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formal workplace hazard identification, assessment and control activities and inventories;
Safe Work Practices development and maintenance;

information pertaining to First Aid Attendants;

Workplace Violence Prevention Plans;

reports of environmental testing and monitoring, when completed for health and safety
purposes;

reports of employee concerns or complaints;

reports of workplace incidents and investigations;

records of Department of Labour and Advanced Education OHS Division
visits/inspections/orders/investigations/compliance notices;

reports of OHS Program monitoring activities and statistical reports respecting OHS
performance;
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reports of evaluations or audits of the OHS Program;

reports to the Executive Management Group respecting OHS; and

related documents, files and records.

12.6 Records of OHS Program Activities for Departments and Faculties

Individual Departments and Faculties are responsible to maintain working files and records of all the
OHS Program activities as related to their work areas:

workplace inspections, recommendations and any corrective action;

workplace incidents and investigations and any corrective action;

employee concerns/complaints and management responses and the resolution of each;
development, review and revision of safe work practices and policies;

hazard identification documentation and response to identified hazards;

employee OHS training; and

safety non-compliance/corrective action/discipline activities.

12.7 Records Access, Storage, Retention and Disposal

University OHS Program records will be accessed, maintained, stored, retained and disposed of as per
established standards and practices. Employee Health Records (and employee exposure data), because
of their legislated and privacy requirements, are stringently managed as per Human Resources
standards for Employee Health Records.

First Aid forms must be kept for 5 years as per the First Aid Regulations.
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http://www.smu.ca/administration/archives/records.html

