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Section 1. OCCUPATIONAL HEALTH AND SAFETY

1.1

1.2

OCCUPATIONAL HEALTH AND SAFETY PoLIcY

The administration of Acsenda School of Management (ASM) is committed to ensuring the safety

and healthy working conditions for its employees, students, and visitors. It is therefore the policy of

ASM to:

a) Protect the safety of employees, students, and visitors against accidents and occupational
hazards

b) Comply with all relevant statutes, regulations, and standards of government agencies and other
regulatory authorities relevant to occupational health and safety (which will be considered
minimum requirements)

c) Give priority to safe working conditions and job safety practices in the planning, budgeting,
direction, and implementation of ASM’s activities; and

d) Formulate and carry out continuing effective safety programs appropriate to ASM operations.

RESPONSIBILITY FOR OCCUPATIONAL HEALTH & SAFETY

Safety is the responsibility of every member of the ASM community. Specific responsibilities are as
follows:
Employees shall:

Comply with ASM’s safety policies and procedures, the Worker’'s Compensation Act,
and Regulations.

ii. Seek guidance from supervisors concerning safety-related knowledge and skills
required to ensure safe performance on the job.

iii. Attend safety training programs and meetings as assigned.

iv. Report to Administration and Facility Manager or President, hereafter referred to as
the President, any work-related accident, injury, or near accident.

v. Report to their supervisor any hazardous work practice or work condition,

vi. Ensure that students are supervised and instructed in the safety aspects of classes
for which the employee has responsibility.

Students shall:

vii. Comply with ASM’s safety policies and procedures associated with their ASM-related
activities.

viii. Seek guidance from their instructors or supervisors concerning safety-related
knowledge and skills required to ensure safe performance in their ASM-related
activities.

ix. Attend safety training programs and meetings as instructed.
X. Immediately report to their instructor or supervisor any accident, incident, hazardous
practice or condition with respect to their ASM-related activities.
Visitors shall:
xi. Comply with ASM’s safety policies and procedures.

b) Administration and Facility Manager shall be responsible for:
i.  Providing safe working conditions and practices at the work site.

i. Complying with ASM’s safety policies and procedures, Worker's Compensation Act,
and Regulations.

iii. Orienting employees to the safety and first aid requirements and resources related to
the job and workplace.

iv. Arranging training sessions and conducting meetings as required with immediate

personnel in order to communicate safety information, concerns, work habits,
policies and procedures, and to promote safety consciousness on the job.
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v. Reporting any accident, injuries or near accident to the Workers Compensation Board
Office.

vi. Consulting with employees to assess the safety related knowledge and skills required
to ensure safe performance of the employee on the job, arranging training as
appropriate, and taking necessary corrective action.

1.3 EDUCATION AND TRAINING

a) Employee Orientation

i.  All employees will be given an orientation by their immediate supervisor upon being
hired. This orientation will include the following topics:
(a) Areview of ASM’s occupational health and safety policies
(b) How to report accidents and injuries
(c) Fire exit routes and marshaling areas

ii. Atthe conclusion of the orientation, each worker will be given a copy of this policy and
advised of their rights and responsibilities under the Occupational Health and
Safety Regulations. The supervisor shall complete the Worker Orientation
Checklist and place it in the employee’s personnel file.

1.4 OCCUPATIONAL HEALTH AND SAFETY COMMITTEES

a) Health & Safety Representatives

i. The Health & Safety Representatives are chosen by the Occupational Health and
Safety Committee. As of 2024 there are 8 members as part of our OHS Committee.

1.5 INCIDENT/ACCIDENT REPORTING & INVESTIGATION PoLICY

a) Procedure

The purpose of incident/accident reporting is to prevent a reoccurrence of the hazardous
act(s) or condition(s) causing an accident or incident. At ASM, the following protocol shall
be followed for reporting and investigating incidents and accidents:

i. Incident is defined as any undesired event or condition that may result in injury to
a person or damage to property. Accident is defined as an undesired event that
results in injury to a person or damage to property.

ii Any incident that has the potential to cause personal injury or property
damage, an Incident/Accident Investigation Report must be completed by the
Administration and Facility Manager, who will notify the President. The President

will inform the appropriate person at Corporate Head Office.

In the event of an accident involving personal injury or material damage, or an explosion
or fire, an Incident/Accident Investigation A report must be completed and submitted within
48 hours to the President, who will notify the correct person at Corporate Head Office.

The purpose of the investigation is to determine what, if anything went wrong and
determine how to prevent a recurrence of the incident or accident.

b) If the accident is work related and involves personal injury or disease requiring medical
attention or time off work, the WCB Form 7, Employer's Report of Injury or Industrial
Disease, must be completed by the injured’ s supervisor and returned immediately (within
24 hours of the accident) to the Administration and Facility Manager who will:

i. Ensure the form has been completed properly to the local office of the Worker's
Compensation Board with a copy to the President.

i. Administer the claim on behalf of the College including the appeals process (if
necessary) or encourage a modified work program when appropriate; and

iii. Provide information to the injured employee regarding the claims process and
assistance with their claim.
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c)

d)

An injured employee will be required to complete a WCB Form 6A, Worker’'s Report of
Injury or Occupational Disease to Employer, prior to leaving work or as soon as it is
practical (whether or not the injury results in lost time).

It is important both for accident prevention and for efficient processing of compensation
claims that incident/accident reporting be conducted properly and expediently. The
Worker’'s Compensation Board has the authority to levy financial penalties against the ASM
for late reporting.

1.6 RESPONSIBILITIES FOR INCIDENT / ACCIDENT REPORTING AND INVESTIGATION

a)

b)

c)

d)

e)

The Administration and Facility Manager is responsible for:

i. Reviewing Incident Reports

i. Reviewing Accident Investigation Reports

iii. Reviewing the information contained in First Aid Record Books

iv. Recommending appropriate corrective action where necessary

v. Following up on recommendations for corrective action taken

vi. Participating in accident investigations for more serious incidents/accidents
vii. Maintaining records and report of all accidents and incidents

viii. Preparing a monthly accident summary

ix. Reviewing the information submitted on each Form 7, Employer's Report of Injury or
Industrial Disease, Form 7A, First Aid Report, and Form 6A, Employee's Report of
Industrial Disease to Employer, and submitting the reports to the Worker's
Compensation Board on behalf of ASM.

X. Administering each claim for Worker's Compensation including appeals processes

Employees are responsible for:
i.  Having injuries attended to by an occupational first aid attendant or physician
i. Reporting all incident/accidents to their supervisor

iii. Advising their supervisor if they visit a physician regarding a work-related injury or if
the work-related injury results in time loss

iv. Assisting their supervisor with incident/accident investigations

v. Completing a WCB Form 6A, Worker's Report of Injury or Industrial Disease to
Employer, when requested

vi. Taking steps to control or eliminate identified hazards.

Students are responsible for:
i.  Having injuries attended to by a qualified first aid attendant; and
ii. Reporting incidents/accidents to the class supervisor during class time.

Visitors should:
i. Have injuries attended to by a qualified first aid attendant
i. Report all incidents/accidents to Front Desk Staff

Designated first-aiders should:
i. Attend to any emergency/incidents that may arise

i. If needed, call 911 for appropriate emergency services (police, paramedics, fire
department)

ii. Inform the building security of the incident. Building security are trained on First Aid
and can assist if needed.

iv. Reach out to appropriate emergency contacts.

v. If needed, designated first aiders must accompany the person to the nearest hospital
(St. Paul's Hospital). First aiders may submit an expense claim for reimbursement.
This will be reviewed on a case-to-case basis.

vi. Submit an Incident Report to Administration and Facility Manager

5
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1.7 EMERGENCY PREPAREDNESS
a) Fire

When a fire breaks out:

i.  The person(s) discovering the fire is to verbally broadcast to all occupants that a fire
exists on the floor.
ii. Periodic Fire Drills will be conducted to familiarize all students and staff with the correct

procedures to follow. Fire Drills will be announced in advance by Building
Management.

ii. Itis building policy that tenants elect designated Fire Wardens, Alternates, Aides to
handicapped. Tenant Fire wardens are required to participate in the annual fire
safety seminars and fire drills.

iv. All fires no matter how small must be reported.

v. Upon hearing the fire signal, Floor Wardens will alert their area occupants that a fire
drill is in process and advise them to proceed to their assigned exit stairwell and
begin exiting the building.

vi. The tenant must designate two search monitors, male and female. They will have the
responsibility for inspecting areas of the office and lobby space for people who
may need extra help following evacuation procedures. Searchers will also check
the washrooms.

vii. The building Fire Director will observe the exercise and point out deficiencies. The drill

will be over when the Fire Safety Director makes the announcement of all clear,
ending the drill.

b) Earthquake

When an earthquake occurs all staff, students and visitors:
i. Take cover
(a) Move away from windows, shelves and heavy objects that may fall
(b) Take cover under a table or desk, in a corner or doorway
(c) Inareas where no cover is available, move to an interior wall
(d) Remain inside—the most dangerous place is usually outside where building
debris may fall

ii. Assume crash position—crouch down on knees, head down, hands clasped on back
of the neck or head covered with book or jacket

iii. Wait for the shaking to stop

iv. Discourage evacuation to the exterior of the building. If your area is unsafe,
RELOCATE to the lowest safest floors. (taking your food/water supplies and first aid
with you)

v. ALWAYS WORK IN BUDDY TEAMS, NEVER GO ALONE

Vi. DO NOT FLUSH TOILETS. Implement sanitation procedures by triple lining non-
broken toilet bowls or garbage cans. Place waste in a secure or isolated spot away
from occupants.

Vi, Earthquake Drills

(e) Periodic Earthquake Drills will be conducted to familiarize all students and staff
with the correct procedures to follow. Earthquake Drills will be announced in
advance by the Building Management.

(f) During a drill use the predetermined evacuation instructions or listen to the
ASM staff to instruct you.

C) Evacuation Procedures

If the building is to be evacuated, the following procedures shall be followed:
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1.8

i.  Each classroom has an “Emergency Exit Floor Plan” attached to the back of the door
for easy reference. All students and staff are required to familiarize themselves
with this floor plan and know where the nearest exit is located

ii. Instructors/Instructional Assistants are responsible to ensure that class attendance
has been taken at the beginning of class and in-class assignment time. Students
arriving after attendance has been taken are responsible to ensure that they are
signed in at the front desk. Students leaving early are responsible to ensure that
they have informed their instructor when they are leaving

iii. Instructors are to bring class attendance lists with them when evacuating.

iv. All students, Instructors and staff are to meet in a designated area grouped by class.
Our muster location is Vancouver Art Gallery Plaza, 750 Hornby Street.

v. Instructors are required to assemble their classes and take attendance as quickly as
possible. The Administration and Facility Manager is to be notified of any
absences.

vi. Under no circumstances is anyone to re-enter the building until such time as the
Building Fire Director declares the “all clear” to return.

d) First Aid Kits

The campus will maintain a first aid kit that must contain:

1 blanket

5 14 cm x 19 cm wound cleansing towelettes

10 hand cleansing towelettes

100 sterile adhesive4 dressings, assorted sizes

2 10 cm x 10 cm sterile gauze dressings

10 cm x 16.5 cm sterile pressure dressings with crepe ties
20 cm x 25 cm sterile abdominal dressings

cotton triangular bandages, minimum length of base 1.25 m
safety pins

14cm stainless steel bandage scissors

1.5 cm stainless steel silver forceps

cotton tip applicators

2.5 cm x 4.5 m adhesive tape

7.5 cm x 4.5 m crepe roller bandage

pocket mask with a one-way valve

pairs of latex or waterproof gloves

instruction card advising workers to report any injury to the employer for entry in the first
aid records, and how a worker is to call for assistance

first aid record book

1 Epi-Pen with good expiry date is kept by ASM, but not required — it is up to the
employee/student to supply and keep their own epi-pens for emergencies.

e e

(=Y

ALLERGY POLICY IN THE WORKPLACE
Anaphylaxis in the Workplace

What is “Anaphylaxis” Anaphylaxis--- sometimes called "allergic shock" or "generalized allergic
reaction” --is a severe allergic reaction that can lead to rapid death, if untreated. "Common causes
are food, latex, insect stings, medication and exercise.

Information and Awareness
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Employees and students have the responsibility for informing the Administration and Facility
Manager regarding their severe allergy who will note this on the student file. The physician must
diagnose the employee or student with anaphylaxis and prescribe the specific treatment protocol.
Safety measures ASM can reasonably expect to implement are:

Notices should be posted in the office, classroom and any other room which is used on a regular
basis by the employee or student.

All staff (teaching and non-teaching) and students must be made aware of and be able to visually
identify individuals who have potentially life-threatening allergies. This may include: instructors,
administrative personnel, custodians, students etc.

An annual training session for all staff at the campus concerning the administration of medication
and Epipen should be held.

https://www.youtube.com/watch?v=KzHebySkD6c

Avoidance of the Allergenic

The employee or student has primary responsibility for avoiding the allergen. It is not possible to
achieve a completely allergen-free workplace, as there can be hidden or accidentally introduced
sources.

Trading and sharing of foods, food utensils and food containers in the lunchroom should be
discouraged.

All food allergic employees or students should only eat meals they have prepared or purchased.

Hand washing is encouraged before and after eating for all employees and students in the
workplace of an anaphylactic person.

Surfaces such as tables in the areas where students eat and that the employee frequents should
be washed clean of contaminating foods.

The allergic employee's or student’s workplace should be checked for other sources of the allergen.
An allergen restricted eating area can be provided as a safe area.
Emergency Response Procedures

Since it is impossible to reduce the risk of accidental exposure to zero, anaphylactic employees or
students may require emergency life-saving measures while at work.

Each campus must develop, review and practice an emergency response plan (including such
topics as: how to access the Epipen, who will administer it, what to say when calling 911).

Common symptoms and signs of anaphylactic reaction may be a combination of any of the

following:
Hives Coughing
Itching Change of voice
Swelling Wheezing
Red, watery eyes Difficulty swallowing
Running nose Difficulty breathing
Vomiting Dizziness
Diarrhea Change of color
Stomach cramps Fainting or loss of consciousness



https://www.youtube.com/watch?v=KzHebySkD6c
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An up-to-date supply of Epipens provided by the employee should be stored in a covered,
secure, unlocked area for quick access. The employee should be encouraged to carry an
auto-injector on their person wherever possible.

When in doubt, DO:

Use the Epipen or Anakit and obtain professional medical assistance.
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Section 2. HIV - AIDS

2.1

2.2

2.3

24

2.5

2.6

INTRODUCTION

a) Acsenda School of Management (ASM) does not unlawfully discriminate against
employees or students living with or affected by Human Immunodeficiency Virus (HIV) or
Acquired Immune Deficiency Syndrome (AIDS).

b) ASM recognizes that HIV infection and AIDS, the most serious stage of disease
progression resulting from HIV infection, pose significant and delicate issues for the
workplace. Accordingly, we have established the following guidelines and principles to
serve as the basis for handling employee and student situations related to HIV infection

and AIDS.
PRINCIPLES
a) ASM is committed to maintaining a safe and healthy work environment for all employees.

This commitment is based on the recognition that HIV, and therefore AIDS, is not
transmitted through casual contact.

b) ASM will treat HIV infection and AIDS the same as other illnesses in terms of all of our
employee and student policies. Employees and students living with or affected by HIV
infection and AIDS will be treated with compassion and understanding, as would
employees with other disabling conditions.

STUDENT ADMISSIONS

The existence of HIV infection will not be considered in admissions decisions unless current
scientific information indicates required academic or practicum activities may expose others to risk
of transmission.

JOB APPLICANTS

The existence of HIV infection will not be used to determine suitability of applicants for employment
by ASM. An HIV-infected employee will remain employed as long as he or she meets job
performance standards and does not engage in job-related activities that current scientific
information indicates may expose others to risk of transmission.

EMPLOYEES AND STUDENTS

a) In accordance with the law, ASM will provide reasonable accommodation for employees
and students with disabilities who are qualified to perform the essential functions of their
positions or programs. This applies to employees, students and applicants living with HIV
infection and AIDS.

b) Generally, disabled employees or students have the responsibility to request an
accommodation. It is the policy of ASM to respond to the changing health status of
employees and students by making reasonable accommodations.

C) Employees may continue to work and students may continue to attend classes as long as
they are able to do so safely and in accordance with performance standards. Supervisors
and managers are required to contact the Director of HR, Corporate Head Office for
assistance in making reasonable accommodations.

d) Students who harass or otherwise discriminate against a student or employee with HIV
infection or AIDS will be subject to the same disciplinary procedures that apply to other
policy violations.

CONFIDENTIALITY

a) Information about an employee’s or student’s medical condition is private and must be
treated in a confidential manner. In most cases, only ASM Administration and Facility
Manager or President, and any employees directly involved in providing a reasonable
accommodation or arranging benefits may need to know an employee’s or student’s

10
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b)

diagnosis. Others who may acquire such information, even if obtained personally from the
individual, should respect the confidentiality of the medical information.

ASM maintains an “open-door” policy. Employees and students living with or affected by
HIV infection and AIDS, and those who have any related concerns, are encouraged to
contact their supervisor or Dean and Campus Director to discuss their concerns and obtain
information.

11
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Section 3. EMERGENCY PREPAREDNESS

3.1 EMERGENCY PROCEDURE — BOMB THREAT

If athreat by telephone comes directly to a school

a)

b)

d)

e)

)

a)

Person receiving the call should attempt to keep the caller on the telephone as long as
possible, and alert someone else by prearranged signal so they can get on an extension
and notify 911 to trace the call.

i. Dial “911” — tell operator, “This is (name of caller) from (name of school). We are
receiving a bomb threat on another line. The number of that line is 604 430 5111.
Please trace the call.”

i. Give any additional information needed by the operator. This must be done quickly.
(The call cannot be traced once the caller has hung up.)

Try to determine if the caller is a student. If it is a student, it may be easier to discover

identity.

i. Front Desk Staff to advise the Administration and Facility Manager of situation who
will advise building management immediately.

The Administration and Facility Manager shall determine whether to evacuate the building

in agreement with the building management — security.

i. Upon a decision to evacuate, by building management, they will call Police, Fire
assistance.

ii. Avoid alarming more people than necessary, if possible.
iii. Front Desk Staff to use verbal door to door announcing if school needs to be
evacuated.

The Administration and Facility Manager may also decide to call 911 and will advise
building management accordingly.

Administration and Facility Manager to notify President who will contact the appropriate
person at the Corporate Head Office.

Resume school after the building(s) have been inspected and determined safe by proper
authorities through the Building Management Company.

Do not publicize the threat any more than necessary.

If notified of call through police follow items a through g above.

12
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3.2

3.3

EMERGENCY PROCEDURE — CHEMICAL ACCIDENT

a)

b)

d)

e)

Front Desk Staff with confirmation from the Administration and Facility Manager to
determine which emergency action, if any, should be implemented. (The nature of the
chemical and nearness of the accident will probably be the deciding factor. Evacuation of
the school may be ordered by Law Enforcement, Fire Department or Civil Defense
officials.)

If necessary, Staff to instruct action to evacuate the building with confirmation from the
Administration and Facility Manager, who will have received this instruction from building
management.

Any chemical cloud that can affect students in their classrooms would very likely affect
them outside as well. If time is of prime importance, it may be necessary to evacuate the
school. If this occurs, move crosswind to avoid fumes, never upwind or downwind.

Front Desk Staff with confirmation of the Administration and Facility Manager to call 911
Fire Department and Police and advise building security 604 682 1954 (Park Place)

Front Desk Staff with confirmation of the Administration and Facility Manager to advise
instructors to report names of missing students to office. Those not found will be reported
to Fire Department or Law Enforcement officials, if forced by conditions to evacuate the
area.

EMERGENCY PROCEDURE — CIVIL DISOBEDIENCE/STUDENT DISORDER

Civil disobedience is defined as any assemblage, including terrorists on the school grounds by
unauthorized persons whose purpose and conduct is antagonistic with the orderly conduct of the
school and the laws relating to the conduct of schools and the welfare of students.

Action: The major purpose is to keep school personnel and students from undue exposure to
danger; therefore every effort will be made to keep classes within their rooms.

a)

b)

d)

e)

Front Desk Staff with confirmation from the Administration and Facility Manager to notify
911 of situation and request assistance.

Upon the receipt of an alert, notify building security immediately and staff will proceed to
lock and secure all exterior doors, including restrooms, and remove trash containers and
other burnable items from public access.

Instructors will be directed by front desk staff (verbally) to lock and close their classroom
doors.

Front Desk Staff to notify Administration and Facility Manager and or President of situation,
President will notify appropriate person at the Corporate Head Office.

Upon command from the authority in charge, all faculty members will keep their students
within their locked classrooms until further notice regardless of the bells and schedule.

The instructor must remain in charge utilizing the best judgment in occupying the students
within the classroom.

Darkening drapes and Venetian blinds should be closed in rooms so equipped.

13
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3.4

EMERGENCY PROCEDURE — EARTHQUAKE

When Inside School Buildings

3.5

3.6

a)

b)

d)

e)

f)

Students, Staff and Instructors to personally execute action DUCK, COVER AND HOLD
ON upon the first indication of an earthquake.

Students, Staff and Instructors to try to avoid glass and falling objects. Move away from
windows where there are large panes of glass and out from under heavy suspended light
fixtures. (The same applies to other staff members.)

When the earthquake is over, Front Desk Staff with input from the Administration and
Facility Manager to determine whether it is safe to go outside, or safer to remain on the
campus. If staying on campus, move to a lower floor, and buddy up with other tenants for
food, water.

Special consideration should be given to exit routes as many older schools have heavy
architectural ornaments over main entrances. Do not use elevators.

If guards are required: — security is determined by Building Management Company
(Quadreal — Park Place)

All Staff to remind each other to avoid touching electrical wires which may have fallen to
the ground.

Front Desk Staff to notify Administration and Facility Manager or President, who will in
turn notify building security.

EMERGENCY PROCEDURE — EXPLOSION/THREAT OF EXPLOSION

a)

b)

c)

d))

Front Desk Staff as instructed by the Administration and Facility Manager, to execute
Action DUCK, COVER AND HOLD ON upon the first indication of the explosion.

If the explosion occurred within the school buildings, immediately upon passage of the blast
wave, Front Desk Staff to initiate Action to leave the building.

Front Desk Staff as instructed by the Administration and Facility Manager, to notify building
security who will confirm if we have called 911 (Fire Department) and Police Department.

Instructors must report missing students to the Administration and Facility Manager or
Front Desk Staff. Those not found will be reported to Fire and Law Enforcement Officials.

EMERGENCY PROCEDURE — FALLEN AIRCRAFT

a)

b)

Front Desk Staff as instructed by the Administration and Facility Manager or Instructor to
determine which Emergency Action, if any, should be implemented. (Action will depend
on the size of the aircraft, nature of the crash, and its exact location.) If safe to be in
building, ALL students should be kept in the building under supervision of instructors or
staff away from the crash site.

Front Desk Staff to call 911 and building security

Front Desk Staff if possible, determine whether the aircraft is military, commercial, or a
private plane before calling security and 911
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d) Instructors report missing students to the Administration and Facility Manager or to the
Front Desk Staff. Those not found will be reported to Fire and Law Enforcement Officials.

3.7 EMERGENCY PROCEDURE — FIRE

Within School Buildings
a) Building Alarm will sound as instigated by Building Management Company
b) Front desk Staff and Fire Warden to immediately initiate Action LEAVE BUILDING.

Front desk Staff to call 911 - Fire Department only if fire is on this floor.

Further responsibility for building management, building is wired to Fire Department by Alarm which
rings throughout the whole building.

Use predetermined Exit Route for our campus from the 2" floor using the green and blue stairwells

Building Management Company will ensure that access roads are kept open for emergency vehicles. We
are just to stay safe at our meeting location at Vancouver Art Gallery Plaza.

Instructors to take attendance and report missing students to the Administration and Facility Manager or
Front Desk Staff. Those not found will be reported to Fire and Law Enforcement Officials.

3.8 EMERGENCY PROCEDURE — FLOOD

Within School Buildings

a) Front Desk staff to determine extent of the flood and the time before it arrives will dictate
the course of action to be taken. Depending on the situation, it may be necessary to initiate
one or more of the following Emergency Actions and procedures:

e Action: Advise building management to assist in mop up and request fans for
drying any carpeting.

The Administration and Facility Manager is to supervise the execution of the Action decided
upon.

d) The President and Administration and Facility Manger will notify correct person at
Corporate Head Office if flooding is warranted to notify.

3.9 EMERGENCY PROCEDURE — HAZARDOUS MATERIALS
a) If necessary, call 911.

b) Front Desk Staff to determine which Emergency Action, if any, should be implemented.
(The nature of the material and the nearness of the accident will probably be the deciding
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3.10

c)

d)

factor. Advise building security and may involve Police, Fire, Public Health or
Environmental Health Departments may order evacuation of the school.)

If there is a threat of airborne toxicity, advise Building Management to shut-off ventilation
system in affected area.

If necessary, Front Desk Staff with instruction from the Administration and Facility Manager
to implement Action to Leave the building with verbal command.

Front desk Staff to determine if any toxic cloud that can affect students in their classrooms would
very likely affect them outside on the school grounds as well. If time is of prime importance it may
be necessary to evacuate the school by foot. If this occurs, move crowd to avoid fumes, never
upwind or downwind.

e)

f)

9)

Any persons that are suspected of being contaminated with a substance that could be
transferred to others should be isolated until public safety personnel carry out
decontamination procedures.

Front Desk Staff with assistance of instructors or staff, move students and staff away from
the path of the chemical fumes.

The Administration and Facility Manager will notify President. the President will notify
correct person at Corporate Head Office.

Instructors report names of missing students to the Administration and Facility Manager. Those
not found will be reported to Fire or Police officials, if forced by conditions to evacuate the school.

h)

i)

Do not allow the return of students to the school grounds or buildings until Building
Management declares an all clear signal.

Upon return to school, ensure that all classrooms are adequately aired.

EMERGENCY PROCEDURE — IRRATIONAL BEHAVIOR

a)

b)

By Student or Staff — Front Desk Staff to

Notify Dean and Campus Principal

Isolate person from students

Notify family (attempt to get direction as to how they want the situation handled)
Protect individual from injury

Make arrangements for necessary care of individual

Notify Law Enforcement people if individual is endangering self or others (If violent,
notify appropriate Law Enforcement Agency immediately)

Campus Visitor- Front Desk Staff to

¢ Notify Dean and Campus Principal

¢ Isolate person from students

e Request person to leave campus, if possible. Remain calm, talk in soft non-
threatening manner, avoid hostile-type actions, except in cases when necessary
to safeguard person or property.

Notify appropriate Law Enforcement Agency, (911) if necessary
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3.11

EMERGENCY PROCEDURE — LOSS OF UTILITIES

WARNING:

During School Hours

3.12

3.13

3.14

a) Advance notice may be received from utility companies regarding loss of service. In many
cases, these losses of service will be of short duration and require no special action other
than notifying staff of the pending interruption of service.

Front Desk Staff with direction from the Dean and Campus Principal to make announcement in
person directly room to room

If advised by the building management of loss of utilities, the Dean and Campus Principal will
instruct what procedure to follow. If short duration, no action required.

EMERGENCY PROCEDURE — PERSONAL EMERGENCIES

a) Student, Staff or Visitor

¢ Notify Administration and Facility Manager, Front Desk Staff to call 911 if required.
e Provide privacy for the person

e Provide appropriate first aid

e Contact the building security if necessary (for advanced First-Aid support).

EMERGENCY PROCEDURE — RABID ANIMAL/ANIMAL DISTURBANCE
a) The first consideration is the safety of the students and personnel.

b) Staff or Instructors to isolate the student from the animal.

e If animal is outside, keep student inside.
e If animal is inside, keep student outside or in some other sheltered area.

Front Desk Staff to Call Vancouver Humane Society. 604 266 9744. Or call 911 if required.
If animal injures someone, Front Desk Staff to call 911 or send student to emergency department

at hospital.

EMERGENCY PROCEDURE — SEVERE WINDSTORM

With Warning
a) Building Management will initiate Action - STAND-BY,
b) Staff to take appropriate actions to safeguard school property.

With Little or No Warning

a) Staff to verbally advise to- TAKE COVER.
b) Front Desk Staff to ensure that all windows and blinds are closed where possible.
C) Front Desk Staff as discussed with the instructor to verbally instruct to evacuate

classrooms bearing the full force of the_wind.
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3.15 EMERGENCY PROCEDURE — STRANGER OR INTRUDER ON CAMPUS

Signage:

The following statement should be used on signage:
All visitors entering the school grounds on school days must
register at the main office.

Lock Down School Plan

a) The verbal door to door instruction will be given by Front Desk Staff with instruction from
the Administration and Facility Manager that there is now in effect a stand-by or lock-down
drill.

i. Where there are no bells or PA systems, administration or advisors will act as runners
to notify staff of lock-down.

ii. As soon as a decision is made to lock down the school, front desk staff will notify law
enforcement using 911 rather than regular police numbers and advise building

security.
b) If students are in class at the time of the signal:
i. Staff will:
(a) Explain that there is an emergency
(b) Lock the classroom doors
(©) Have students lie on the floor
(d) Close blinds and take any possible precautions to protect from possible
broken glass, and
(e) Remain locked in offices until advised to move personally by
administration or public safety officer or an all clear signal
c) Administration and Facility Manager will:

i. Act with administrators to check locks on all exterior doors and classroom doors
ii. Designate a person (a director, if possible) to coordinate with public safety
personnel at their command post, and
iii. Make sure that a site map and key set are available to public safety personnel

d) If instructors are not in class at the time of the signal:

i. Instructors will:
€)] Assist administration staff in moving students into the nearest safe
building available.
(b) Lock doors of room if possible. If lock is on the outside of the door,
rubber door stops can be placed behind doors to secure.
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3.16 EMERGENCY PROCEDURE — WEAPONS FIRED

Report of Weapons Fired on Campus or Near School
If there is a report of shots fired at,or near, a school:
Notify police department using 911.

Safety is the main concern. Keep everyone in an area under cover and conceal if possible. Stay behind
solid walls and doors. Keep away from windows.

a) If the suspect is seen, do not engage the suspect. This could generate a hostage situation.
b) If the suspect is outside, try to keep him/her outside. If it is safe, lock the entry doors.
C) A suspect should be considered armed, unstable and extremely dangerous.

Definition:A lockdown is defined as the restriction of movement during the time of a potentially serious
violent incident. During a lockdown, exercise critical judgment to maximize safety.

d) The Administration and Facility Manager or designate will:

e Call building security and call 911 or your local emergency services

e stay on the line and provide information requested by the operator having
considered your own personal safety

e announce to all” initiate lockdown procedure”

¢ ring bell repeatedly

If students and staff are INSIDE the school:
e Go to closest room, close the door and lock if possible
e Lay on the floor away from doors and windows.
¢ Remain on the floor until further directions are given.

If student and staff are OUTSIDE the school:
e All students and staff outside of the building are to move as far away from the
building as possible and remain outside until further directions are given.
¢ Administration may direct staff and students to move to the school evacuation site
unless otherwise directed.

e) Notify the President who will:

o Notify all officials as appropriate
e Assist police with school/student information as requested
o Notify the correct person at Corporate Head Office
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Section 4. DISASTER PREVENTION PLAN

4.1 VISION AND PURPOSE OF DISASTER PREVENTION PLAN

Vision of the Disaster Prevention and Recovery Plan is to provide a safe environment for work and study.
Goals include staff and student safety, protection of property and the restoration of our academic programs
and administrative functions.

A “disaster” is defined as a “sudden or great misfortune” or simple “any unfortunate event.” More precisely,
a disaster is an event of a short duration that affects or threatens: the health, safety or welfare of people,
property and infrastructure, and or the purpose of the school. This event may also be referred to as an
“‘emergency”.

Disasters are not restricted to records and information resources. The deaths of an essential employee,
fire, flood, damage to head office are disasters that adversely affect organizations.

ASM will work with the Building Management to manage the disaster recovery. Meanwhile, the
Administration and Facility Manager and the President will be responsible for acting in the event of a
disaster or emergency. Evacuation plans are outlined in the previous sections of this document in
accordance with the requirements of the building.

A comprehensive DRP — Disaster Recovery Plan for IT is on file with Profusion Technologies Inc and
Seanco has been approved.

Key contact persons and numbers are listed in Appendix A.

Communications to students, staff and faculty or the media will be the responsibility of the President.
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Section 5. DISASTER RECOVERY PLAN

The purpose of the DRP is to provide Acsenda School of Management with procedures and
requirements to respond to adisaster in atimely manner so that the negative impacts on individuals
and the school are minimized.

5.1 DEVELOPING A PLAN FOR ACTION

A full DRP will be developed as described in Section 4. The plan will cover the following:

Establish policies and procedures to:

. Activate the Command Center

. Receive and process emergency calls and information

. Alert and warn personnel. Call team members if after hours
. Engage the Preparedness Plan

. Activate alarms, notify officials

. Evacuate, shelter, and account for staff and students

. Activate emergency communications

. Document the incident and all actions takes

5.2 DEVELOPING A PLAN FOR RESUMING OPERATIONS

Conduct pre-emergency recovery analysis and planning (prioritize what to do to recover from an
emergency.

Establish policies and procedures to:

J Conduct damage assessment

. Conduct salvage operations

. Activate recovery communications
. Provide staff and student support

5.3 TESTING THE PLANS: TRAINING, DRILLS AND EXERCISES

Conduct pre-training analysis and planning (to prioritize what training is needed)
Establish policies and procedures for:
1. Employee training

2. Training schedules (working with local authorities)
3. Tests and Dirills:

. Orientation and Education Sessions
. Walk through drills
. Evacuation drills

54 PLAN MAINTENANCE: KEEPING THE PLAN CURRENT

The plan will be reviewed annually and periodically when changes occur as follows:

. New members of team
. New operations, processes, etc.
. New or renovated sites or changes in layout of campuses
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55

a)

Change with outside agencies, new supplies, vendors etc.
Mergers or acquisitions.

FIRE PREVENTION AND PROTECTION

Emergency Preparedness: Before a Fire — Done primarily by Building Management and as

Identified in previous sections of this document.

5.6

Conduct a hazard assessment and safety appraisal of the facility and its operations

Develop smoking regulations that are support and enforced by management

Employ good housekeeping methods: do not allow rubbish to accumulate

Make sure facility meet current fire codes

Install fire detection systems and fire suppression systems Fire extinguishers, sprinkler systems)
Building Management will test fire equipment per local and national fire codes.

Keep a list of all vendors’ and key customers’ telephone numbers and other important contact
information available and secured

Plan fire evacuation routes, mark them clearly and drill staff and student in using them ( every
new orientation class should walk the evacuation procedure)

Emergency Response: During a Fire

Call the public fire department

Quadreal(ParkPlace) will set off the building alarm if they see need to evacuate the whole building.
Evacuate all staff and students from the campus floor if fire is on campus floor.

AFM (Administration and Facility Manager) to take cell phone with him/her and contact the ASM
President

Position floor warden (AFM) to meet and brief building Fire Director and/or fire department.

Fire warden should be identified by colour vest found in the front desk first aid drawer.

Emergency Recovery: After a Fire

Conduct a roll call of all staff and students

Administration and Facility Manager to update President of ASM

Building Management will inspect all utilities and turn off those that are damaged

Building Management will restore fire detection and suppression systems

Photograph and document the damage, file insurance claim as per ASM’s Insurance Policy.

A DISASTER RECOVERY BINDER

The Co-ordinator will create a binder to include the following:

Recovery Plan-Administration and President contact information(on list with Vests)
Emergency Contacts (Fire, Police, Hydro, Gas) use 911 and building security
Staff contact: phone numbers and emergency contact name

Campus contact numbers (with each vest in the pouch)

List of suppliers and contact information (in drawer — black book)

Insurance information — with Educo — Australian company
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APPENDIX A

To the ASM Emergency Preparedness Report

List of Positions and Employee Names as of 2025

President Neil Mort
Vice-President — Academic Andy Basi
Manager, Administration and Facilities Ysabela Isleta
Registrar Garnet Klatt

List of titles listed in the Report with assigned staff members as of 2025

Front Desk Staff Cayla Zhao, Part-time student workers

Floor Wardens: Ysabela Isleta
Ali de Haan
Paras Tuli
Garima Yadav
Cayla Zhao
Jim Tan

First Aid — Health and Safety Rep. Ysabela Isleta, Cayla Zhao, Garima Yadav,

Paras Tuli, Jim Tan, Hetty Yang

Building Security 604 682 1954

First Aid Tickets held by: see monthly OHS Report
Mental Health First Aid completed by: see monthly OHS Report
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