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Policy Statement

Acsenda School of Management is recognized as an institution committed to teaching excellence and to the provision of quality
assured programs that prepare graduates for success in key sectors sectors of the global labour market. Our employees play a vital
role enabling us to reach our goals and because of that, their health and safety is a top priority for us. We are dedicated to fostering
a healthy and safe working environment for our staff members, faculty members, students, and visitors. ASM has developed and
implemented a comprehensive high-quality occupational health and safety program. ASM believes that achieving a workplace free
from occupational injuries requires the active participation of all stakeholders, supported by proper training, heightened
awareness, and full compliance with relevant legislation.

1. Purpose & Principles

Acsenda School of Management (ASM) confirms our aim to provide an accident free, healthy and safe working environment for
all employees, students, customers, contractors and visitors to our workplace. Students at our institution are covered in the same
manner as a contractor or visitor but are provided additional consideration by Student Services for requirements, including mental
health support.

ASM is committed to eliminating risks to health and safety in its workplace or, where this is not reasonably practicable, to reducing
those risks, in compliance with the regulatory requirements of all states, provinces and countries in which we operate.
Occupational Health and Safety (OHS) legislation aims to involve employees and employers in the improvement of health and
safety standards. This can be achieved by implementing OHS policies and procedures that are designed to lead to the elimination
of workplace-related illness and injury, based on a preventative and pro-active approach involving consultation, participation and
support from employees at every level of the organisation.

The purpose of this policy is to outline ASM’s, key processes, tasks and the functions and responsibilities of the parties involved.
This policy is based on the following principles:

=  Everyone has a right to a safe and healthy workplace.

= The overall physical and psychological wellbeing of workers is essential in creating a rewarding and productive workplace.

= ASM recognises its responsibilities to work towards eliminating work-related injury and illness, and support and rehabilitate
injured workers.

=  Astrong and open relationship with workers and health and safety representatives is essential.

= Workers have a responsibility to act in a safe manner and to report risks and accidents as they occur.

= Workers have the Right To Refuse unsafe work or condition and to now be informed of unsafe work reassignment.

2. Scope

This policy applies to all workers (which for the purposes of this policy includes a person carrying out work in any capacity, including
but not limited to contractors and their employees, subcontractors and their employees, labour hire workers, volunteers and work
experience students) while working for ASM or while at ASM 's places of work. This policy also applies to current students, visiting
prospective students, customers and visitors.

3. Applicability & Responsibility

OHS is the responsibility of all employees. It is the responsibility of all employees to take reasonable care of their own health and
safety, their immediate workplace environment and the health and safety of others who may be affected by their actions. ASM
promotes a proactive approach to be taken by any person within the ASM campus in order to eliminate and/or report on any
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incidents/hazards within the ASM workplace. A key component of this approach is the existence of consultation at all levels of the
organisation. Consultation revolves around the establishment and operation of a College OHS Committee represented by:

=  President

= Chair as appointed by the President

= OHS Representatives, representing employees of ASM.

= Contractor Representative (When contracted work is being performed)

4, Functions & Specific Responsibilities

4.1 President or designated executive

The President has the ultimate responsibility to ensure the Health and Safety of all employees, students, customers and visitors is
maintained whilst on the ASM campus, whilst acting on behalf of ASM, performing work for ASM or whilst using ASM assets. The
President or designated executive delegates accountability for OHS planning and management by the establishment of an OHS
Committee.

4.2 OHS Coordinator- Co-Chair

This responsibility is carried out by a senior member of the Occupational Health and Safety team, referred to herein as the
Coordinator.
The Coordinator or Co-Chair is responsible to:

= act to resolve any OHS issues presented to them at the monthly OHS meetings

= act as first point of contact to provide support, advice and guidance to OHS representatives attempting to resolve OHS
situations or in their absence take full responsibility for resolving any OHS issue

= submit any injury incident report to WorkSafe BC on behalf of ASM

= recommend changes to ASM policy and procedures to the OHS Committee

= Co-chair, administer and maintain the functionality of the OHS Committee.

= provide processes, procedures and make available the required resources for First Aid Officers and Fire Wardens to perform
their duties; (ASM nominated or elected Fire Wardens have to seek advice from the landlord to perform their duties and
responsibilities, in order to collaborate with the processes and procedure in place for the building. Landlords are also
responsible for the training of Fire Wardens on annual basis).

4.3 Human Resources

=  Human Resources is responsible for establishing and maintaining of OHS policies, processes and procedures and the any
documentation associated with employee Workers Compensation claims, injuries and related rehabilitation or treatment
records within employee and payroll files.

=  Human Resources / Management is responsible for the arrangement of appropriate OHS Committee training.

4.4 OHS Committee
4.4.1. Functions of the Committee

The key functions of the Committee are to:

= promote a general awareness and interest in workplace health, safety and wellbeing and to ensure all employees are properly
inducted and aware of their obligations in regard to OHS

= recommend updates to ASM company policies, processes and procedures and to ensure all federal and Provincial and civic
legal requirements are met

= encourage a proactive rather than reactive attitude to Health and Safety and Workplace well being

= assist in the resolution of occupational Health and Safety issues and disputes

= provide a formal means of communication between management and staff on a range of issues impacting on the health and
safety of employees or on any issues/matters with OHS implications

=  manage and review the ASM OHS operational Program to ensure regular audits, hazard assessments and reviews are carried
out and documented with monthly report

= ensure that corrective action arising from audits is appropriately addressed within the allocated time frame and budgets

=  HR will monitor for the management and rehabilitation of employees with work related injuries and disease
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=  maintain minutes of all OHS meetings and distribute a copy to staff notice boards

= ensure monthly workplace inspections and safety checks are performed; and maintain lists of qualified First Aid Officers and
Fire Wardens.

= investigate and report on incident with potential to serious injury or discrimination/bullying_to the committee

= keep record of all reported Accident/Injury incidents and Hazard/Injury incidents and report at the earlies monthly meeting.

4.4.2 Selecting Committee members

The OHS committee members would normally be continuing /fixed term employees of ASM.

= |f there is no OHS Representative identified, then volunteers can be called upon by the OHS Coordinator in conjunction with
the President. They will nominate a representative who is interested, committed and knowledgeable of OHS practices.
= |f no OHS Rep can be identified the OHS coordinator will assume responsibility for the site.
= |n Accordance with the Workers Compensation Act section 127, a joint OHS committee for a workplace must be established
in accordance with the following:
= (a)it must have at least 4 members or, if a greater number of members is required by regulation, that greater number;
= (b) it must consist of worker representatives and employer representatives;
= (c) at least half the members must be worker representatives;
= (d) it must have 2 co-chairs, one selected by the worker representatives and the other selected by the employer
representatives.

4.5 OHS Representatives

The OHS Representative is responsible to:

= review and resolve any OHS issue raised with them, if possible;

= represent employee ideas, complaints or suggestions to the attention of the OHS Committee if they cannot be resolved;

= take initiatives to reduce the incidence of potential Workers Compensation claims within their designated work area;

=  be a role model for all employees by working safely, influencing others to do so and promoting general health and safety
awareness; and

= contribute to ASM hazard audits and other related activities as required by the OHS Committee.

4.6 Employees, Students, Customers, Contractors and Visitors

Employees, students, customers and visitors have the responsibility to:

= follow instructions and co-operate fully with directions from any OHS Representative, member of the OHS Committee or
President in order to protect their own personal health and safety as well as the health and safety of others;

= use any company asset, including furniture, fittings and equipment in a safe and appropriate manner; and

=  remove any OHS risk or to report any potential hazard in the workplace to their OHS Representative or supervisor if unable to
do so personally;

= report any incident by completing an Accident/Injury Form and hand this form to the OHS Representative;

5. First Aid Officers and Fire Wardens

OHS legislation requires ASM to provide appropriate first aid facilities at its workplaces, including first aid kits and trained first aid
personnel.

5.1 Responsibilities
5.1.1 OHS Committee

The OHS Committee has the responsibility to:

= request volunteers and nominate suitable employees to become trained First Aid Officers and Fire Wardens;
=  budget for training as approved by HR or the President;
= ensure that a First Aid Officer and Fire Warden is available during campus working hours.
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5.1.2 Fire Wardens

A Fire Warden will have the responsibility of providing the OHS Committee with an update on fire warden activities/minutes every
six months at the committee meeting.

5.1.3 First Aid Officer
The First Aid Officer has the responsibility to:

= provide first aid assistance to their level of first aid training to injured and ill employees, should it be safe to do so;

= refer aninjured or ill employee to an Ambulance/Medical Officer if further treatment is necessary;

=  maintain first aid equipment in a clean and orderly manner;

=  maintain First Aid Room facilities in clean and orderly manner where applicable;

= forward Accident/Injury forms and any Incident Report Forms to the OHS Committee at the end of each month; and

5.1.4 HR Director
The HR Director has the responsibility to:
= review, process and follow up on British Columbia Workers Compensation claims;

=  maintain confidentiality and privacy in relation to Workers Compensation claims and Rehabilitation program; and
= ensure all documentation associated with claims and injuries are maintained in relevant files located within HR and Payroll.

5.2 First Aid Facilities

First Aid bag will be supplied to the ASM campus. The first aid bag will be labelled and contain the names and phone numbers of
the relevant first aid officer(s). The first aid bag remains the property of ASM and are not to be taken off site. The boxes will be
serviced by a first aid representative on an annual basis to ensure stocks are maintained.

First Aid bag will only be accessible to First Aid Officers, Fire/Floor Wardens, and Front Desk Staff.

First Aid/Wellness rooms have facilities for a casualty to rest, including clean linen and a first aid kit. All first aid officers will have
access to the first aid/wellness rooms.

5.3 First Aid Treatment

When an employee, student, contractor or visitor suffers a work-related injury or becomes ill at the workplace, they will be
attended to by a first aid officer. The first aid officer may be contacted by the injured worker (if able) or called upon by a person
witnessing the incident. Appropriate first aid treatment, consistent with the training received by the certified first aid officer, will
be provided. If a first aid officer is of the opinion that further treatment is required, they can contact another first aid officer or
OHS Representative or Manager with a higher level of training, or refer the employee, contractor or visitor for medical treatment.

The first aid officer is to arrange transport and may accompany the employee if necessary (as approved by the supervisor). The
first aid officer must complete the first aid treatment book located with the OHS Representative and notify the supervisor or other
external contact as deemed appropriate for contractors or visitors. The first aid officer must inform an OHS Representative of any
serious injury of an employee sent for further treatment and provide a report of all first aid treatment and on the incident report
within 24 hours.

6. Hazard Management

6.1 Definition

Hazard management is aimed at eliminating or reducing the risk of injuries or illness associated with work. The process involves
identifying the hazard, assessing the risk, putting controls in place and evaluating control measures.

6.2 Responsibilities of Employees
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=  Employees are required to assist and take part in the Risk Assessment and Control Procedure and answer all questions that
may be asked by the OHS Committee or their representative in relation to any identified hazard, as precisely and truthfully as
possible.

=  Employees must ensure that with any act or omission they do not endanger themselves or others in the workplace.

=  ASM recognises that its employees are informed about their day-to-day work tasks. Therefore, it is the responsibility of all
employees to monitor their workplace and report conditions they believe to be hazardous. Management needs to ensure,
where hazardous conditions exist, that through consultation and two-way communication between management and
employees and/or OHS representatives, that appropriate and timely solutions are implemented and take place.

=  The OHS Committee will action all hazard reports and perform regular hazard assessments.

6.3 Reporting Incidents/Hazards

All incidents, including near misses with the potential for injury or property damage, must be reported to an OHS Representative.
Where there is serious injury, major electrical and equipment problems (gas leak, water spill, or explosion) or death, the incident
site must not be altered or disturbed in any way until an officer from the WorkSafe BC has given permission to do so.

6.3.1 The procedure for Hazard Identification, Risk Assessment & Control is as follows: (Where an employee discovers a situation
he/she believes is hazardous, or has been subject to a near miss incident):

] if the employee is able and has the resources to remedy an immediate problem, he/she shall do so and report the
situation to the OHS Representative;

] in all other situations, an initial consultation with the OHS Representative or immediate manager should be first
priority who shall initiate immediate corrective action if possible;

= the employee has to complete a Hazard/Incident Form and hand the form to the OHS Representative;

= all Hazard /Incident forms will be recorded onto a database for action, with the original copy filed and maintained
by the OHS Coordinator; and

= a Hazard Assessment analysis is performed by a member of the OHS Committee who will assess the level of risk and
propose an appropriate form of action.

6.3.2 All Injuries Must Be Reported regardless of severity.
6.3.3 Minor Injuries

If the injury is minor (e.g. paper cut to the finger) then an accident investigation is not necessary. However, if the incident that
caused the injury has the potential for a more serious outcome (e.g. potential amputation of a limb), or the incident could cause
injury to others if action is not taken, an investigation shall be performed.

Any minor injuries with a trend must be investigated and corrective action taken.
6.3.4 Employee Requires Treatment

All injuries, whether or not they require medical treatment (doctors/hospital), must be recorded in the injury/incident report
folder located with each OHS Representative on site along with a prescribed medical certificate (where medical treatment is
provided).

6.3.5 Major Injuries

In the event of serious injury, an accident/incident report form must be completed, and an accident investigation commenced
immediately.

7. Rehabilitation & Return to Work

7.1 ASM Commitment

ASM is committed to ensuring that employees who sustain workplace injuries or illnesses are involved in an occupational
rehabilitation program where necessary through the HR department. The HR department will give employees every reasonable
assistance and encouragement to return to their normal duties at the earliest possible time.
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. If an employee is medically assessed as having some capacity for work, ASM shall work with the HR department to provide
suitable duties to match that capacity wherever possible for a time with the expectation that they will return to normal
duties. All injured workers shall be supported by ASM’s HR department in their safe and productive return to their normal
work. All managers, supervisors and Co-workers will cooperate in the successful integration of an injured worker back into
the workforce.

. Where an employee appears not to be able to return to normal duties after a reasonable time, discussions with medical
practitioners and others will ensue and an agreed position established to meet the needs of the company and the employee
where possible by the HR department

7.2 Human Resource Department
The Human Resource department of ASM acknowledges responsibility for:

. returning an injured employee to their normal duties as soon as possible;

- identification of suitable alternative duties for injured workers for a reasonable time;
] provision of external rehabilitation services to injured workers; and

ol rehabilitation support for injured workers.

7.3 The Injured Worker
The Injured Worker has the responsibility to:

= participate actively in any vocational rehabilitation program with the agreed primary goal being return to their normal duties;

= abide by medical constraints and undertake treatment programs as prescribed by the treating doctor;

= accept the provision of safe suitable alternative duties where they form part of an agreed rehabilitation plan with an intention
of returning to their normal duties; and where this is deemed not possible to advise management of their intentions to develop
a mutually agreeable position.

7.4 The Manager and Co-Workers

Subject to confidentiality limitations, managers and the President will be involved in the establishment of Return to Work Plans
and be fully aware of duties the injured worker is fit to perform. The manager will ensure sufficient support and supervision are
provided on site when an employee returns to work on partial or alternate duties. Subject again to confidentiality limitations, co-
workers shall be briefed as to what duties a worker resuming under a Return to Work Plan will be performing. They will be informed
of the need to support the injured worker in his/her rehabilitation.

8. Drugs & Alcohol

The consumption of alcohol will not be permitted on site unless it is part of either a special function or oenology course. Drugs
impacting judgment, such as marijuana, will not be permitted on site. If illegal drugs are found on site or on any person on the
premises, the appropriate clauses under the Terms & Conditions of Employment will be actioned along with the responsible legal
actions.

8.1 Management

The decision on an individual’s ability to work safely will be made by the Human Resource department and the President, who
may advise or request the attendance of the OHS Representative if considered appropriate or requested by the employee. The
Employee’s Manager is not required to assess whether an employee is affected by drugs or alcohol or to what extent. The Manager
is required to assess whether, in their opinion, the employee is capable of performing their duties in a safe, alert and efficient
manner and without endangering the work environment of colleagues.

8.2 Employee/Student/Customer/Visitor Responsibility
Every employee and attendee on the ASM site, must ensure that they are not, by the consumption of drugs and/or alcohol;

] in such a state as to endanger their own safety or the safety of any other person at work; or
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Ll unable to perform work to meet expected standards.

8.2.1 Employees who have concerns relating to another employee, due to the effects of possible drug and/or alcohol use, must
immediately consult their Manager. Any employee, who is undertaking a course of prescribed medication which has the potential
to compromise their performance in any way, must advise their Manager at the earliest opportunity. The strictest confidentiality
will be observed in these matters.

8.2.2  The Manager has the right to prevent any individual who appears incapable of working in a safe manner to continue to
work, until able to work in a safe manner. When an employee is considered unable to work in a safe manner, the Manager will
assist the individual to find safe transport home, and the employee will be deemed to be on leave.

8.2.3  If an individual refuses to leave the work site despite being directed to do so, the employee may be subject to further
disciplinary action of misconduct and negligence of duty if it is considered that the employee has deliberately attempted to work
whilst being unable to safely do so.

8.2.4  Following the first instance of an employee being in an unfit state to work safely, due to the possible use of alcohol and/or
drugs, the employee will be counselled on the following working day:

] to clarify the unacceptable behaviour;

= to establish whether the behaviour was due to intoxication, substance abuse and/or any other factors; and
= to recommend assistance (i.e., referral to a drug / alcohol counselling service) where appropriate.

] to take disciplinary action if necessary.

8.2.5  Any further incidents of this nature may result in further disciplinary action and termination of employment.

8.2.6 If any employee feels they require assistance with an alcohol or drug related issue, the HR Team can make a referral to
an assistance program, in strictest confidence.

9. Working from Home
A Flexible Work Arrangement is also covered under the Occupational Health and Safety policy.

Requests for Flexible Work arrangements must be submitted in writing to the employee’s manager, with documented support
from the employee prior to approval.

10. Other Work-Related Policies

Please refer to the section HR Policies on the Share Point drive for all other ASM work related policies, in particular, the Acsenda
School of Management Alcohol and Drug Policy.
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