoba’s WSHAR, the University must develop
and implement SWPs for applicable tasks, pieces of equipment, tools, machines,
and systems in the Workplace, and situations whereby Workers are required to
perform or use such SWPs as part of their work and/or training, as the case may

be.

4.1.2 Members of the University’'s Workplace Safety and Health Committee and
Supervisors must be trained in the SWPs in a manner that ensures Workers are
able to apply the training they, too, are provided to protect the safety of themselves

and others.

4.1.3 The University is responsible for providing the training and must ensure that

Workers comply with these SWPs.

4.1.4 In developing and implementing SWPs, consultation must occur with Committee

members, Supervisors, and representatives from the Safety Office.
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4.02 Elements to Consider When Creating a Safe Work Procedure
There are three (3) steps to consider when creating SWPs, as follows:

a) A Critical Job Inventory Including a Hazard Risk Assessment: A review of the jobs
or tasks and the potential loss associated with each of them in each departmentis to
be conducted. Additionally, each task is to be ranked to identify its potential severity, the
probability of an Incident occurring, and the frequency of the task. When a new job is
introduced in the Workplace, this assessment is to take place.

b) Job Hazard Analysis: A Job Hazard Analysis (“JHA") is an effective tool to use when
breaking down specific tasks within a Worker’'s position to determine the Hazards
involved in the task and what is required to prevent Serious Incidents and/or Accidents.
A formal JHA is a procedure designed to study the job for any potential Hazard caused

by the machine, the surroundings, specific steps of the task, or the Worker.

c) Safe Work Procedure(s): SWPs are detailed steps about how to conduct a specific
job. The SWP should clearly outline what task is being referenced. It also outlines who
is responsible for what in the organization, such as the provision of equipment; what
happens if a Worker were to fail to wear the equipment; and specific guidelines or
regulatory requirements.

4.03 Tasks and Conditions Requiring Safe Work Procedures

Safe Work Procedures must be developed for tasks or conditions where Workers may be
exposed to uncontrolled risks. These include but are not limited to those listed in sections
4.03.1 to 4.03.4 of this Policy.

4.03.1 Work in Restricted Spaces or Spaces with Hazards:

a) Confined Spaces (e.g., tunnels, tanks, ventilation ducts) (WSHAR, 15.2(1)),
26.2(1), 27.2);

b) Restricted Spaces (e.g., mechanical and electrical rooms);

c) roof work and elevated work platforms (e.g., scaffolds, ladders) (WSHAR,
28.2(1)-(2), 31.3); and

d) temporary structures and demolitions work (WSHAR, 26.2(1), 29.2, 30.2,
33.2, 34.2(1)-(2)).

4.03.2 High-Risk Equipment and Machinery:

a) machines and tools (e.g., saws, drills, presses) (WSHAR, 16.2(1), 16.4(1)),
16.14(3),16.30, and 24.2);

b) welding and allied processes (WSHAR, 17.2-17.4);

c) cranes, hoists, and powered mobile equipment (WSHAR, 22.2, 22.32(1),
22.34(1)-(3)), 23.2(1)-(2); and

d) lockout/tagout procedures (LOTO) for hazardous energy control (WSHAR,
25.2, 38.2).
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4.03.3 Hazardous Materials and Environmental Risks:

a) radiation exposure (WSHAR, 18.2);

b) fire and explosive Hazards (WSHAR, 9.2, 34.2(1)-(2));

c) chemical and biological substance handling (including hazardous waste
disposal) (WSHAR 27.2, 34.2(1), 36.3);

d) asbestos abatement and handling;

e) fall protection (WSHAR, 14.2(1)) and Personal Protective Equipment
requirements (WSHAR, 6.2(1)); and

f) thermal stress (WSHAR, 4.12 and 19.2).

4.03.4 Specialized Work Conditions and Health Risks:

a) vehicular and pedestrian traffic management (WSHAR, 20.5(1));

b) electrical safety (e.g., working near live wires, panel access) (WSHAR, 25.2,
38.2);

c) rope access and specialized climbing safety (WSHAR, 28.1.4);

d) working alone procedures (for isolated workers) (WSHAR, 9.3(1));

e) musculoskeletal injury prevention (e.g., ergonomic guidelines, manual lifting
techniques) (WSHAR, 8.1(2));

f) the construction, installation, use, alteration, maintenance, repair, or
inspection of precast concrete parts (WSHAR, 32.3, 32.10(1)); and

g) forestry or arboriculture (40.2).

4.04 Posting Safe Work Procedures

Each SWP must be posted in the Workplace in a place readily accessible to Workers,
either physically at the worksite or through approved digital platforms.

4.05 Training and Record-Keeping

4.05.1 The University’s workplace safety and health program must include training for
Workers and Supervisors in safe work practices and procedures (WSHAR,
7.4(5)(h)).

4.05.2 The Safety Office keeps records regarding completed SWPs for five (5) years.

4.05.3 All Workers must complete training before performing a task covered by an SWP.
This training is to be done in a manner that ensures that Workers are able to apply
the training provided to protect the safety and health of themselves and others.

4.05.4 Training must be documented and tracked by the Safety Office.

4.05.5 Retraining is required when an SWP is updated or when a Worker is found
noncompliant.

4.06 Compliance

4.06.1 It is the responsibility of each Worker to comply with the Safe Work Procedures
applicable to the task they are performing and the responsibility of each Supervisor
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to ensure that each Worker is familiar with and trained on the SWPs.

4.06.2 Failure to comply may result in corrective action in accordance with applicable
policies, procedures, or collective agreements.

4.07 Review

The University may review this Policy more frequently than the five-year review period
stipulated in the Policy Development and Administration Policy.

5.0 Relevant Legislation

e The Health Services Insurance Act (Manitoba)
e Human Pathogens and Toxins Act (Canada)
o Workplace Safety and Health Act and Regulation (Manitoba)

6.0 Related Policies, Procedures and Institutional Documents

e  Critical Job Inventory Checklist

e JHA - Job Hazard Assessment (DOC) Blank Template

e Safety and Health Policy

o Safe Work Procedures Template: New or Revised

o Workers Working Alone / In Isolation Policy and Procedures
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https://www.uwinnipeg.ca/policies/docs/policies/policy-development-and-administration-policy.pdf
https://web2.gov.mb.ca/laws/statutes/ccsm/_pdf.php?cap=h35
https://laws.justice.gc.ca/PDF/H-5.67.pdf
https://web2.gov.mb.ca/laws/statutes/ccsm/_pdf.php?cap=w210
https://www.uwinnipeg.ca/policies/docs/policies/safety-and-health-policy.pdf
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.uwinnipeg.ca%2Fsafety%2Fdocs%2Fappendix-b-safe-work-procedures-template.doc&wdOrigin=BROWSELINK
https://www.uwinnipeg.ca/policies/docs/policies/workalone-policy.pdf
https://www.uwinnipeg.ca/policies/docs/procedures/workalone-procedure.pdf
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