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1.0 HEALTH AND SAFETY POLICY
The West Coast College of Massage Therapy is committed to providing a safe and healthy learning
environment for its students, faculty and staff.
WCCMT in its efforts to provide a safe and healthy learning environment has created this health
and safety policy and the appended health and safety protocols.
In addition, the College will also ensure that it complies with all health and safety regulations and
legislation applicable to the operation of a private training institution in British Columbia.
The College is committed to operating practices that protect the well-being of personnel,
equipment, facilities, property and the general public in compliance with legislation.
WCCMT’s Health & Safety Health and Safety Protocols will cover the following;
•
•
•
•
•
•
•
•

Clarifying who in terms of College officers and managers are responsible for Health and
safety at WCCMT
Providing contact information for Health and Safety officers
Health & Safety Training
Monitoring and Maintaining facilities and equipment to ensure health and safety
Providing clarity and guidance with respect to injury and first aid
Providing clarity and guidance with respect to Infection prevention protocols.
Providing clarity and guidance with respect to exposure to blood-borne pathogens.
Providing clarity and guidance with respect to the management of emergency services.

These include the following;
•
•
•
•
•
•
•
•
•
•
•
•

Fire
Earthquake
Power failure
Chemical spills
Gas leaks
Bomb threat
Crime and violence prevention
Emotional distress
Infection prevention protocols
First Aid and CPR
Intern and Patient Hygiene Practices
Medical Emergency Procedure [Angina, Heart Attack, Stroke and Tia, Choking, Asthma,
Head Injury, Hyperventilation (Anxiety Disorder)]
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•
•
•
•

Cleaning of Environmental Surfaces
Health & Safety for Cleaning Staff
Emergency supplies
Campus closures

The College’s Health and Safety Committee under the auspices of the College’s Management
Committee and through the leadership of the College’s Health and Safety Officer and Infection
Control and First Aid Officer will assume primary responsibility for the training, implementation
and monitoring of all health and safety protocols as well as revisions in consultation with the
Director of Compliance, as required to the College’s Health and Safety Manual.
All students, staff, and employees are responsible for knowing and observing health and safety
protocols and for following guidance provided to them. Every student, faculty and staff member
is expected to report unsafe conditions and unsafe behavior to the College’s Health and Safety
Officer or to the College’s Infection Control and First Aid Officer as may apply.
It is the responsibility of all students and employees to follow WCCMT’s Health and Safety
Manual, to observe health and safety protocols and to conscientiously work towards improving
health and safety at WCCMT.

Role

Administrator

Areas of Responsibility

Director of Compliance

Dr. Cidalia Paiva
604-520-1844 ext. 227

Health & Safety Officer

Director of Operations

Maria Clemente
604-520-1844 ext. 220

Crime Reporting
Fire Marshal

Practical Department Head

Keith Bootsma
604-520-1844 ext. 243

Infection Control & First Aid
Officer
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2.0 RESPONSIBILITY FOR HEALTH AND SAFETY
WCCMT appreciates that health and safety is the responsibility of everyone in our learning
community, and must be at the forefront of all of our activities.
While all of us share in the responsibility to foster a healthy and safe learning environment certain
senior management team members maintain leadership roles with respect to health and safety.
The first of these is our Health and Safety Officer, Dr. Cidalia Paiva
(cidaliap@collegeofmassage.com). In the event the College’s Health and Safety Officer is absent
or unavailable please contact the College’s Director of Operations, Maria Clemente
(mclemente@collegeofmassage.com).
The College’s Health and Safety Officer is responsible for:
•
•
•
•
•
•
•
•
•
•
•
•

Providing students, faculty and staff with health and safety guidance and advisement
Chairing the College’s Health and Safety Committee
Working collaboratively with the Director of Operations and the SEA in the development
and revision of the College’s Health and Safety Manual and protocols
Creation and maintenance of emergency contact Information to be provided to
students, faculty and staff
The development, implementation and monitoring of the College’s emergency
preparedness and response requirements
Monitoring and maintaining the facility and health and safety checks of equipment and
resources
Recording and logging safety checks of the facility, equipment and resources
Recording and logging maintenance and repair of facility and equipment
Recording and logging follow up per manufacturers recommendations for facility and
equipment
The development and implementation of safe work procedures
Maintaining a record of all Accident/Injury/Incident report forms
Consulting with external agencies as required pertaining to Health and Safety on behalf
of the College

The second of these personnel is our Infection Control and First Aid Officer, Keith Bootsma, RMT
(bootsmak@collegeofmassage.com).
The College’s Infection Control and First Aid Officer is responsible for;
•

Making recommendations with respect to infection control and first aid requirements
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•
•
•
•
•
•

Ensuring that the College has an RMT or another, equally qualified first aid attendant
available at all times on site
Ensuring that injuries are reported and records maintained
Ensuring that all RMTs and clinic interns meet infection prevention, first aid and CPR
requirements
Ensuring that infection prevention protocols are maintained, where and when possible
enhanced and logged
Ensuring that all clinic personnel follow the College’s protocol re blood-borne pathogens
Participating in Infection control, First Aid and other Health related workshops that
support the College in continuing to improve and enhance health and safety at WCCMT

For information on health and safety contact Dr. Cidalia Paiva, WCCMT, Health and Safety Officer
at 604-520-1844, ext. 227 or Keith Bootsma, RMT, Infection Control and First Aid Officer at 604520-1844, ext. 243
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3.0 HEALTH AND SAFETY AWARENESS TRAINING
Health and safety awareness and training play an important role in WCCMT’s efforts to create a
healthy and safe learning environment.
Health and Safety Awareness and Training for Students
The process of health and safety awareness and training begins for students at their student
orientation session which occurs on the first day of classes. The College’s Health and Safety
Officer and Infection Control and First Aid Officer will walk them through the College’s Health
and Safety Policy and essential protocols.
All students are also provided with the College’s Health and Safety Manual and are able to access
it online at any time.
Health and safety protocols are also communicated and reinforced in the classroom and in clinic
as applicable.
Health and safety updates are provided via email communication to class representatives and in
critical instances, to each and every class by the Health and Safety Officer or Infection Control
and First Aid Officer.
Any issues with respect to health and safety can also be discussed and raised during Student
Liaison meetings which are held once a month and facilitated by the College’s Health and Safety
Officer.
Any student may raise a health and safety concern at any time outside of the time specified above
by directly contacting the College’s Health and Safety Officer or the College’s Infection Control
and First Aid Officer.
Health and Safety Awareness and Training for Faculty and Staff
Health and safety awareness for faculty and staff begins when they join the College and are
provided with a personal orientation to our Health and Safety Policy and protocols by their
department head or the Director of Compliance.
Faculty and staff are also simultaneously provided with a copy of the College’s Health and Safety
Manual and are also able to access the Manual online at any time. Health and safety updates are
provided via email communication to faculty and staff.
Health and safety updates are also provided to faculty and staff during faculty meetings and to
administrative staff during Health and Safety Committee meetings or Management Committee
meetings
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Health and safety issues and concerns can be raised by faculty during faculty meetings and or
Management Committee meetings (for faculty who are also members of the Management
Committee).
Any faculty or staff member may raise a health and safety concern at any time outside of the
venues specified above by directly contacting the College’s Health and Safety Officer or the
College’s Infection Control and First Aid Officer
WCCMT Employees must all take responsibility for;
•
•
•

•
•
•

Performing their work in a safe and responsible manner.
Knowing applicable protocols and safety rules.
Diligently following established protocols and maintaining safe work areas by identifying
unsafe conditions and reporting them to their department heads or Health and Safety
Officer/Infection Control and first aid officer.
Ensuring (in the case of administrative managers) that students and employees receive
the health and safety training needed to work safely.
Conducting periodic reviews of safety conditions.
Ensuring prompt remediation of unsafe facilities, equipment or conditions.
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4.0 FIRE
The College is responsible for the safety and wellbeing of all members of its learning community.
As such, the College must schedule and conduct regular fire drills.
WCCMT’s fire drill exercise was designed for the explicit purpose of developing a system of
discipline and control in case of a fire or emergency. All students, faculty and staff are reminded
that regularly scheduled fire drills are instructional drills conducted in order to prepare students,
faculty and staff for an actual fire or emergency.
In all cases of fire at the College, and whenever the rapid evacuation of the school building is
required for any reason, the safety of students, faculty and staff is foremost.
To ensure the safety of students, faculty, staff and clinic patients in case of fire, three things are
essential:
1) Fire alarm and fire escape systems must be in good working order and students, faculty
and staff knowledgeable on how to use them.
2) The College must have a definite procedure to follow in case of a fire.
3) The College must participate in an adequate number of drills in order to ensure prompt
and responsible action in case of a fire or emergency.

4.1 The Fire Drill Exercise
The purpose of a fire drill is to ensure that all students, faculty and staff are familiar with:
1. The sound of the fire alarm.
2. The routes for emergency exit.
3. The assembly points and procedure for permission to re-enter the building.

4.2 The Fire Drill Exercise Procedure
1) No person may be excused from taking part in a fire drill.
2) Any ringing of the fire alarm is a fire alarm and must be responded to immediately.
3) No person taking part in a fire drill at the College shall be permitted to take with him or
her any article of clothing or possession that is not on him or her at the time of the
alarm.
4) Upon sounding of the fire alarm instructors must oversee students and direct them to
evacuate their classroom and assemble under their supervision at the assigned
evacuation station outside of the building.
5) Instructors shall be last out of their classrooms, and must visually check (if their safety is
not at risk) their classrooms to ensure that all students have evacuated the premise.
6) Instructors shall ensure that they take attendance once they have reached their
assigned evacuation station and ascertain that all students are present.
7) Fire Marshals designated for each floor, must ensure that all classrooms on their floor as
well as classrooms and common areas have been evacuated.
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8) The instructions below apply specifically to students and supervisors working in clinic
during a fire or fire drill, procedures are as follows:
a. Clinic instructors and student interns must ensure clients have robes and slippers
in each of the treatment rooms.
b. Interns for all treatment rooms are responsible for seeing that their client is
escorted to the appropriate exit.
c. Interns in Hydro are responsible for seeing their client’s safely out of steams,
tubs or wet rooms and are to escort them to the appropriate exit. All treatment
room doors should be closed upon leaving.
9) Fire Marshals are responsible for all occupants on their assigned floors.
Appointed Fire Marshals:
FIRST FLOOR: Maria Clemente, Alona Besan, Michelle Falgate
SECOND FLOOR: Debbie Lizee, Cecile Pama
THIRD FLOOR: Navdipak Kaur

10) Fire Marshals are responsible for ensuring that evacuation from rooms is conducted in
an orderly (without crowding) and expedient manner.
11) Fire Marshals must ensure that a person is appointed to open Exit doors promptly and
that these are kept open until all persons have left the floor.
12) Fire Marshals must ensure that evacuees proceed to the nearest designated Assembly
Station and keep away from the building exits.
13) Fire Marshals shall ensure that all instructors have taken attendance and that all
students are accounted for and will communicate this to Maria Clemente, Director of
Operations.
14) Upon leaving the building, students, faculty and staff should move away from the
building itself and ensure they do not block or obstruct exit areas.
15) Students, faculty and staff may not return to the school building without notice from the
Director of Operations that all is clear. At that time, occupants are permitted to return
to the building.

4.3 In Case of Fire
1) Sound the alarm immediately when the fire is discovered.
2) Evacuate the building. Upon receiving a fire alarm signal the Student Services
Coordinator shall immediately contact the Fire Department.
3) Contact the Fire Department as soon as possible if it is established that the alarm is
false.
Floor plans are located throughout the College to indicate which exit is to be used in case of fire.
Each fire exit has been clearly numbered and it is important to familiarize yourself with the exit
routes for all class and clinic rooms.
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Classroom
In the event of a fire or fire drill we ask that you listen carefully to your instructors. Standard
procedures are as follow:
1) Move in a calm and orderly manner toward the doorway of your classroom. The last person
out of the classroom must close the door behind them.
2) Walk; do not run, through hallways or in stairwells.
3) Do not jeopardize your own safety or the safety of others by stopping to gather personal
belongings.
4) Do not attempt to return to your lockers.
5) Do not stop to dress, if you are partially disrobed wrap yourself in a sheet or blanket and leave
the classroom.
6) Escalators are not to be used under any circumstances.
7) Once you are outside the building you must remain with your class and your instructor and
he/she will conduct a head count.
Clinic
▪ Upon the sounding of the alarm the building must be evacuated immediately .
▪ Clinic Reception:

o Clinic Reception must contact the Fire Department.
▪ If the alarm is found to be false, the fire department must be
called again immediately and informed.
o On evening and weekends, Clinic Reception will ensure that the 3 rd and
1st floors are evacuated.
o Clinic Reception will take the schedule sheets for clinic shifts as well as
any in reach schedule before evacuating the building.
▪ Clinic Instructor:
o The clinic supervisor will ensure that all students and all patients are
evacuated immediately. Robes or thick blankets are available for
patients in each room for quick evacuation.
o Evacuation of students and patients is out the south east exit at the end
of the clinic next to rooms A and 7 (see attached floor plan).
o Ensure that all treatment room doors are closed upon leaving.
▪ In reach Instructors:
o The in reach supervisors will ensure that all students and all patients
are evacuated immediately.
o The Lecture A instructor (when applicable):
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▪

Will help the students and patients with special needs
(wheelchairs etc.) Patients must leave immediately. Robes or
thick blankets are available for patients in each room for quick
evacuation.
▪ Will take the in reach clinic schedule for that day with them so
that they can account for all students and patients when
evacuated.
▪ Will ensure that everyone from “Lecture A” evacuates from the
exit at the North end of the corridor. The exit is located just
before the staircase. This fire exit leads to street level and is
wheelchair accessible. If this area is inaccessible than the next
most expedient route would be the main Clarkson St. exit next
to the administration area (see attached floor plan).
o The 1st floor instructor (when applicable):
▪ Will help the students and patients with any special needs.
Patients must leave immediately by wrapping themselves in a
sheet and blanket.
▪ Will take the in reach clinic schedule for that day with them.
▪ Will ensure that everyone on the 1st floor evacuates from the
main Columbia Street exit.
▪ Students:
o Students working in the Student Clinic:
▪ Students working in the clinic will get their patients into a robe
or wrapped in a sheet and blanket, and evacuate them down the
south east exit at the end of the clinic next to rooms 6 and 11
(see attached floor plan).
▪ Students working in Hydro are responsible for seeing their
patients safely out of steams, tubs, or wet rooms, getting them
into robes and directing them to the appropriate exit (see
attached floor plan).
▪ All treatment room doors should be closed upon leaving.
o Students working In reach in “Lecture A”:
▪ Students working in reach in Lecture A, on the second, floor will
direct their patients to immediately evacuate. They may need
to assist as needed if their patient is in a wheelchair or otherwise
mobility restricted. Patients must leave immediately by
wrapping themselves in a sheet and blanket or robe if available.
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▪

▪
▪

▪

▪

Evacuation from Lecture A is located down the corridor through
the exit door just before the staircase. This fire exit leads to
street level and is wheelchair accessible. If this area is
inaccessible than the next most expedient route would be the
main Clarkson street exit next to the administration area (see
attached floor plan).
o Students working in “Practical C”:
▪ Students working in reach in Practical “C” on the main floor will
assist their patients to immediately evacuate. They will provide
assistance as required if their patient has any disability which
necessitates assistance. Patients must leave immediately by
wrapping themselves in a sheet and blanket.
▪ Evacuation from “Practical C” is out the main Columbia street
door.
Laundry attendant:
The laundry attendant must ensure that all machinery is shut down,
close the door to the laundry room and leave the building by the main
Clarkson Street exit (see attached floor plan).
Upon leaving the building students and instructors should move away
from the building itself to ensure they do not block or obstruct the exit
areas.
Once outside all instructors, with the assistance of the Clinic
Receptionist, must ensure that all students and patients are accounted for. Students,
instructors, and clinic reception may not return to the school building without notice from
the Fire Department that all is clear and that occupants are permitted to return to the
building.
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4.4 Schedule of Annual Fire Drill and Equipment Inspection
EQUIPMENT INSPECTION
YEAR

NEW WESTMINSTER FIRE
DEPARTMENT INSPECTION

FIRE DRILL
DATE

CONDUCTED BY

DATE

Year 2020

November 10,
2020

May 27, 2020

Nomad Fire
Protection

N/A

Year 2019

May 30, 2019

April 26, 2019

Nomad Fire
Protection

N/A

Year 2018

September 13,
2018

April 16, 2018

Nomad Fire
Protection

N/A

Year 2017

May 25, 2017

April 17, 2017

Nomad Fire
Protection

July 7, 2017

Year 2016

June 2, 2016

February 5, 2016

Nomad Fire
Protection

N/A

Year 2015

February 3, 2015

February 3, 2015

Nomad Fire
Protection

N/A

Year 2014

October 3, 2014

October 16, 2014

Nomad Fire
Protection

N/A

Year 2013

January 17, 2013

October 22, 2013

Royal City Fire
Supplies

N/A
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4.5

First Floor Fire Escape Route
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4.6 Second Floor Fire Escape Route
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4.7

Third Floor Fire Escape Route
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5.0 EARTHQUAKES
A major earthquake could occur at any time in BC. Careful planning and preparation can reduce
injuries, prevent panic ease rescue and clean up.

5.1 Procedure for Preparation before Earthquake
1. Eliminate hazards like heavy, sharp pointed objects on high shelves, large hanging
plants, tall unsecured furniture and shelving units. Chemicals should be stored securely
and never above eye level.
2. Plan safe cover for yourself under a desk or table away from glass or other potential
flying objects.
3. Know where the emergency response cabinet and fire extinguishers are. The area could
be isolated for some time after an earthquake. Keeps sturdy shoes and a jacket at your
desk.
4. Prepare for emergencies. You may have to remain at the college for up to 72 hours if
damage is severe. Arrange an out of area contact and point of rendezvous with family
members in case you cannot get home.

5.2 Procedure for Preparation before Earthquake
1. Stay calm and drop, cover – hold to protect yourself
2. Take cover under your desk, a sturdy table or other piece of furniture.
EARTHQUAKES

DUCK, COVER, & HOLD

Duck
DUCK or drop down to the floor
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3. Hold onto whatever you are under.
4. If there is no sturdy piece of furniture available, get into a corner or against the wall,
facing out, bring your knees up, cover the sides of your head with your elbows and clasp
your hands firmly behind your neck.
5. Stay away and face away from Windows.
6. Do not stand in the doorway, you will be exposed to flying debris and slamming doors.
7. Stay away from anything that could shatter or fall on you.
8. Do not try to run outside, you may be hit by flying debris.
9. Follow instructions from the College’s Health and Safety Officer and your floor Marshall.
Your floor Marshall will be in touch with the Health and Safety Officer for instructions.

5.3 Procedure after the Earthquake
1. Stay calm, take your time, and think before you move.
2. Be prepared for aftershocks. You may have to take cover again.
3. In case of fire, activate the alarm if possible and warn others. Use a fire extinguisher,
remembering to stay between the fire and the exit. If the fire is uncontrollable,
everyone must leave the area, close doors behind them. Shut off gas and electrical
power if possible. Do not use any sources of flame or spark. Absolutely no smoking.
4. Injuries should be reported to the floor Marshall or directly to the College’s Health and
Safety Officer or the College’s Infection Control and First Aid Officer. First aid should be
initiated for serious injuries. Do not move victims unless absolutely necessary. Beware
of broken glass, electrical hazards and gas or chemical leaks. Replace any telephone
handsets shaken off and do not use the telephone lines except to report fires or medical
emergencies.
5. Do not act independently. Wait for instructions from your floor Marshall. The College’s
Health and Safety Officer will designate or assume control of the building and will advise
Marshalls of the status of their floors. In the case of major damage, the police chief is in
charge of operations.
6. You will be given directions as soon as the damage is assessed
7. The College has emergency supplies if required. The College’s Health and Safety Officer,
and Infection Control and Safety Officer and floor Marshalls will make these available to
you as needed
8. An evacuation of your space will be ordered only if the building safety systems have
been compromised the structural integrity of the building has been compromised or the
buildings is on fire. Exterior evacuation of the street should be discouraged, as it is more
dangerous outside the building, following an earthquake than within it, because of
potential falling debris.
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6.0 POWER FAILURE
Power failure presents a formidable challenge to the operation of our program of study as well
as to the health and safety of all members of our learning community.
In the event of a power failure all members of our learning community need to exercise caution
and follow directions provided as follows;
Stay calm and remain in your area, unless notified to leave the building.
Switch off electrical equipment with manual switches and unplug other equipment to avoid
power surge damage.
Extinguish flames and switch of gas supply at a main valve in your area, as exhaust and ventilation
systems may not be functioning and there may be flammable vapors in some areas.
In the event the building must be evacuated you will be notified that this is the case by your floor
Marshall under the direction of the College’s Health and Safety Officer.
If you are directed to leave the building, lock your office/work area.
Keep comfortable walking shoes and a sweater or jacket at the College for emergency use.
The College’s Health and Safety Officer will advise you of pertinent information with regard to
follow-up.
The College’s Health and Safety Officer will also advise you when it is safe to return to the
building.

7.0 GAS LEAKS
If you are on campus and notice a gas leak;
Do not pull the fire alarm. This could cause an explosion.
Contact the College’s Health and Safety Officer ASAP.
The College’s Health and Safety Officer will assess and contact 911 if necessary.
Shutdown all equipment
Evacuate the building, following the College’s fire evacuation plan
Close all doors as you leave

Health and Safety Manual

21

2022
8.0 BOMB THREAT
The College treats all bomb threat seriously.
If the threat is received by telephone, stay calm and courteous, listen, and do not interrupt the
caller. Ask as many questions as possible, and take notes.
•
•
•
•
•
•
•

When is the bomb going to explode?
Where is the bomb and what does it look like?
Did you place the bomb?
Why?
What will cause it to explode?
What is your name?
Where are you calling from?

Be alert to the callers voice, his/her age, state of mind, voice characteristics, and background
sounds. Note the exact wording of the threat if possible.
Contact and inform the College’s Health and Safety Officer immediately.
If the threat is received by note or letter take it to the College’s Health and Safety Officer
immediately. If you notice suspicious objects in your area, do not touch the object(s). Question
others about its presence and contact the College’s Health and Safety Officer who will determine
if we need to clear the immediate area of students and employees.
The College’s Health and Safety Officer will determine if we need to post “Keep Out” notices and
contact the police.
Await further instructions from the College’s Health and Safety Officer.

9.0 CRIME AND VIOLENCE PREVENTION
Under no circumstance will crimes or violence be tolerated at WCCMT.
If however crimes such as theft, vandalism, or assault occur in our building or on our property do
not approach or interfere with the perpetrator, except to protect yourself. Observe as much as
you can from a safe distance.
Call the College’s Health and Safety Officer (Dr. Cidalia Paiva) at extension 227 from your cell
phone or an internal phone available in the reception area. In her absence or lack of availability
contact the College’s Director of Operations (Maria Clemente) at ext. 220.
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9.1 Crime Prevention
Keep a pencil and paper close to the phone while keeping your work area tidy and make sure to
report any suspicious objects or missing items immediately.
Report suspicious people to the College’s Health and Safety Officer and be ready to give a detailed
description.
If you are alone in your area, keep doors closed and inform the College’s Health and Safety Officer
of your location and your intended leaving time.
Late at night or on weekends, make every reasonable effort to leave with a member of the clinical
team if you have any concerns regarding safety in the parkade.

9.2 Violence Prevention
If you are the victim of violence or see someone else being attacked, contact the College’s Health
and Safety Officer immediately. The College’s Health and Safety Officer will take immediate
action, including contacting police.
Any act of violence or threatening behavior is unacceptable and will not be tolerated.
The College will promote learning and working conditions intended to eliminate the potential for
incidents of violence on campus.

9.3 Threat Assessment
In order to ensure a safe environment WCCMT needs to ensure that a coordinated effort is in
place to identify and report behaviors of potential concern and threats to the College and work
together to maintain a respectful, caring and safe College community.
Students and employees of the College may bring issues of concern to the College’s Health and
Safety Officer at any time. All reports of concern will be handled in a confidential manner.
In situations where there is a clear, direct and plausible threat or an immediate threat of injury
towards any member of the College community or violence resulting in injury, violence involving
weapons or theft of property or violence otherwise requiring immediate emergency response,
the College’s Health and Safety Officer and local police must be notified immediately.

9.4 Behaviors of Potential Concern
Behaviors of potential concern that may indicate that an individual is moving toward greater risk
of harm toward self or others.
Examples of these behaviors may include, but are not limited to:
•

Acts of violence.
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•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Threats
Stalking
Excessive or intimidating expressions of violence, death or weapons and drawings,
artwork, writings, spoken words, videos, personal websites or blogs.
Homicidal/suicidal expressions, actions or gestures.
Weapons or replica weapons on campus or recent acquisition of firearms.
Fascination or preoccupation with violence, themes of violence, or weapons.
Expressions of approval of the use of violence to resolve conflict and identification with
perpetrators of violence.
Excessive or intimidating reference to workplace or campus violence incidents or other
mass murders
Belligerent or angry outbursts, uncontrolled anger for seemingly minor reasons,
depression.
Expressions of extreme anger toward self, students, employees, or the College.
Sudden irrational beliefs/ideas
Indications of hatred towards a particular group.
Statements expressing a strong sense of marginalization caused by others which may
include elaborate plans for revenge.
Excessive blaming of others.
Injustice collector, resentment over real or perceived injustices.
Social withdrawal and isolation from family and friends.
Drastic changes in behavior, including absenteeism, mood swings, diminished self-care
and personal hygiene.
Drastic changes in academic work performance.
Evidence of drug or alcohol abuse.
Numerous conflicts with supervisors, other students or employees.
Exposure to and/or involvement in violence or bullying

If you note anyone exhibiting any of the above behaviors please notify the College’s Health
and Safety Officer (Dr. Cidalia Paiva at ext. 227) or in her absence or lack of availability Maria
Clemente (Director of Operations at 220).

9.5 Lockdown Procedures
A lockdown of campus is an emergency procedure to secure and protect you in an immediate
threat such as a violent intruder.
A lockdown procedure is used when it may be more dangerous to evacuate a building. In such an
instance, our safety practice requires us to lock the building and remain inside the building. By
controlling entrances and exits, the College Health and Safety Officer is better able to resolve a
threat.
A lockdown alert may be issued through text, email, voice message, floor wardens or the
College’s Health and Safety Officer.
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9.5.1 When you Receive a Lockdown Alert
Get to a secure area and

•
•
•
•
•
•
•
•
•
•
•
•
9.5.2

Stay in or quickly go to the nearest office, room, classroom.
Quickly warn others.
Do not hide in or use washrooms.
Do not assemble in large open areas. For example, “Open Lunch Area.
Immediately lock and barricade all doors with furniture or heavy objects.
Close and lock windows.
Close blinds/cover windows.
Turn off all lights and audio equipment.
Move away from the doors and windows. Stay low to make yourself less visible.
Turn your cell phone to silent mode. Do not make nonessential calls.
If you send text messages, do not communicate misinformation.
Stay quiet and try to remain calm.
Staying in your Place of Shelter

•

Do not leave your place of shelter until you have been advised that is safe to do so by
police, the College’s Health and Safety Officer or Director of Operations.
• If the fire alarm sounds, do not leave unless advised to do so by Police, the College’s
Health and Safety Officer or the Director of Operations or unless you detect fire.
9.5.3 Shelter in an Open Area
•

If you are in an open area and cannot exit, put an obstacle or barrier in front of yourself
for concealment and protection. Use desks, tables, chairs and bookcases or other
furniture or equipment. Stay as low as possible behind the barrier.
• If the violent intruder is causing harm or injury to others nearby, and you cannot run or
hide, you may choose to play dead, lying as still as possible.
• If you are exposed to the violent intruder and certain you are about to be harmed, you
may choose to use force to attempt to overpower and disarm the intruder. This is
extremely dangerous and should only be done as a last resort.
9.5.4 Police Response and Termination of Lockdown
•

•

When the police arrive, their priority is to arrest the intruder as quickly as possible.
When the intruder is arrested, police will coordinate with the College’s Health and
Safety Officer and Director of Operations to terminate the lockdown.
Cooperate with instructions given by the College’s Health and Safety Officer upon
termination of a lockdown.
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9.5.5 Information Updates after Lockdown
•
•

When able to do so, the College Health and Safety Officer will communicate with
students and employees.
Information will be provided via email messages to class representatives, posted on the
College website and available for student at Student Liaison and Faculty and Staff
meetings.

10.0 INFECTION CONTROL GUIDELINES
10.1 Guiding Principles for Infection Control
As a private healthcare learning institution WCCMT is responsible for providing a safe and healthy
environment for its students, faculty, staff and clinic patients. A critical part of providing a safe and healthy
environment involves ensuring that we have effective infection control practices in place at WCCMT.

General College Responsibility with respect to Infection Control
•
•
•
•
•
•

To be knowledgeable re current infection control guidelines for our facility and clinic
setting.
To be knowledgeable re how to apply the infection control guidelines in our facility and
clinic.
Adhering to our current infection control guidelines.
Educating and modelling infection control practices for everyone in our community.
Ensuring ongoing quality of infection control practices.
Monitoring changes to our infection control practices and updating our practices as
needed.

Everybody is Responsible for Infection Prevention
•
•
•
•
•
•

•
•

Infection prevention begins with self-awareness and personal responsibility. This means
that every individual should protect their personal safety by protecting themselves.
Ensuring that they have appropriate immunization.
Ensuring that they prevent disease spread.
Being mindful of the patients we need to take special precautions for.
Being mindful of the jobs and tasks that place us at increased risk of exposure to
infection.
Being mindful of infection prevention by looking at the equipment we use and even our
facilities and resources such as telephones and computers and their potential for
spreading infection.
Being aware and practicing cleaning, disinfecting sterilizing, and disposing of equipment
and resources.
Ensuring that we follow proper disinfection and sterilizing procedures.
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10.1.1 Routine Precautions
Routine precautions is the term used to replace the term universal precautions or body substance
precautions in regulated healthcare practice.
Routine precautions must be applied to all patients always, regardless of condition or infectious status.
Routine precautions consist of the following;

•
•
•
•
•
•
•
•
•
•

Handwashing, hand hygiene.
The use of personal protective equipment e.g. gloves when handling blood, body
substances, excretions and secretions.
Appropriate handling of patient care equipment including linen.
Environmental cleaning.
Appropriate handling of waste.
Taking care of ourselves e.g. immunization as required and keeping up-to-date
Being prepared to manage patients with suspected infections.
Having the appropriate personal protective equipment available.
Staying home when we are sick.
If we must work when ill, covering our mouth when coughing or sneezing, possibly
wearing a surgical mask, washing hands frequently.
10.1.2 Handwashing Protocols

Handwashing is the simplest and most cost-effective way of preventing the transmission of infection.
When should we wash our hands?

•
•
•
•
•
•
•
•
•
•
•

When hands are visibly soiled.
Before you have contact with the patient.
After contact with any blood, body fluids, secretions or excretions.
Between contact with different patients.
Between clean and dirty procedures on the same patient.
Before performing an invasive procedure.
Immediately after using gloves.
Before preparing, handling, eating or serving food and medications.
After handling money or other items that may be contaminated.
Immediately if your skin is contaminated or an injury occurs.
After using the toilet or blowing your nose etc.
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What should you use to Wash?
Plain soap products e.g. bar or liquid are recommended for routine handwashing especially when your
hands are visibly soiled
Anti-microbial agents (alcohol gels, rinses, rubs) containing 60% alcohol may be used as an alternative to
soap and water
You may need to wash your hands with antiseptic agents if;

•
•
•
•
•

You will be performing sterol or invasive procedures.
You have had contact with blood or body fluids.
You have had contact with contaminated items.
You will have contact with immunocompromised patients.
Some examples of antiseptic handwashing agents or alcohol 70 to 90% Chlorhexidine
2% or 4% aqueous solutions and iodine compounds.

How to Wash Your Hands
•

•
•

Wet hands first, apply cleaner and rub all aspects of your hand including the Palm and
backs of your hands, thumbs, fingers nails and wrists for a minimum of 10 seconds
(Health Canada).
Rinse and dry your hands properly.
Try to turn off the top of the paper towel after you dry.
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10.1.3 Gloves – Contact Precautions
•
•
•
•
•
•
•

Remember gloves do not replace handwashing.
Gloves are not required for routine activities in which contact is limited to intact skin.
Wear gloves during any procedures and patient care activities that are linked or that are
likely to generate splashes or sprays of blood or body fluids.
When you are cleaning contaminated items, linen or handling waste that may generate
splashes or sprays of blood or body fluids.
When you are performing invasive procedures to protect yourself and the patient
To protect immunocompromised patients.
If there is a health alert and gloves are required. For example, a patient with C – difficile.

How to remove Dirty Gloves
•
•
•
•
•
•

Remove your gloves carefully to prevent contaminating yourself as you are doing so.
Always wash your hands after removing your gloves.
Change your gloves between clean and dirty procedures-even on the same patient.
Change gloves after contact with contaminated items i.e. linens.
Single used disposable gloves should not be reused or washed.
Purchase gloves that meet national standards for gloves.
10.1.4 Masks

When to use a mask
•

•
•

When you are in close contact e.g. within one meter of a person who is suspected of
having a communicable disease that is droplet spread for example, patient who is
coughing or sneezing or if you suspect you may be ill.
To protect immunocompromised patients.
When there is a health alert in effect that requires you to wear surgical masks.

How to remove a Dirty Mask Properly
•
•
•
•
•
•
•

Remove your mask carefully to prevent contaminating yourself as you are doing so.
Remove soiled gloves; wash your hands prior to removing the mask.
Hold your mask with your hand, (remember, now your hand and the outside of the
mask are dirty.
Undo the ties and then pull the mast directly away from your face.
Do not drag the mask up or down over your face.
Discard your mask and gloves.
Always wash your hands after you have removed your mask.
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10.1.5 Infection Control Re-Environmental Surfaces
•
•
•
•

In all practical classrooms and clinic all surfaces should be cleaned immediately once
visible soiled.
Items that come in contact with patients, such as tables, blood pressure cuffs, and
stethoscope should be cleaned routinely in between patients.
Linens should also be disposed or laundered between patients.
Clean up of body fluid spills or other secretions need immediate attention.
10.1.6 General Housekeeping

•
•
•
•

Cleaning involves the use of a low-level detergent disinfectant.
Quaternary ammonium compounds.
3% hydrogen peroxide-based products.
Some disinfectants may be hazardous, (WHMIS) Workplace Hazardous Materials
Information Beware of labels of the containers of hazardous materials.

11.0 HYGIENE AND SANITATION PROCEDURES
All Registered Massage Therapy student interns must diligently comply with the following
hygiene and sanitation requirements at all times. The College’s Clinic Hygiene and Sanitation
practices are set in accordance with the College’s health and safety policies and practices.

11.1 Intern Hygiene Practices
1. Hands & forearms must be washed before and after every massage. Utilize a combination of
lukewarm water and antibacterial soap which is provided outside treatment rooms for a
minimum of 1 minute. Hands and forearms must be thoroughly washed including between
the fingers, and under and around finger nails. Finger nails MUST be maintained short and
clean.
2. Use paper towels, towel or tissue on doorknobs when entering and leaving the treatment
room during a clinic shift to prevent spreading of pathogens.
3. Ensure that you have showered or bathed if perspiration is a problem for you. Please bring an
extra shirt to change into between patients and toiletries for an extra shower. Please use an
unscented deodorant or antiperspirant.
4. Do not use perfumes, essential oils, aftershave, colognes or other strongly scented compounds
while in clinic.
5. Make sure your hair is tied back; nails are groomed and clean at all times; and jewelry is
removed prior to commencing any patient treatments.
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6. Each student intern must dress appropriately according to the College’s clinic dress code
policy. No sandals, shorts, jeans, sports-wear, skirts, or t-shirts are permitted. Socks must be
worn at all times.
7. Keep a toothbrush, toothpaste, mouthwash, and mints/gum on hand for use after meals or
after smoking.
8. Never touch a patient’s open cut or open wound, always use gloves or cover and avoid
working in that area.
9. If the intern therapist has any cuts or abrasions on their hands, finger cots or gloves must be
utilized.
10. If you are exhibiting signs and symptoms associated with the Flu and Colds, please check
with Clinic supervisor prior to commencing patient treatments.
11. Submit your first aid and CPR certification documentation as well as vaccination records to
the College’s Clinical Administrator prior to the first day of clinic.
12. Please be aware of and familiar with the contents and location of College first-aid kits:
• Location I: On top of the filing cabinet in the Clinic Instructor’s office
• Location II: At Clinic Reception
• Location III: At the Student Services Office
• Location IV: On the 2nd floor outside of the janitor’s room
• Location V: On the 3rd floor in the lounge area
• Location VI: On the 1st floor beside the Staff Room
• Location VII: On the 1st floor in the Practical Department head’s office.
13. In the event of accidents, illness, or injuries, please complete an Accident-Injury-Incident
report form (see Appendix C) and contact the clinic supervisor on duty immediately.

11.2 Patient Hygiene Practices
1. If the patient exhibits any signs and symptoms of Biological Communicable Diseases
such as: Colds, Flu, or Herpes please inform the clinic supervisor and employ
preventative measures prior to commencing the treatment.
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2. If the patient presents with a known history or exhibits signs and symptoms of
Meningitis, Tuberculosis, Severe Acute Respiratory Syndrome (SARS), Methicillin
Resistant Staphylococcus aureus (MRSA), Vancomycin-resistant enterococci (VRE),
Measles or Mumps, please inform the clinic supervisor and employ preventative
measures prior to commencing the treatment (refer to 3.ii).
3. If the patient presents with a known history or exhibits signs and symptoms of HIV
infection (AIDS) or Hepatitis, please inform the clinic supervisor and employ
preventative measures prior to commencing the treatment.
i.
ii.

iii.

iv.

All known or suspected cases of patients with Hepatitis or HIV infections must be
treated with professionalism and confidentiality
Routine Precautions appropriate to Massage Therapy would require the use of
gloves, gowns, and/or masks in the unlikely event of coming into contact with
bodily fluids. Please remember as massage therapist we DO NOT massage on or
around open wounds on any patient of any health status.
According to the Canadian Center for Occupational Health and Safety, the known
modes of transmission include: unprotected intercourse, contaminated needles,
blood transfusions, prenatal infection, and organ transplants.
Transmission methods other than those listed above are extremely rare;
however, the possibility still exists. The Laboratory Center for Disease Control
recommends using “routine precautions specific to massage therapy” to prevent
the spread of HIV in the workplace (refer to 3.ii).

4. If the patient presents with a history or exhibits signs or symptoms of dermatological
conditions such as: Contact Dermatitis, Eczema, Psoriasis, Severe Acne, Sores & Ulcers,
Athlete’s Foot, Sun burns, please inform the clinic supervisor and employ preventative
measures prior to commencing the treatment (refer to 3.ii).

11.3 Sanitation Practices
1. Do not bring any food or beverages whatsoever into the clinic area.
2. Ensure that linens are laundered with bleach after every use (Laundry).
3. Ensure laundry bins and hampers are cleaned with disinfectant to avoid mold and
mildew build up (laundry).
4. Ensure all tables and surfaces are disinfected with Viralex T36® and wiped down prior to
and after each treatment.
5. Ensure all pillows in your room are wiped down with Viralex T36® at the end of your
shift.

Health and Safety Manual

32

2022
6. Ensure all reusable implements are washed, immersed in water, disinfected and allowed
to soak for at least 30 minutes following usage.
7. Ensure all electrical equipment is wiped down with Viralex T36®.

12.0 MEDICAL EMERGENCY PROCEDURES
WCCMT’s Medical Procedure information and Guidelines are to be utilized and applied when a
student, faculty, staff member or Public Clinic patient has incurred or presented at the College
with a serious injury or medical condition.
Please utilize the information and guidance provided in this document to assist you in assessing
the situation/condition presented to you and in responding accordingly to safeguard the person’s
health and well-being.

12.1 PROCEDURE FOR MEDICAL EMERGENCY
1. Assess the Situation/Condition

Is it safe for students, faculty, staff and clinic patients? NO
YES

2. Call First Responder
• Clinic & Library – Clinic Supervisor
• Classroom – RMT Instructors
3. remain calm and reassure everybody

•
•
•
•
•

a. Call 911
b. Get First Aid Kit
c. Initiate First Aid/ CPR. Call for ambulance
d. Weekday: contact Keith Bootsma
Weekend: contact receptionist
•

•

Assess the Person

•
•
•

Call 911

Is the person unresponsive?
YES
Call 911
Is there severe bleeding?
Does the person appear to be presenting with a life threatening condition?
NO

4. Reassure the patient & position them comfortably in the designated lie-down space

•

5. Ask “Do you want us to call 911?”

YES

Call 911

6. Provide appropriate First Aid after obtaining consent
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•

7. Ask “Do you want us to call your family?” YES

Call family

8. Advise to go to ER or Family Physician
9. Complete an Accident-Injury-Incident Report Form and forward to the College’s Health and Safety
Officer, Dr. Cidalia Paiva.

12.2 First Aid for Most Likely to Present as Medical Emergencies
12.2.1 Angina
If one of the coronary arteries becomes narrowed or hardened, the blood supply feeding that
part of the heart muscle becomes limited. When the heart works harder and needs more blood,
it can’t get the oxygenated blood it needs through the narrowed coronary arteries. This causes
pain or discomfort in the chest which might spread to the neck, jaw, shoulder and arms. Angina
doesn’t usually last long and goes away if the person rests and takes prescribed medication.
12.2.2 Heart Attack
A heart attack happens when heart muscle tissue dies because its supply of oxygenated blood
has been cut off. Usually, a blood clot gets stuck in a coronary artery that has been narrowed
through atherosclerosis. If the heart attack damages the heat’s electrical system, or if a lot of
heart muscle is affected, the heart may stop beating properly -- This is Cardiac Arrest.
Signs & Symptoms:
• Heaviness in the chest
• Tightness in the chest
• Squeezing of the chest
• Pressure on the chest
• Crushing of the chest
• Indigestion
• Aching Jaw
• Sore Arms
First Aid for Angina/ Heart Attack
1.
2.
3.
4.

Call 911.
Place patient at rest in the most comfortable position – usually semi-sitting.
Reassure patient and loosen tight clothing at the neck, chest and waist.
Help the conscious patient to take their prescribed medication.
➢ If the patient has no prescribed medication or there is no relief after the
first medication, ask the patient if they have any allergies to Aspirin or if
the Doctor told them not to take Aspirin. If not, suggest chewing 2 – 81mg
Aspirin.
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5. If the patient loses consciousness or stops breathing, start CPR with
compressions.
12.2.3 Stroke & TIA
If a blood clot blocks a narrowed artery in the brain and the part of the brain beyond the clot
doesn’t get the oxygen it needs the brain tissue dies. This is called a stroke or Cerebrovascular
Accident (CVA)
A condition similar to stroke is a Transient Ischemic Attack (TIA). A TIA is caused by a lack of
oxygen to part of the brain. It has the same signs and symptoms of stroke, but may not be as
apparent. A TIA usually lasts from a few minutes to several hours and leaves no permanent brain
damage. Although a TIA itself is not life-threatening, it is a warning sign that a stroke may follow.
A TIA that lasts longer than 24 hours is considered a stroke.
Signs and Symptoms:
The manifestation of Stroke/TIA depends on what part of the brain is affected. Often, only one
side of the body shows sign because only one side of the brain is affected. Remember F.A.S.T. as
a way to check for signs of stroke and to get immediate help:
•
•
•
•

Facial Droop – one side of the face doesn’t move as well as the other side
Arm Drift – have the casualty hold both arms out. One arm may not move or drifts down
compared to the other arm.
Speech – the casualty slurs words, uses the incorrect words or not able to speak
Time – get immediate medical help; the earlier a stroke is treated the better the
outcome.

First Aid for Stroke/TIA
1.
2.
3.
4.
5.
6.

Call 911.
Place patient at rest in the most comfortable position – usually semi-sitting.
Give nothing by mouth.
Protect the patient from injury when they are lifted, moved or during convulsion.
Reassure the patient and keep him/her warm.
If the patient becomes unconscious or semi-conscious, place them in the recovery
position. If there is paralysis, position the casualty with the paralyzed side up.
7. Be prepared to begin CPR if the breathing stops.
12.2.4 Choking
A person chokes when the airway is partly or completely blocked and airflow to the lungs is
reduced or cut off. The choking patient either has trouble breathing or cannot breathe at all.
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Signs of Choking:
The most obvious sign of choking is grabbing the throat. You need to know how to recognize
whether a choking person has a mild or severe obstruction because the applicable first aid
intervention differs for the two situations.
Mild Obstruction

Severe Obstruction

Able to speak

Not able to speak

Eyes shows fear

Eyes shows fear

Forceful coughing

Weak or no coughing

Wheezing and gagging between coughs

High pitched noise or noise when trying to
breath

Red or flushed face

Grey face and blue lips and ears

Grabbing the throat

Grabbing the throat

First Aid for Choking
1. Ask somebody to call 911 and stay with the patient.
2. If the patient can cough forcefully, speak or breathe don’t touch them. Tell them to try to
cough up the object.
If you think there might be a severe obstruction, check by asking, “Are you choking?” If
the patient cannot cough forcefully, speak or breathe:
a. Give up to 5 sharp blows between shoulder blades using the heel of your hand.
b. If the obstruction is not cleared begin 5 abdominal thrusts (Heimlich Maneuver)
to remove the blockage.
c. If the object is not removed, repeat back blows and abdominal thrusts until either
the object is removed or the patient becomes unconscious.
3. If the patient becomes unconscious, perform CPR.
12.2.5 Asthma
Asthma (also called “bronchial asthma”) is a respiratory illness in which the person has
repeated attacks of shortness of breath, often with wheezing and coughing.
Signs & Symptoms:
•
•
•
•
•

Shortness of breath with obvious trouble breathing.
Coughing or wheezing.
Fast and shallow breathing.
Patient sitting upright trying to breath
Anxiety, tightness in the chest
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First Aid for severe Asthma
•
•
•
•

Call 911.
Have patient stop any activity and place them in the most comfortable position
for breathing.
Help the patient take their prescribed medication.
Reassure & stay with the patient until medical help takes over.

12.2.6 Severe Allergic Reaction (Anaphylaxis)
A life threatening breathing emergency can result from a severe allergic reaction called
Anaphylaxis. This reaction usually happens when a substance to which the patient is very
sensitive enters the body.
Signs & Symptoms:
•
•
•
•
•
•

Flushed skin
Hives
Itching
Trouble breathing or Noisy Breathing
Low blood pressure
Weak, rapid pulse

First Aid for Severe Allergic Reaction
•
•
•
•

Call 911.
Have the patient stop any activity and place them in the most comfortable
position.
Help the patient take their prescribed medication
Reassure & stay with the patient until medical help takes over.

12.2.7 Head Injury
Head Injury refers to a serious injury of the head where brain function is or may be affected.
Head Injuries include skull fractures, brain concussion and brain compression. Such injuries are
frequently complicated by unconsciousness. Fractures at the base of the skull often involve
injury to the cervical spine. For this reason, when you suspect a head injury, you should suspect
a neck injury.
Signs & Symptoms
•
•
•
•

Deformed skull
Swollen, bruised or bleeding scalp
Straw-colored fluid from nose or ear
Bruising around the eye and behind ears
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•
•
•

Confusion
Unequal pupil size
Convulsions

First Aid for Head Injury
1. Call 911.
2. If there is no breathing, begin CPR.
3. If blood or fluid is coming from the ear canal, secure a sterile dressing lightly over
the ear.
4. Protect area of depression, lumps or bumps or scalp wound. Use thick,
compressible dressing bandage in place.
5. Warn the patient not to blow their nose if there is blood or fluid coming from it.
Wipe away trickling blood to prevent it from entering the mouth
6. Reassure & stay with the patient until medical help takes over
12.2.8 Hyperventilation (Anxiety Attack)
Hyperventilation is a condition of “over breathing”. It can be caused by acute anxiety or
emotional stress, drug withdrawal, poisoning or for no obvious reason. A hyperventilation attack
can be very dramatic – the patient may be frightened, and the people with the patient may also
become upset.
Sign and Symptoms
•
•
•
•
•
•

Breathing is fast and deep
Patient may say: “I can feel my heart pounding!”
“I feel like I am smothering and can’t get enough air!”
“I’m having trouble swallowing.”
Pulse is rapid, skin color is usually good
Headache, chest pain, dizziness

First Aid for Hyperventilation
•
•
•
•

The aim is to calm the person and reassure them.
In a stress-related hyperventilation, quietly reassure and encourage the patient to
slow the rate of respiration and ease symptoms.
Ask the patient to match your normal rate and depth of breathing.
Advise them to seek medical help for evaluation and further care. Some serious
medical conditions look like hyperventilation
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13.0 EMOTIONAL DISTRESS
In order to ensure that we maintain a safe and healthy learning environment we need to be
aware of and attentive to emotional distress.
How can you tell if someone is experiencing emotional distress?
Look for the following;

•
•
•
•

Expressions of suicidal thoughts or intent.
Expression of violence towards others.
Severe loss of emotional control.
Bizarre behavior or gross impairment in thinking ability.

If you see any of the signs described above, follow this procedure.
•
•
•
•
•

Contact the College’s Health and Safety Officer from your cell phone or from the on-site
phone in the reception area.
Advise that you have a person in emotional crisis who needs emergency assistance.
The College’s Health and Safety Officer will call 911 and then proceed to your location to
provide support.
Stay with the person needing assistance unless your safety is threatened.
Once emergency responders are on the scene they will evaluate the situation and
determine the appropriate course of action.

13.1 Helpful Community Agencies
Below are contact numbers for helpful community agencies who provide counseling for people
in distress.
BC- wide toll-free – 1- 800-suicide (1-800-784-2433)
Vancouver – 604 - 872-3311
Coquitlam, Port Coquitlam, Port Moody, Pitt Meadows, New Westminster – 604 - 540-2221
Surrey, White Rock, Langley, North Delta – 604 -951-8855
Mind Check - offers access to mental health and addictions information for youth and young
adults, and includes information about anxiety, depression, substance abuse, psychosis
and other mental health and addiction issues that challenge young lives. Please visit
www.mindcheck.ca for more information.
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14.0 HEALTH AND SAFETY PRECAUTIONS FOR CLEANING STAFF
14.1 What are some general tips to remember about sanitation?
It is important that all facilities are free from garbage, debris, dirt and potentially infectious
materials.
DO
•

•

•
•
•
•
•
•

Follow procedures and safe work
practices recommended by your
employer.
Check product labels and MSDSs to
know the potential hazards and safe
work practices for all cleaning and
disinfecting products you use.
Wear personal protective equipment
and clothing recommended by your
supervisor.
Use cleaning products appropriate to
your workplace and according to the
supplier’s recommendations.
Always clean and wash surfaces/areas
thoroughly before disinfecting them.
User germicides or diluted bleaches
(e.g. sodium hypochlorite) to disinfect
areas as required.
Wash hands thoroughly with warm
water and soap, after removing
gloves.
Report to your supervisor all spills,
accidents, incidents, etc.

DO NOT
•

•

Do not eat, drink, or smoke while
using bleaches, cleaning agents,
disinfecting agents or other chemical
products.
Do not leave open containers of
bleaches, paints and solvents in the
washroom or other areas used by
other staff, faculty, students, visitors
or other members of the public.

14.2 What are some tips about cleaning blood and body fluids?
Use these suggestions when you may come in contact with blood or body fluids visibly
contaminated blood (for example, when you can see blood in vomit). It is important to follow
these tips as blood may spread certain illnesses. When cleaning and decontaminating blood –
contaminated areas:
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DO
•
•
•
•
•
•

DO NOT

Wear gloves and use disposable
towels or other means of cleaning
that will prevent direct contact
Decontaminate the area with an
approved germicide or a 1:100
solution of household bleach.
Wash and disinfect all the equipment
used when you were cleaning.
Discard all soiled cleaning materials in
a leak-proof plastic bag.
Wash hands thoroughly with warm
water and soap, after removing
gloves.
Change/Dispose gloves after each
task/exposure.

14.3 What should you know about bio-hazardous waste?
Occasionally, you may encounter discarded hypodermic needles, syringes, condoms, objects,
materials or fluids contaminated with blood and body fluids. You must exercise special
precautions in handling such materials/objects. Often these biological wastes are contaminated
with “germs” or other micro-organisms which can make you ill. Major concerns are the spread of
hepatitis B and AIDS.
DO
•

•
•
•
•

Ask your supervisor for training to be
able to:
- Understand potential
hazards
- Be familiar with
regulations
Consider all biological wastes as
infectious.
Handle all contaminated wastes
carefully to prevent body contact and
accidental injury.
Wear puncture-resistant gloves and
safety boots appropriate for the
situation.
Dispose of infectious waste in a
puncture-resistant container such as a
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•
•
•
•

Do not load the container beyond its
capacity.
Do not compact infectious waste. This
process may disperse the
contamination.
Do not mix infectious waste with
regular garbage or trash.
Do not reach into any waste container
or receptacle which may contain
hazardous waste.
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•

•

•

bucket or box with a secure lid and
lined with leak-proof, punctureresistant plastic.
Put a biological hazard symbol on the
container.

Wear leather gloves and empty waste
paper baskets (or other containers) by
holding container on the outside. DO
NOT empty or carry the container by
putting your fingers on the inside.
Call your local public health
department or police for further
assistance.

14.4 WHMIS Classification
A controlled product is a product that falls into one or more of the hazard classes described
below. Manufacturers and suppliers classify these products and assign one or more of the
appropriate hazard symbols. There are eight Workplace Hazardous Materials Information System
(WHMIS) hazard symbols.
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14.5 Emergency Eye Wash Information
The Occupational Health and Safety Act made it mandatory that Emergency Eye Wash and Deluge
Shower Equipment be located wherever there is a potential danger from exposure to hazardous
materials. The Act states in Section 128 “Where a worker is exposed to a potential hazard of
injury to the eye due to contact with a biological or chemical substance, an eye wash fountain
shall be provided.”
The First 10 Seconds Are Critical – Toxic substances, when coming in contact with the eye,
immediately begin to damage sensitive eye tissues. The longer they remain in contact, the
greater the damage to the eye. Besides tissue damage, acids and alkali can change the pH in the
eye itself. When the pH of the eye begins to move beyond the narrow tolerable range, severe
eye damage, including blindness, may result. Therefore, it is imperative to begin flushing as
quickly as possible after the eye comes in contact with a harmful substance, the first 10 seconds
are critical.
Eyewash is a fluid commonly Saline, used in the aid of rinsing of the eye. Eyewash may also
describe the apparatus used to physically wash the eyes in the case that they may be
contaminated by foreign materials or substances.
The different eye wash devices are available on market. At WCCMT New Westminster campus,
we have the device available at the 1st and 2nd floor (student lounge area and Clinic) with clear
information on how to use it. Reminder: All eye care solution dispensed from bottles should be
used directly from the manufacturer’s original sealed, sterile bottle. For your protection, these
bottles have an expiry date and include a tamper proof seal to ensure the solutions integrity is
intact. Once the bottle’s tamper proof seal has been broken, or the solution has been partially
used, the bottle and remaining solution must be discarded and replaced with a new sealed bottle.
Eyewashes may be beneficial to those with sensitive eyes and can provide relief to the painful
side effects of sensitivity. However, prolonged usage of such products will cause mild side effects
such as the reddening of the eye and/or pupil and cause itchiness. If symptoms occur, it is best
to see one’s family doctor.

14.6 First Aid Station
Our first aid station is located at:
•
•
•

Third floor, lounge area
Second floor, outside the janitor’s room and right beside the back door entrance
First floor, lobby area

We also have a first aid kit available at the reception area and in our clinic instructor’s office.
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First Aid Kit contain adhesive bandages, alcohol pads, antiseptic wipes, instant cold packs,
combination dressings, tweezers, gauze bandages, adhesive pads, scissors, tape, ointments,

15.0 ACCIDENT – INJURY – INCIDENT REPORT FORM
15.1 Instructions to Staff Completing Accident-Injury-Incident Report Forms
The top section of this reporting form should be completed by the injured party if possible.
If they cannot complete it by themselves then please assist them.
Please ensure that you collect all identifying information about the student, faculty, staff member
or patient involved in the accident, injury or incident. Please also ensure that you provide any
witness names on the form. Please complete the form preferably in typed script.
The bottom section of this reporting form should be completed by the appropriate College
personnel. Please ensure that you report any first aid given and follow-up as needed.
Forward the completed form in its entirety immediately to the College’s Health and Safety
Officer.
The College’s Health and Safety Officer will retain all accident, injury, incident report forms. She
will ensure that these are maintained separately for students, employees and clinic patient
records and all information in these forms will remains confidential unless disclosure is required
or permitted by law.
Important Note: if immediate corrective action needs to be taken at the location of the incident,
inform the College’s Health and Safety Officer immediately.
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Accident/ Injury / Incident Report Form
Part A – To be Completed by Injured Person
Full Name:

☐ Student

☐ Faculty

☐ Staff

☐ Other:

Street Address:

City/Province/Postal Code:

Phone Number:

Email Address:

Date of occurrence:

(MM/DD/YYYY)

Time of occurrence:

Location of accident/injury/incident:
Instructor’s Name (if applicable):

Course Name (if applicable):

Clinic Shift (if applicable):
Description of what occurred:

Did an injury occur?

☐Yes

☐ No

Description of the injury/damage i.e. what part of the body and exactly what is the nature of
the injury i.e. burn, scrape, sprain, etc. (if applicable) what was damaged:
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Name of witnesses present & contact information:
Witness 1:

Contact:

Witness 2:

Contact:

Witness 3:

Contact:

Name of attending personnel who provided assistance/support/first aid:
Signature of reporting person:

Date:
(MM/DD/YYYY)
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Accident/ Injury / Incident Report Form
Part B – To be Completed by Attending Personnel
Full Name:

☐ Student

☐ Faculty

☐ Staff

☐ Other:

Full Name of Injured Person:

Date of accident/injury:

(MM/DD/YYYY)

Time of accident/injury:

Location of accident/injury:
Description of accident/injury (as observed or as communicated by injured person or
witnesses):

Did an injury occur?

☐Yes

☐ No

Description of the injury i.e. what part of the body and exactly what is the nature of the injury
i.e. burn, scrape, sprain, etc. (if applicable):

Description of First Aid Provided:
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Referred to:

☐ Emergency

☐ Doctor

☐ Home

☐ Other (please specify):
Description of Follow up Remediation if required for dealing with defective, equipment
resources etc.:

Referred to the College’s Health and Safety Officer for Investigation?

☐Yes

☐No

Date of Referral (if applicable): (MM/DD/YYYY)

Rationale for Referral:

Signature:

Date:
(MM/DD/YYYY)
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16.0 CRIME REPORTING FORM
If any member of our College community observes a crime or if any person reveals to you that he/she
learned of or was a victim of, perpetrator of, or witnessed any crime immediately contact the College’s
Director of Operations and complete this form. Please attach any supporting documentation you may
possess e.g. photos, video, email and or other supporting documents.
Incidents must be reported to the College’s Director of Operations as they occur. If you have any questions
regarding completing this form you can contact Maria Clemente, Director of Operations, at 604-520-1844
Ext. 220.
Full Name:
☐ Student

☐ Faculty

☐ Staff

☐ Other:

Street Address:

City/Province/Postal Code:

Phone Number:

Email Address:

Date of occurrence:

(MM/DD/YYYY)

Time of occurrence:

Location of the crime:
Identify the parties involved:

Please provide a detailed description of the incident/concern using specific concise, objective
language. Please make sure to include all relevant information of what happened during the incident:

Supporting documentation. Please attach any supporting documentation you may possess e.g.
photos, video, email and or other supporting documents
Witness 1:

Contact:

Witness 2:

Contact:

Signature of reporting person:
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16.1 Definition of Crimes
Please read the following definitions of reportable crimes to assist you in helping to ascertain and
describe the crime you are reporting.
16.1.1 Robbery
Taking/attempting to take something by force, violence, threat or by causing the victim to feel
fear.
16.1.2 Aggravated Assault
Unlawful attack upon another with intent to inflict severe injury or great bodily harm.
16.1.3 Burglary
Unlawful entry into a structure to commit a felony or theft.
16.1.4 Arson
Willful or malicious burning/attempt to burn a structure, vehicle or personal property of another.
16.1.5 Illegal Weapon Possession
Possession of any weapon (gun, knife etc.) that may inflict harm or injury upon another person
on campus.
16.1.6 Stalking
Engaging in a course of conduct directed at a specific person that would cause a reasonable
person to; fear for his or her safety or the safety of others; or suffer substantial emotional
distress.
16.1.7 Sexual Offenses
Participating in any prohibited behaviour(s) s explicitly identified in the College’s Violence and
Sexual Misconduct Policy. These are as follows:
•
•
•
•
•
•
•

Sexual assault
Sexual harassment
Sexual exploitation
Sexual harassment
Indecent exposure
Voyeurism
The distribution of a sexually explicit photograph or video of a person to one or more
persons other than the person in the photograph or video without the consent of the
person in the photograph or video and with the intent to distress the person in the
photograph or video
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•
•

The attempt to commit an act of sexual misconduct
The threat to commit an act of sexual misconduct

17.0 EMERGENCY SUPPLIES
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Garbage bags
Food bars 3600 Cal (five-year shelf life)
125 ML water packets (five-year shelf life)
8-12 hour light sticks
Emergency blankets
Compact rolls of toilet paper
Boxes of weatherproof matches
Tarp (size: 8 x 10)
Whistles
Dust masks
Pair of gloves
Crowbar
Flashlight with batteries
Shakelight
Safety goggles
Duct tape
Safety vests
Hard hats
Polypropylene rope
Multi-screwdriver
Hardhats
Sledgehammer
Camp axes
Army knife
Search and rescue bag
AM/FM radio with batteries

18.0 SCHOOL CLOSURE PROCEDURE
Please remember that in the event of an emergency closure of the school for whatever reason
we must all ensure that we responsibly follow the plan provided below to the best of our abilities.

18.1 Procedure and Process
1. Determining if we have a valid reason to call for a school closure
The Director of Compliance will consult with the Curriculum Coordinator re the following:
•

Nature of the problem
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•
•

Pertinent information relevant to deciding risk and need to close school
Decision and implementation of plan for school closure

For example, if fire is the emergency (unless of course our building is on fire in which case we
must follow our Fire Plan and everyone evacuate the building immediately as planned per our
fire drill), the extent of the fire, damage to facility, risk of health and safety as advised by the City
of New Westminster Fire Marshall or delegate.
In case of inclement weather advisement by local media in the lower mainland and the City of
New Westminster. Specifically, whether or not the public schools in the lower mainland have
been or will be closed as a result of the inclement weather.
2. Director of Operations to consider information provided by the Curriculum Coordinator and
forward recommendation to Brian Goldstein.
3. Mr. Goldstein will approve or reject recommendation.
4. If recommendation is approved, we must proceed with the College’s communication plan
provided below.

18.2 College’s Communication Plan in Case of Emergency or Inclement Weather
Please remember we are all responsible for ensuring that effective communication always occurs
for an approved school closure
The Director of Operations will create an email communication re the closure and forward to the
Director of Compliance, the department heads, and the admin staff.
The department heads i.e. Academic, Practical and Clinic Administrators will contact staff who
would be working that day and advise them of the closure.
The Director of Operations will place a written notice of school closure on all school entries ASAP
(if applicable).
The Student Services Coordinator will forward an e-mail to class reps to contact their fellow
classmates and advise them of school closure.
The Clinic Administrator, Scheduling and Logistics will record the Director of Operations’ closure
communication on the College’s voice mail ASAP.
The Marketing Coordinator will place the same message on the College’s web site home page
ASAP.
The Admissions Coordinator will contact Intro Students, Bio prep course students, and any
scheduled Student for a Day participants, as applicable, and advise them of the school closure.
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The Co-Clinic Administrators will contact clinic patients who would be coming in for the day and
advising them of the school closure.

18.3 Ongoing Operations
Even if the school is closed for an important reason all full time senior management staff of the
College are expected to continue with their work at home and fulfill all obligations of their job
descriptions from home.
Please ensure that you have access to your work email from home and a computer from which
to work from at home in the case of emergency or school closure.
Please also be reminded that all weekly reports are still required on time as scheduled despite
any required school closure. We must all be prepared to continue to offer our services to the best
of our abilities from home.
Specifically, this means that:
Operations and Accreditation services must have access to accreditation records and be
prepared to respond to accreditation requirements from home.
Student and Property Services must be prepared to have access to and respond to Student &
Property issues from home.
Admissions must be prepared to access and respond to prospective student email, web site and
telephone inquiries from home.
Finance must be prepared to access and respond to finance requirements from home.

19.0 CONTENT FOR FACILITY AND EQUIPMENT,
EMERGENCY AND CLINIC INSPECTION LOG

FIRE

AND

19.1 Equipment Resources and Supplies Maintenance and Safety Check Log
Please refer to the next page.
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Equipment Name

Schedule
for
Inspection

Person
Responsible

Date of Last
Inspection

Date of Last
Repair /
Maintenance

Date of Last
Replacement

Recommendation
Repair

Replace

A) CLASSROOM
Computers

End of
every
term

IT
Company

Tablets

End of
every
term

IT
Company

ELMO

End of
every
term

IT
Company

Handy
Cameras

End of
every
term

IT
Company

TV's

End of
every
term

AV
Company

Projectors

End of
every
term

AV
Company

Massage
Tables

End of
every
term

Handyman

End of
every
term

Handyman

Rolling Chairs

Stationary
Chairs

End of
every
term

Handyman

End of
every
term

Handyman

Head Pillows

Cervical
Pillows

End of
every
term

Handyman

Bone Box

End of
every
term

Practical
Education
Advisor

Health and Safety Manual

54

2022
Schedule
for
Inspection

Person
Responsible

End of
every
term

Practical
Education
Advisor

Hydrocollator

End of
every
term

Clinic
Administra
tor

Soaker Tubs

End of
every
term

Clinic
Administra
tor

Hydraulic
Hydrotherapy
Tables

End of
every
term

Clinic
Administra
tor

Ice Maker

End of
every
term

Clinic
Administra
tor

Head Pillows

End of
every
term

Clinic
Administra
tor

Cervical
Pillows

End of
every
term

Clinic
Administra
tor

Sheets/Towel

End of
every
term

Clinic
Administra
tor

Desks

End of
every
term

Clinic
Administra
tor

HVAC (Heat
Pumps)

End of
every
term

Contractor

Laundry
Machines

End of
every
term

Contractor

Laundry
Driers

End of
every
term

Contractor

Equipment Name

Full size
human
skeleton

Date of Last
Inspection

Date of Last
Repair /
Maintenance

Date of Last
Replacement

Recommendation
Repair

Replace

B) CLINIC

C) FACILITY

Health and Safety Manual

55

2022
Schedule
for
Inspection

Person
Responsible

Escalator

Monthly

Service
Provider

Photocopy
Machines

End of
every
term
and as
needed

Library
Computers

End of
every
term
and as
needed

Water Coolers

Monthly

First Aid Kits

Monthly

Health &
Safety
Officer

Telephones

As
needed

Service
Provider

Electrical
Outlets

As
needed

Contractor

Equipment Name

Date of Last
Inspection

Date of Last
Replacement

Recommendation
Repair

Replace

Service
Provider

IT
Company

Service
Provider

D) FOLLOWED MANUFACTURER’S INFO:
______________ NO

Health and Safety Manual

Date of Last
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Maintenance

_____________ YES
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19.2 Fire and Emergency Inspection Log Sheet
Fire and Emeregency Inspection Log Sheet

N/A

Facility and Equipment

NO

Inspector(s): __________________________

YES

Date of Inspection: _________________

COMMENTS

1. Does the College have a fire plan?
2. Are duties and responsibilities
related to fire and school
evacuation clear and well
communicated?
3. Are fire extinguishers in place,
charged and inspected?
4. Are exits properly marked?
5. Does the College conduct at least
one fire drill per year?
6. Is the College community aware of
earthquake and evacuation
procedures?
7. Does the community know where
the emergency response cabinet
is?
8. Doe the College have emergency
supplies as listed in the College’s
Health and Safety Manual?
9. Is someone on each floor trained in
First Aid and CPR?
10. Does the College possess safety
resources in the event of
evacuation?
11. Does the College have a protocol
for dealing with theft, vandalism or
assault?
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12. Does the College have a lockdown
procedure for emergencies?
13. Does the College utilize an
accident, injury, incident reporting
form?
14. Does the College provide
information to students, faculty
and staff re: helpful community
agencies for people in distress?
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19.3 Facility Cleaning & Maintenance Schedule and Log
Completed By:

1. Entrance Way

Daily

2. Classrooms

Daily

3. Student Lounge

Daily

4. Hallways

Daily

5. Stairways

Daily

6. Escalators

Daily

7. Locker Area

Daily

8. Lockers

Daily

9. Bathrooms

Daily

10. Shower Rooms

Daily

11. Change Rooms

Daily

12. Administrator Offices

Daily

13. Staff Lounge

Daily

14. Boardroom

Daily

Health and Safety Manual

COMMENTS

N/A

NO

Confirmation
on Inspection
Date

YES

Facility is clean, uncluttered and in
good repair.

FREQUNCY

Inspection Date:
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15. Reception Office

Daily

16. Clinic Hallways

Daily

17. Clinic Treatment Rooms

Daily

18. Library

Daily

19. Storage Closets

Daily

20. Janitor’s Closet

Daily

21. Horizontal Surface Dusting

Weekly

22. Water Coolers

Weekly

23. High surface dusting

Monthly

24. Baseboard Dusting

Monthly

25. Furniture cleaned and vacuumed

Monthly

26. Fire exits swept

Monthly

27. Glass display case dusted

Monthly

28. Carpets full clean

Annually
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Exterior of building Daily
on Columbia Street
– cleaning

Cleaning
Staff

Exterior of building Daily
on Clarkson Street cleaning

Cleaning
Staff

Exterior of building Annual
on Columbia Street
– power-washing

Handyman

Exterior of building Annual
on Clarkson Street
– power-washing

Handyman

Exterior of building As
on Columbia Street needed
– painting

Contractor

Exterior of building As
on Clarkson Street needed
– painting

Contractor

Pest Control

Contractor

Monthly
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Maintenance

Date Completed

N/A

NO

Confirmation
on Inspection
Date

YES

RESPONIBLE

AREAS

FREQUNCY

19.4 Cleaning and Maintenance: Building & Grounds Schedule and Log
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Window Cleaning

Annual

Required
Maintenance

Date Completed

N/A

NO

Confirmation
on Inspection
Date

YES

RESPONIBLE

AREAS

FREQUNCY
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Contractor

Roof
– As
Handyman
maintenance check needed /
min.
each
term
Exterior
Signage As
(Columbia
and needed
Clarkson Streets)

Contractor

Exterior Lightening

As
needed

Handyman

Courtyard

As
Handyman
needed /
min.
each
term
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19.5 Classroom Infection Prevention and Control Log Sheet

1. Is the classroom facility clean and
do those responsible for cleaning
follow appropriate hygiene
protocols?

Daily

Cleaning
Staff

2. Are the sinks inside the classrooms
sanitized? Is there antiseptic soap,
hand sanitizer and paper towels
available?

Daily

Cleaning
Staff

3. Are massage tables and cradles
sanitized with an antiseptic agent as
per our Health and Safety Manual?

After each
student
exchange

Student

4. Are pillows sanitized with an
antiseptic agent

End of
each class

Student

5. Are pillows retained in their proper
receptacle?

End of
each class

Student

6. Do students and instructors follow
the infection prevention and control
protocols i.e. as outlined in Section
10 & 11 in the Health and Safety
Manual

Daily

Laundry Staff

7. Do all RMT instructors have current
First Aid and CPR training?

Health and Safety Manual

Prior to
hiring;
Ongoing

COMMENTS

N/A

NO

Confirmation
on Inspection
Date

YES

Facility and Equipment

RESPONIBLE

Inspector(s):

FREQUNCY

Date of Inspection:

Curriculum
Coordinator
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19.6 Clinic Infection Prevention and Control Log

1. Is the clinic facility clean and do
those responsible for cleaning
follow appropriate hygiene
protocols?

Daily

Cleaning
Staff

2. Are the sinks outside the clinic
treatment rooms sanitized? Is there
antiseptic soap and paper towels
available?

Daily

Cleaning
Staff

3. Are massage tables and cradles
sanitized with an antiseptic agent as
per our Health and Safety Manual?

Between
each
Patient

Student
Intern

4. Are pillows and blankets retained in
their proper receptacle?

End
Shift

of Student
Intern

5. Are pillows sanitized with an
antiseptic agent?

End
shift

of Student
Intern

6. Are linens laundered after each
individual use?

Daily

Laundry
Staff

7. Are blankets laundered as required
and as a minimum at the end of
each term?

As
required/
minimum
end
of
each term

Student
Intern
Laundry
Staff
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NO

YES

RESPONIBLE

FREQUNCY

Facility and Equipment

Confirmation
on Inspection
Date

/
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8. Do clinic treatment rooms have all
the essential supplies?

Weekly

9. Are the hydrocollator tank(s)
cleaned and sanitized?

As
Student
required/ Intern
minimum
once
every 30
days

10. Do student interns and instructors
follow the infection prevention and
control protocols i.e. as outlined in
Section 10 & 11 in the Health and
Safety Manual

As
Required

11. Have all student interns received
required immunization as per our
Student Clinic Handbook and Clinic
Instructors Manual?

Prior to Clinic
entering
Manager
Term 2

12. Do all student interns working in
clinical internship have current First
Aid and CPR training?

Prior to Clinic
entering
Manager
Term 2;
then
ongoing

13. Do all RMT supervisors have current
First Aid and CPR training?

Prior to Curriculum
hiring;
Coordinator
then
ongoing
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NO
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Clinic
Manager

Student
Interns and
Clinic
Instructors
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20.0 COMMUNICABLE DISEASE PREVENTION PLAN
WCCMT’s Health and Safety Sub Committee monitors the risk of communicable disease for our college,
in conjunction with local public health authorities. WCCMT has established this Communicable Disease
Prevention Plan to monitor all relevant information for our college, oversee our response plan and to
provide updates to students, faculty and staff as these become available.
The members of the WCCMT Health and Safety Sub Committee are:
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪

Nicole Freesman, Executive Director & SEA
Dr. Cidalia Paiva, Director of Compliance
Maria Clemente, Director of Operations
Amy VanSickle, Curriculum Coordinator
Keith Bootsma, Practical Education Advisor
Debbie Lizee, Clinic Administrator: Scheduling & Logistics
Cecile Pama, Clinic Administrator: Internal & External Relations
Lisa Fletcher, Clinic Coordinator, Victoria Campus
Kadauna Wilkes, Campus Director, Victoria Campus
Samantha Maegard, Admissions & Operations Coordinator, Victoria Campus

What is WCCMT doing to prepare for a pandemic or outbreak?
WCCMT’s Health and Safety Sub Committee has considered the impact an outbreak or pandemic might
have on WCCMT. Since the emergence of H1N1 in 2009 and the COVID-19 pandemic in 2020, the Health
and Safety Sub Committee has met on several different occasions to:
•
•

Review and revise our infection prevention and control plans
Implement infection prevention and control measures based on current recommendations by
the public health authorities, including:
o Providing and installing signs for recommended hand washing techniques and proper mask
use in WCCMT washrooms and around campus
o Providing and installing hand sanitizing stations at key public areas and in all classrooms
o Providing and installing Plexiglass barriers at the reception desk
o Investing in the audio-visual technology required to support remote class attendance
• Prepare for potentially high levels of absenteeism
• Support program continuity planning
Understanding the Risk
The Chair of the Health & Safety Committee is responsible for monitoring and reviewing communicable
disease-related information issued by the regional medical health officer and/or the provincial health
officer. Sources with information relevant to the WCCMT community include:
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Fraser Health Authority
Vancouver Coastal Health Authority
Vancouver Island Health Authority
The British Columbia Centre for Disease Control
Public Health Agency of Canada
British Columbia’s Ministry of Health

British Columbia’s Ministry of Advanced Education
& Skills Training
(for information relevant to private post-secondary
institutions)
College of Massage Therapists of British Columbia

https://www.fraserhealth.ca/
https://www.vch.ca
https://www.islandhealth.ca
BC Centre for Disease Control (bccdc.ca)
https://www.canada.ca/en/public-health.html
https://www2.gov.bc.ca/gov/content/governm
ents/organizational-structure/ministriesorganizations/ministries/health
https://www2.gov.bc.ca/gov/content/governm
ents/organizational-structure/ministriesorganizations/ministries/advanced-educationskills-training
https://www.cmtbc.ca/

Information from these sources will be monitored and reviewed as needed, and during times of
elevated risk for communicable disease transmission including cold and flu season in the fall and winter
months, and in the event of an outbreak at the College or in the region.
Reducing the Risk
The College has established policies to support infection prevention and control on campus, and to
support students, faculty and staff who have symptoms of communicable disease so they can avoid
being on campus when sick. In general, any student, faculty or staff who has symptoms of
communicable disease should avoid coming to campus while ill.
Students are allowed up to 20% absence from a course in cases of illness or emergency. Students may
be allowed to attend remotely with the provision of a doctor’s note or confirmed diagnosis of
communicable disease. Additionally, fees for exams/quizzes missed due to illness with a communicable
disease will be waived, upon provision of valid documentation attesting to the illness. Students are
advised to consult with the Student Services Coordinator in New West and with Student Services and
the Campus Director in Victoria as soon as possible in the event of prolonged illness or absence.
Faculty & staff who are experiencing symptoms of cold or flu should send notice to their supervisor as
soon as practicable to report their illness. If practicable as determined by the relevant supervisor, the
option to work from home may be available. In instances of short-notice (less than 24hrs notice)
absences due to illness, paid sick leave for those eligible will apply.
All students, faculty and staff are encouraged to follow precautionary measures including:
Immunization; daily self-monitoring for symptoms; staying home when sick; wearing masks when
recommended by public health; and good hand hygiene and cough etiquette. Individuals with symptoms
of COVID-19 should get tested immediately.
Ongoing risk reduction measures in place include the provision of hand washing and hand sanitizing
stations in all classrooms and throughout the campus with relevant signage; regular janitorial service
with frequent cleaning of high tough surfaces; regular maintenance and optimization of the building
ventilation system; free on-site flu clinics each year at the New Westminster campus.
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In circumstances of elevated risk, additional measures may be implemented. For example, increased use
of personal protective equipment and/or social distancing measures such as reduced seating in common
areas, staggered lunch breaks, grouping students into cohorts etc., depending on level of risk and
guidance from local health authorities.
It is to be noted that the College’s public clinic is identified as an area of elevated risk, given the high
number of members of the public accessing the clinic on a daily basis and the close contact between
student interns and their patients. It may be necessary at times to implement additional infection
prevention and control measures in the public clinic beyond those that apply to the other areas of the
campus.
Communication of Infection Prevention Policies & Procedures
Information on the College’s infection prevention policies and procedures can be found in the WCCMT
Health & Safety Manual. The Health & Safety Manual is provided to all incoming students, faculty and
staff electronically, and hard copies are available in the student services office and in the faculty lounge.
Further information is also included in the Student Clinic Handbook and the Clinic Instructor’s Manual.
Students will receive further training during their Term 2 Clinic Orientation.
During times of elevated risk, relevant updates will be sent out via e-mail to all stakeholders and notices
may be posted on the bulletin boards and digital displays on campus. Information about mandatory
measures is posted at all entrances to the building.
The following information on communicable disease prevention is collected from WorkSafe BC online
resource. For more information visit https://www.worksafebc.com/
What is Communicable Disease?
•

A communicable disease is an illness caused by an infectious agent or its toxic product that can
be transmitted in a workplace from person to person. Examples of communicable diseases that
may circulate in a workplace include COVID-19, norovirus, and seasonal influenza.

•

Communicable disease prevention focuses on basic risk reduction principles to reduce the risk of
transmission of COVID-19 and other communicable diseases. The fundamental components of
communicable disease prevention include both ongoing measures to maintain at all times and
additional measures to be implemented as advised by Public Health:
o

Ongoing measures — maintain at all times:
▪

Implementing policies to support individuals who have symptoms of a
communicable disease (for example, fever and/or chills, recent onset of
coughing, diarrhea), so they can avoid being on site when sick

▪

Promoting hand hygiene by providing hand hygiene facilities with appropriate
supplies and reminding everyone through policies and signage to wash their
hands regularly and to use appropriate hygiene practices
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o

▪

Maintaining a clean environment through routine cleaning processes

▪

Ensuring building ventilation is properly maintained and functioning as designed

▪

Supporting students, faculty and staff in receiving vaccinations for vaccinepreventable conditions to the extent that we are able

Additional measures — implemented as advised by Public Health:
▪

Being prepared to implement additional prevention measures as required by a
medical health officer or the provincial health officer to deal with communicable
diseases in the College or region, should those be necessary.

What are the responsibilities of all students, staff and faculty?
All members of WCCMT are asked to:
•

•
•

•
•

Follow recommendations provided by the health authorities and WCCMT to help stop
the spread of infection. Local health authorities include the Provincial Health Officer; the
BCCDC, Fraser Health and Vancouver Coastal Health.
Stay at home if you are sick. Remain at home until at least 24 hours after you are free of
fever (100° F [37.8°C]) without the use of fever-reducing medications.
Advise the Clinic Administration, if you are staying home due to a possible illness.
Information relating to any individual’s medical status is to remain confidential and kept
to a need-to-know basis.
Develop strategies for college and program continuity in anticipation of high
absenteeism.
Have a personal preparedness plan should you or a family member become ill.

Note that WCCMT requires a medical certificate for illness absences unless the student, faculty or staff
member has met with the Clinic Administration, and they have advised that individual to go home based
on their professional assessment of the symptoms that the individual has communicated to them.
Student Responsibilities:
•
•
•

Consult with the Clinic Administration if you are ill
Advise Student Services if you are ill or suspect you may have the flu or other illness.
Remain away from class and WCCMT until you are well enough to return (see paragraph
above).

Clinic Staff Responsibilities:
•
•
•

Consult with the Clinic Administration.
Remain flexible in your job function and responsibilities.
Advice your department head if you are experiencing or are caring for someone who is
ill.

Faculty:
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•
•
•
•

•

Support students who require special accommodation due to illness, including offering
options for completing course requirements.
Provide information to students on where they can obtain resources and support.
Advise Student Services and department heads of any illness-related absenteeism.
Consider ways in which you can offer course material, including assignments and exams,
in alternate formats, in the event that students are not able to participate in or attend
classes.
If you believe you may have contracted a communicable disease, consult with your
department head.

Department Heads:
•
•
•
•
•
•

Assist WCCMT by promoting infection control practices recommended by WCCMT to
your staff.
Support your staff and provide accommodation to those who are absent due to illness
or acting as a caregiver for an ill family member.
Monitor, track and report all illness-related absenteeism to the Student Services
Coordinator.
Develop or review your department’s continuity plans by identifying critical functions,
resources and determining minimum staffing levels to maintain operations.
Consider training additional staff to perform key functions should there be high
absenteeism in your department.
Alert the College’s Health & Safety Officer to any health and safety concerns in your
department immediately.

What is influenza?
Influenza, often called the flu, is an infection of the upper airway caused by an influenza virus.
Getting sick with influenza also puts you at risk of other infections. These include viral or bacterial
pneumonia which affect the lungs. The risk of complications, which can be life-threatening, is greater for
seniors 65 years and older, very young children, and people who have lung or heart diseases, certain
chronic health conditions, or weakened immune systems.
Healthy pregnant women in the second half of their pregnancy are at greater risk of being hospitalized
following infection with influenza virus.
In Canada, thousands of people are hospitalized and may die from influenza and its complications during
years with widespread or epidemic influenza activity.
How can influenza be prevented?
You can reduce the risk of getting influenza or spreading it to others by:
•
•

washing your hands regularly;
promptly disposing of used tissues in the waste basket or garbage;
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•
•
•

coughing and sneezing into your shirt sleeve rather than your hands;
staying home when you are ill; and
getting an influenza vaccine.

Getting an influenza vaccine can help prevent you from getting sick with influenza and from spreading it
to others.
How does influenza spread?
Influenza spreads easily from person to person through coughing, sneezing, or having face-to-face
contact.
The virus can also spread when a person touches tiny droplets from a cough or a sneeze on another person
or object and then touches their own eyes, mouth or nose before washing their hands.
An infected person can spread the influenza virus even before feeling sick. An adult can spread the virus
from about 1 day before to 5 days after symptoms start. Young children may be able to spread the virus
for a longer period of time.
What are the symptoms?
Influenza symptoms can include fever, headache, muscle pain, runny nose, sore throat, extreme tiredness,
and cough. Children may also experience nausea, vomiting, or diarrhea. Although infections from other
viruses may have similar symptoms, those due to the influenza virus tend to be worse.
Symptoms can begin about 1 to 4 days, or an average of 2 days, after a person is first exposed to the
influenza virus. Fever and other symptoms can usually last up to 7 to 10 days, but the cough and weakness
may last 1 to 2 weeks longer.
What is the home treatment?
If you get sick with influenza, home treatment can help ease symptoms. Follow the self-care advice below:
•
•
•
•
•

•
•

Get plenty of rest.
Drink extra fluids to replace those lost from fever.
Avoid smoking and ask others not to smoke in the house.
Breathe moist air from a hot shower or from a sink filled with hot water to help clear a stuffy
nose.
Anti-influenza drugs or antivirals are available by prescription, but these must be started within
48 hours of the start of your symptoms to work best. These will shorten symptoms by about 3
days if given within 12 hours and by about 1.5 days if given within 2 days of the start of
symptoms.
Non-prescription cough and cold medications are available for relief of influenza symptoms but
these are not recommended for children less than 6 years of age.
Acetaminophen or Tylenol® can be given for fever or soreness. ASA or Aspirin® should NOT be
given to anyone under 20 years of age due to the risk of Reye Syndrome. For more information
on Reye Syndrome, see HealthLinkBC File #84 Reye Syndrome.
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When should I see a health care provider?
Consult your health care provider early if you develop flu-like symptoms and you have a condition that
puts you at higher risk of complications.
You should also call your health care provider if your symptoms get worse, such as shortness of breath or
difficulty breathing, chest pain, or signs of dehydration (such as dizziness when standing or low urine
output).

What is COVID-19?
Coronavirus disease 2019 (COVID-19) is a contagious disease caused by severe acute respiratory
syndrome coronavirus 2 (SARS-CoV-2). It emerged in December of 2019, and went on to cause a
worldwide pandemic. Coronaviruses are a large family of viruses that are known to cause illness ranging
from the common cold to more severe diseases such as Severe Acute Respiratory syndrome (SARS) and
Middle East Respiratory Syndrome (MERS). The coronavirus can pass from person to person and is spread
through droplets and virus particles released into the air when an infected person breathes, talks, laughs,
sings, coughs or sneezes.
Getting immunized, staying home when sick, visiting others outdoors or in small groups, wearing masks
in indoor public spaces, increasing ventilation, and cleaning your hands are all important measures that
will reduce transmission.
Symptoms of COVID-19
The symptoms of COVID-19 are similar to other respiratory illnesses including the flu and common cold.
COVID-19 symptoms can range from mild to severe. Sometimes people with COVID-19 have mild illness,
but their symptoms may suddenly worsen in a few days. Research shows that some symptoms are more
likely related to COVID-19 than others.

Key symptoms of COVID-19 include:
• Fever or chills
• Cough
• Loss of sense of smell or taste
• Difficulty breathing
Other symptoms may include:
• Sore throat
• Loss of appetite
• Extreme fatigue or tiredness
• Headache
• Body aches
• Nausea or vomiting
• Diarrhea
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Go to an urgent care clinic or emergency department if you:
• find it hard to breathe
• have chest pain
• can’t drink anything
• feel very sick
• feel confused
What to do if you have symptoms that may be COVID-19
Use the B.C. COVID-19 Self-Assessment Tool to see if you need to be tested for COVID-19:
http://bc.thrive.health
See the BCCDC page on COVID-19 Testing for more information: http://www.bccdc.ca/healthinfo/diseases-conditions/covid-19
Once you have been tested you should self-isolate while you wait for the test results.
If your test is negative you should not return to work or school until you are feeling better.
If you feel unwell and are unsure about your symptoms, contact your health care provider or call 8-1-1.
You should continue to seek care for other medical conditions as needed, even if it’s not related to
COVID-19.
Where can I get more information?
Students, faculty and staff can check the following websites for the latest information available locally and
across the province:
Fraser Health Authority
https://www.fraserhealth.ca/
Vancouver Coastal Health Authority
https://www.vch.ca
Vancouver Island Health Authority
https://www.islandhealth.ca
The British Columbia Centre for Disease Control (BCCDC)
BC Centre for Disease Control (bccdc.ca)
Public Health Agency of Canada:
https://www.canada.ca/en/public-health.html
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