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RELEVANT
ACRONYMS &
DEFINITIONS:

BC Ambulance — Provider of emergency pre-hospital treatment and transportation by
ambulance to the public and visitors to BC.

Employee — Any person employed by Douglas College, including those individuals who
instruct/supervise Douglas College students in off-campus settings, students on unpaid
practicum and sub-contractors to the College; see also worker, as defined by the Workers
Compensation Act.

First Aid Assessment — A written assessment to determine the first aid equipment, supplies,
attendants and facilities required at each College-owned or managed workplace.

First Aid Drill — An annual practice run-through of first aid processes and procedures to
evaluate their effectiveness; drills must be held annually in all workplaces requiring first aid,
and additional drills must be held when there have been substantive changes to written first-
aid procedures.

OFA - Occupational First Aid; the emergency care given to an injured person by an OFA
Attendant in order to minimize injury and future disability; in serious cases, first aid may be
necessary to keep the individual stable until care can be passed to a person with a higher
level of training.

Occupational First Aid Attendant — A person designated to provide first aid services at a
given time and place. At Douglas College, these attendants will be security officers at all main
campuses and at the Surrey and Langley/Aldergrove Training Group (TG) sites; at other TG
locations, first aid is provided by designated employees.

Record of Treatment — A confidential document that contains information about an injury or
illness that has been treated or reported. Records of Treatment must be kept for three years
for all injuries and illnesses that are reported or treated.

SSRM — Safety, Security and Risk Management, in charge of security operations, emergency
preparedness and planning, as well as occupational health and safety for members of the
College community.

Student — A person enrolled in studies at the College in credit or non-credit courses.

WSBC — WorkSafeBC; consults with and educates employers and employees about safe work
practices, and enforces the Occupational Health and Safety Regulation and the Workers
Compensation Act. In the event of work-related injuries or diseases, WSBC works with
employees to provide return-to-work rehabilitation, compensation, health care benefits and
a range of other services.

PREAMBLE

Douglas College maintains an Occupational First Aid (OFA) Program as required by WSBC. Each College location

is provided with First Aid services in accordance with the outcome of a First Aid Assessment (available on

request through SSRM; safety@douglascollege.ca).
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STEPS

I. HOW TO CALL FOR FIRST AID RESPONSE

A. EMERGENCY FIRST AID

In the event of a medical emergency (serious injury as defined by WSBC G-P2-68-1), or if the

First Aid situation was caused by a criminal act:

e call 9-1-1 immediately,

e then seek first aid assistance as outlined in the chart below.

SUMMONING FIRST AID AT DOUGLAS COLLEGE

COQUITLAM NEW WEST ANVIL TOWER SURREY TRAINING
Campus Campus (New West) Campus GROUP SITES
Aldergrove,
1240 / 1250 700 Royal Ave. 11 - 8th St. 13769 104" Ave. | Burnaby, Langley,
Pinetree Way Maple Ridge
Call Securit . Call Securit T
Call Security Y | call Security Y G‘?HEO
local 2400 from any from an
y from any
from any College desk phone College desk phone
College desk phone phone
or or
or
(604) 527-5405 -
(604) 777-6254 (604) 777-6666 o
from any phone from any phone
from any phone or
o GO TO g
GO TO SURREY
GO TO COQ GO TO ANVIL
N NEW WEST Security Kiosk | Security Kiosk
Security Kiosk L
Security Kiosk 6t" floor beside reception
15t floor A/B bldg
Level 2

(atrium)

(main concourse)

Sites with Security Personnel as OFA Attendants:

The security personnel will ask key questions to assess the situation and then dispatch an officer to
the appropriate location.

Sites with employees as OFA Attendants:

The designated OFA Attendant will be dispatched directly to the location of the injured/ill person.
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B. NON-EMERGENCY FIRST AID
If possible, people requiring first aid should report to the Security Kiosk or (for Burnaby and Maple Ridge
TG sites) to the onsite employee OFA Attendant.
First aid can also be summoned by contacting OFA Attendants at the numbers listed in the chart above.
The OFA Attendant will attend to the situation (usually within 5 minutes), and

e determine where best to provide service (in the first aid room or an alternate location),
e assess the situation,

e provide the appropriate treatment/advice and

e complete a First Aid Record of Treatment to document the services/advice provided.

Il. EMERGENCY MEDICAL TRANSPORTATION / AMBULANCE

A. CALLING FOR TRANSPORTATION / AMBULANCE TO A MEDICAL FACILITY

The College provides transportation to medical treatment (when necessary). The mode of transportation
will be one of the following:

e ambulance,
e taxi (paid for by the College), or
e College vehicle.

Transportation by personal vehicles is strongly discouraged.

If an OFA’s patient indicates they will seek their own method of transportation, other than what is
recommended, this should be documented on the first aid Record of Treatment.

B. EMERGENCY TRANSPORTATION

The OFA Attendant is responsible for ensuring someone is dispatched to meet emergency services
personnel, consistent with site security procedures. The OFA Attendants at Burnaby and Maple Ridge
Training Group sites will be responsible for meeting this requirement.

Those who seek first aid or who have sustained an injury (the patient) have the right to decline OFA
treatment, including the recommended mode of transportation to a medical facility. In situations where
the patient declines the advice of the OFA Attendant, the Record of Treatment must reflect the advice
given and the choice made by the patient.

lll. FIRST AID PROGRAM

A. FIRST AID ASSESSMENTS

The Douglas College OFA Program begins with an OFA Assessment. The criteria for the OFA Assessment
include the following:

e The number of employees at the workplace
e The travel time from the workplace to the closest BC Ambulance station
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e Accessibility of the workplace to BC Ambulance staff
e The work activities undertaken at the workplace
e Consideration of the number of members of the public who may also require OFA treatment.

Based on these criteria, the OFA Assessment establishes the level of training and equipment/supplies
required for each workplace.

Additionally, the workplace must consult with the site’s Joint Occupational Health and Safety Committee,
Safety Representative and/or employees to review the types of injury likely to occur in the workplace.

First Aid Assessments must be reviewed annually (see Appendices for the First Aid Assessment
template).

B. FIRST AID DRILL REQUIREMENTS
WorkSafeBC requires employers to conduct first aid drills under the following conditions:

e Annually: A drill must be performed at least once a year at each fixed workplace location.
o After significant changes: A drill is also required whenever there are substantive changes to the
workplace’s written first aid procedures.

Purpose and Assessment

The drill should be designed to assess the entire first aid response system, not just the first aid attendant's
skills. The drill should test:

e Communication: How effectively employees can call for first aid and how well the message is
relayed to the appropriate first aid attendant.

o Response Time: The ability of first aid attendants to respond promptly and access the necessary
equipment and supplies.

e Accessibility: How effectively an injured worker can be accessed and moved, especially if there
are barriers in the workplace.

e Transportation: The process of preparing and transporting an injured worker to an area
accessible to BC Emergency Health Services (BCEHS), if required.

o  Worker Familiarity: The employees' knowledge of how to call for first aid and the location of
first aid equipment.

Documentation and Records
You must document the results of each drill to demonstrate compliance. This record should include:

e The date and time the drill was conducted.

¢ The names and roles of participants.

e A summary of the scenarios tested.

e A summary of the observations and outcomes, including any deficiencies identified.
e Any corrective actions taken because of the drill.

The results of the drill, including any changes made to procedures, should be shared with all first aid
attendants and the workplace's Joint Occupational Health and Safety Committee (or worker
representative).
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C. FIRST AID SERVICES AVAILABLE

All Douglas College OFA Attendants (contracted security or trained employees) will administer first aid
to College employees, students and campus/site users.

e Off-Site Incidents: Even if an incident occurs while an employee is away from the worksite, or at
a time when OFA could not be reached, the injured employee should report the incident to their
regular campus/work location’s OFA team at the next available opportunity.

e Injuries involving workplace violence: If the incident involves workplace violence as defined in
Douglas College Administration policy A19 Violence Prevention and Response, the OFA
Attendant will suggest that the employee consider consulting with a physician of their choice.

D. FIRST AID ATTENDANTS, SPACES, EQUIPMENT AND SUPPLIES

OFA Attendants at all locations are trained in the use of artificial external defibrillators (AEDs) and
Naloxone kits. AEDs and Naloxone are co-located for emergency use at various locations around each
campus.

The first aid resources available at each campus are outlined below.
i. ANVIL, COQUITLAM AND NEW WESTMINSTER

Contracted security officers are trained in OFA levels Basic or Intermediate (depending on the time/day
requirements from the First Aid Assessment). The OFA Attendants are available whenever the campus
is open.

e First aid facilities — A first aid room is available for injury/illness treatment.
e First aid kits — Intermediate first aid kits are available for use by the designated OFA Attendant.

e AED/Naloxone — AEDs and Naloxone are co-located in white cabinets (at least one on every
floor).

ii. TRAINING GROUP — ALDERGROVE, LANGLEY AND SURREY

Contracted security officers are trained in OFA level Basic. The attendant is available during operational
hours.

e First aid facilities — A first aid room is not required for these locations. Treatment is provided at
the most appropriate location, as selected by the OFA Attendant.

e First aid kits — A basic first aid kit is available for use by the designated OFA Attendant.

e AED/Naloxone — An AED and Naloxone are co-located in a white cabinet at these locations.

iii. TRAINING GROUP — BURNABY AND MAPLE RIDGE

Onsite employees are trained in OFA level Basic, and the OFA Attendant is available during
operational hours.
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e  First aid facilities — A first aid room is not required for these locations. Treatment is provided at
the most appropriate location, as selected by the OFA Attendant.

e  First aid kits — A basic first aid kit is available for use by the designated OFA Attendant.

e AED/Naloxone — An AED and Naloxone are co-located in a white cabinet at these locations.

NOTE: AUTHORITY OF THE FIRST AID ATTENDANT

e The OFA Attendant is responsible for and has full authority over all first aid treatment of an
injured person until responsibility for treatment is accepted at a place of medical treatment, by
BC Ambulance/local Fire Department personnel or by a person with equivalent or higher first aid
certification.

e The OFA Attendant does not have the authority to overrule a patient's decision to accept or
decline OFA treatment, to seek medical treatment, to accept or decline transportation, or to
choose medical treatment providers.
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Appendix A - First Aid Assessment

Site:
Address:
Date: Contract staff working on site: YES
NO
Conducted by: Manager JOHSC rep.: Union JOHSC rep.:

A) Number of workers (employees, contractors, and volunteers at site for time period)
Step 1 - Identify the number of employees who are in the office 51% to 100% per time period.
Step 2 - Identify the number of employees who are in the office 10% to 50% per time period and
are 20 minutes or less away from the office.
Step 3 — Total both sets of employees and add to the chart below.
Total number of employees assigned to work at this Campus:
Estimated members of the public (students/visitors/guests) attending this Campus:

Time Period 0800 - 1700 1700 - 2200 2200 - 0800

# of Employees
Weekdays
# of Employees
Saturdays
# of Employees
Sundays

B) Facility Assigned Hazard Rating - adjust if necessary.
WSBC Assigned Hazard Rating for typical post-secondary sites is Low. To confirm, this select this link, and
search for Classification Unit 765010. If the nature and extent of hazards in workplace are not typical:

Step 1 - Identify all High-Risk job functions as per Appendix 1.
Step 2 - Identify % of staff and % of time exposed to the hazard.
Step 3 (a) — Adjust Hazard Rating (if applicable). For example:
e If 30% or more of the employees have individual exposures greater than 20% to a high-risk
job factor, adjust Low to Moderate, or,
e If 50% or more of the employees have individual exposures greater than 10% to a high-risk
job factor, adjust Low to Moderate.

High Risk Job Function (see Appendix 1 for info) % (staff) | % (time
exposed)

% %

% %

% %

Step 3 (b) - Adjusted Hazard Rating for site (if applicable check box):

Not Adjusted [] Low I Moderate [ High O
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C) Types of injuries likely to occur — see OHS Guideline 3.16, Step 2(c) for information on how
historical injury data may affect the level of First Aid required at your site.

Type of Injury Historical Frequency (last 3 years)
2021 2022 2023

Near Miss

Psychological

Fatality

Illness/Adverse Reaction

Musculoskeletal

Scrapes, Cuts, Contusion, Abrasion,
Puncture, Bruise, Burn

Serious Injuries as defined by WSBC

Other

Note: Historical data can be gathered, in collaboration with the site JOHSC and First Aid Team, from analysis of site incident reports and

First Aid statistics. If you require assistance in gathering this data, contact SSRM.

D) Determine the class of the Campus. (Remote and/or less accessible).
There are two primary factors that must be assessed when considering the location of employees:
remoteness and accessibility.
A remote workplace is defined as a workplace that under normal travel conditions, an ambulance that is

a motor vehicle cannot travel from its base to the workplace in 30 minutes or less. A less accessible
workplace includes work areas that cannot be safely accessed by ambulance personnel.

The location to the nearest BCHES ambulance station and estimated time to summon transportation for
an injured worker for treatment, then estimated time and distance to transport from Campus to
nearest emergency center:

BCHES Station Number: Distance: (km)Time: (mins)
Is this site accessible by ambulance: Standard: Remote: Less Accessible
Nearest Hospital: Distance: (km) Time: (mins)
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E) Barriers to First Aid: Consider additional barriers that could potentially limit or delay a worker’s
access to first aid and apply means to address those barriers. This could include:

i Physical obstacles or accessibility challenges first aid attendant may encounter at the workplace. These
can be addressed by:
o Eliminating obstacles
o Provide alternative means to access areas
o Embed first aid attendants into crews
ii. Areas where employees may be unable to communicate their need for first aid or assistance (e.g., where
employees may work alone or in isolation, or in areas without access to phones or other means of
communication)
o Provide alternative means of communication
o Assign employees to work with others
o Provide regular check-ins (refer to sections 4.20.1 — 4.23 of the Regulation for more information)
iii. Workplace is large and employees work over large areas
o Consider the number and distribution of first aid attendants and equipment to ensure timely
response (10-minute walking time) to all areas of the workplace
iv. First aid attendants are expected to treat a member of the public or others who may be present at the
workplace, who were not counted in the number of employees used to determine minimum first aid
requirements
o Ensure the number of first aid attendants and procedures are sufficient to provide treatment to
employees without undue delay
V. Language or cultural barriers between first aid attendants and injured employees
o Providing additional first aid attendants or additional training to existing attendants and/or
employees to reduce perceived or actual barriers
Vi. Other hazardous areas that require specialized training or controls to access
o Provide additional training or equipment for first aid attendants to enhance access to hazardous
areas, if necessary

Barriers to consider:

F) Isthis Campus a single or separate workplace?

Factors supporting a single workplace:
e Fixed work locations under the control of a single employer

e Multiple employer workplaces where a prime contractor has been established

Factors supporting a separate workplace:
e Locations leased by one employer that are part of a larger property leased to others

e Locations controlled by one employer that are separated by locations controlled by other employers

e Locations of one employer that are more than 10 minutes apart from each other, or where physical
barriers might prevent a first aid attendant from reaching an injured worker in less than 10 minutes

e A public roadway separates locations of one employer from each other in an urban area

e Locations under separate administrative structures, controlled by one employer
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G) Use the information in this assessment to determine the minimum first aid requirements based
on the hazard rating (B), class of the workplace which includes consideration of the remoteness,
accessibility, and the numbers of employees present at the workplace by referring to the tables

found in Appendix B.

Time Period 0800 - 1700 1700 — 2200 2200 - 0800

Weekday First Aid
Attendant Required
Weekday First Aid
Kit/Room Required
Saturday First Aid
Attendant Required
Saturday First Aid
Kit/Room Required
Sunday First Aid
Attendant Required
Sunday First Aid
Kit/Room Required

H) Indicate what provisions are in place to ensure contractors receive First Aid (Check Yes or No):

Contract states that contractors are responsible for providing their first aid. YES

Contract states that Douglas College will be responsible for providing first aid YES

Provision of First Aid to contractors is clearly defined in the site First Aid YES
Process

Any additional provisions? Describe:
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Appendix B — WorkSafeBC First Aid Assessment Form

First Aid Assessment Worksheet

| Work CZLUIBE

Using this worksheet
Every employer in B.C. needs to prepare a written first aid assessment for each of their workplaces. Use this
worksheet to document the minimum and additional first aid required for your workplace. Consult G3.16 of the

Occupational Health and Safety (OHS) Guidelines for more information, including how to determine the number of
workers and hazard rating for your workplace.

Emplover's name

| Location assessad

Shift name and/or time

| Assessment date or date of review

Workers consulted

Date{s) of consultation(s) with joint committee

and/or workers

[] Joint committee participated (if applicable)

Documented by Contact number (opticnal)

Minimum first aid

Determine the number of workers per shift

Count every worker at your workplace or worksite or on this shift, including dispatched workers, managers, and
SUPEIVISors.

Maximum number of workers at this location or on this shift

Determine your hazard rating
1. Is this a separate administrative location?

[] ¥es

If yes, your hazard rating is Low (skip guestion 2 and check off "Low" at bottom of page)
] No

If no, refer to the Workplace hazard ratings document (click the link or scan the QR
code) to find the hazard rating assigned to your dassification unit (CU).

What is your CU?
What is the hazard rating assigned to your CU?
2. Are work activities at this location typical of your CU?

[]ves

Check off the hazard rating
assigned to your CU

[] No, work activities are more consistent with activities of another CU
with 2 higher hazard rating

[] No, this is a multiple employer workplace where the work is phased
Alternative CU
Reasoning (tasks performed)

Check off the hazard rating assigned to the alternative CU

Hazard rating

[lLow []Meoderate [ ] High

https://www.worksafebc.com/en/resources/health-safety/forms/first-aid-assessment-
worksheet?lang=en&origin=s&returnurl=https%3A%2F%2Fwww.worksafebc.com%2Fen%2Fsearch%23sort%3DRelevancy%26q%3DFir
st%2520Aid%2520Assessment%2520WO0rksheet%26f%3Alanguage-
facet%3D%5BEnglish%5D&highlight=First%20Aid%20Assessment%20WOrksheet
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