An ALERT is:
• The best way for an employee to
communicate and resolve safety
concerns
• A tool for monitoring follow-up
actions and improvements by
referring to the ALERT Log
• A means of sharing safety
information throughout BC Ferries
• The foundation of proactive safety
here at BC Ferries

Make a difference:
• In the first 10 years of SailSafe,
ALERTS have identified and
corrected over 6,000 hazards!
• An ALERT can be entered
anonymously through your Site
Safety Committee rep or Regional
Safety Officer.
• Documenting the communication
and resolution of hazards using
the ALERT process has resulted in
changes across the entire fleet.
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Risk Levels and Required Actions
LOW

The ALERT process was created to give
Employees and Supervisors a tool to
report and mitigate hazards before an
injury occurs and to share the learnings
with other work sites.

Potential Outcome: Basic first aid or
less.
Actions: Simple controls; core skills
and awareness.
Potential Outcome: Non emergency
medical aid or less.

MEDIUM

Actions: Control measures to be in
place before commencement of work
activity.
Likely Outcome: Time loss injury
or worse.

HIGH

Actions: Immediate actions required to
reduce risk level to MEDIUM or LOW.
Consider submitting IAR.
LIkely Outcome: Emergency medical
response injury or worse.

ALARM

Actions: Immediately isolate area.
Immediate actions must lower risk level
to MEDIUM or LOW. Submit IAR.

Risk Reduction
Reduce the Risk of a Hazard causing an incident by
using the following, in order of priority:
1st choice: Elimination (Can you remove the hazard?)
2nd choice: Substitution (Can you replace the hazard with
something at a lower risk level?)
3rd choice: Engineering Controls (For example, can you
install a guardrail around an open hatch?)
4th choice: Administrative Controls (For example, can you
improve procedures or training?)
5th choice: Personal Protective Equipment (If none of the
above are possible, suitable PPE must be used)
Always consider whether your action has introduced
new hazards or risks and re-evaluate accordingly.

Please contact your Supervisor
or sailsafe@bcferries.com for a
replacement form-pad.

DO NOT THROW
AWAY THE
HANDBOOK
This initiative has resulted in many thousands of hazards
being identified and corrected since its beginning in
2008 and is key to employee driven safety here.

A.L.E.R.T. others to hazards
1 ALERT Simple Overview
2 Originator
3 Supervisor
4 Regional Safety Officer (RSO)
5 Site Safety Committee (SSC)
6 Anonymous ALERTS

Worksite:

Primary Dept:

Supporting Dept:

Near Miss q
Hazard q
Date:

Describe the Near Miss or Hazard:

LOW q MED q HIGH q ALARM q
Risk Level BEFORE
IMMEDIATE ACTIONS:
Notify RSO & Sr Mgr
Immediate Actions Taken (To Reduce the Risk):

LOW q MED q
Risk Level AFTER
IMMEDIATE ACTIONS::
Employee Name

Employee Email (optional)

Supervisor Name (please print)

Maximo/SR/WO#

Follow Up Action
(What action did Supervisor and Employee take?):

Date Sent to RSO:

Is this ALERT Resolved?
Yes q No q

Incomplete forms will be returned to Supervisor for completion
Originating
Employee closure

1 ALERT Simple Overview
There are 4 basic steps to an ALERT:
1. IDENTIFY:
The employee identifies a hazard in the workplace
and controls it to the best of their ability.

2. REPORT:
Together, the Supervisor and Originator discuss the
risk level,
corrective
actions and
1
submit the
2
Hazard
ALERT to
Hazard
identified
the Regional
Reported
Safety Officer
(RSO.)
The
4
Supervisor
Learning
advises the
Shared
worksite
and Senior
Manager
as required
to ensure
awareness of the hazard.

3
Hazard
Resolved

The RSO will review and post to the ALERT log on
the SMS Dashboard for companywide visibility.

3. MONITOR TO RESOLVED:
The Site Safety Committee and Originator should
review the SMS Dashboard ALERT log monthly.
This is available for all staff to view on the BC Ferries
intranet. Once the hazard has been controlled, the
Supervisor will check with the Originator to confirm
the action taken has corrected the hazard. The
Supervisor then sends an email to the RSO, Site
Safety Committee Co Chairs (SSC) and Originator
informing them of the Originator’s response to the
corrective actions taken.

4. SHARE LEARNING:
ALERT learnings are shared through the SMS
Dashboard, daily briefings, the Safety Update and
SSC meeting minutes.
If a hazard is found and resolved immediately, it
is important to still submit an ALERT, marked as
Resolved, so that the event learning can be shared
throughout the company.

1 ALERT Simple Overview

2 Originator
Role: Identifying the Hazard
Once a hazard is found in the worksite, it is every
employee’s responsibility to take immediate action to
reduce the risk of an incident or injury from happening.

Responsibility: Reporting the Hazard
Once the immediate risk is controlled, report the hazard
to the Supervisor responsible for that area. Be clear in
identifying the specific hazard and location. If possible,
return to the location together to be sure the hazard is
understood. Complete all fields of the form. Use N/A for
Anonymous forms.
Together, discuss the Risk Level and possible solutions,
complete all fields on the form and submit. You are both
partners in working together towards solutions.
*If an Employee wishes to submit an ALERT without
using their name, they can submit the form directly to
their Regional Safety Officer (RSO) via company mail or
to a Site Safety Committee (SSC) Worker Representative.
See Anonymous ALERTs (Tab 6) for submission
options that do not include the Supervisor.

Expectation: Follow up on your ALERT
ALERTs (and updates) are submitted to the RSO for
posting to the SMS Dashboards. All BCF employees
can access the SMS Dashboards from the:
BCF Intranet / Safety Links / SMS Dashboards
(then simply select your worksite Dashboard to find your ALERT)

Once the hazard has been controlled, the Supervisor will
inform you and request that the status be changed to
Resolved. If you are in agreement, sign the form.
Your supervisor will send an email to the RSO, SSC
and you. The RSO will update the SMS Dashboard. If
you disagree with the effectiveness of the corrective
actions and cannot come to agreement, the Supervisor
will follow the same email process and the SSC will
investigate further, notifying you of their findings.

2 Originator

3 Supervisor
The ALERT process is an effective tool in proactively
managing the daily hazards found at work before
an incident occurs and an excellent opportunity to
encourage employees when received. Receiving an
ALERT is a positive indicator of a healthy safety culture.

Role: Receiving an ALERT
When receiving an
ALERT, engage in
2-way discussion
to clarify the issue.
Ensure the form is
complete and coach
for quality.
Determine that the immediate actions taken are as
required by the Risk Level. Together, look for permanent
solutions and show appreciation to the Originator for
taking a proactive role in safety on your team. You are
partners in working together towards solutions.
Print your name on the form as received and advise
them that you will forward the ALERT to the RSO
for posting. No ALERT can be refused; only the Site
Safety Committee (SSC), after thorough investigation,
can determine that no action is required without the
Originators agreement (see ALARP). Notify other
watches and Sr. Manager of the hazard and any
temporary controls as required.

Responsibility: Submitting an ALERT
The completed ALERT is forwarded to the RSO for
review and to post on the SMS Dashboard. The most
effective method is to scan and email the form, including
the SSC Co-chairs and Originator.

Expectation: Actioning the ALERT
When considering control measures, always try to
eliminate the hazard. When submitting a Maximo service
request, identify it as an ALERT request.
Notify the Originator and the RSO of all updates so
they are involved in the process through to completion.
When final controls are in place, contact the Originator to
inform them. Ask their permission to move to Resolved.
If in agreement, email notification to the RSO, SSC CoChairs and the Originator. If not in agreement, look for
other solutions. If unable to agree, follow the same email
process notifying all parties of the Originators response.

3 Supervisor

4 Regional Safety Officer (RSO)
Role: Receiving the ALERT
The Regional Safety Officer (RSO) should review the
ALERT for completeness, protection of privacy and
appropriateness to the process before entering it into the
SMS Dashboard. Responsibility: Posting the AL

Once reviewed, the RSO will post to the SMS Dashboard.
They will also share ALERTs with the other RSOs and
worksites as deemed necessary. If an ALERT is received
incomplete, it will be entered into the dashboard, with
notes indicating that further information has been
requested and returned to the Supervisor for follow up.
When an ALERT is discovered at ALARM Risk Level and
confirmed, The Designated Person Ashore will be notified.

Expectation: Updating the ALERT
The Supervisor should keep the RSO notified of all
updates during the ALERT resolution process and these
should be noted on the SMS dashboard. Once notified
via an email by the Supervisor that an ALERT is resolved,
or needs investigation by the SSC due to a disagreement
on status, or by the SSC that a status has been changed
to ALARP, the RSO will update the SMS Dashboard. Note
that all emails requesting any status change must also
be addressed to the SSC Co-Chairs, Supervisor and the
Originator.
If an email is received that does not include all
participants, it should be forwarded to all or returned to
sender notifying them of this deficiency.
Remember that the Supervisor and Originator are the
“owners” of the ALERT and responsible for working
together towards resolve. The RSO role is to advise and
guide the participants to effective hazard control, to
escalate when required and to update the ALERT on the
SMS Dashboard.

4 Regional Safety Officer (RSO)

5 Site Safety Committee (SSC)
Role: Receiving an ALERT notification
The Site Safety Committee shall be aware of all ALERTs
raised in the workplace and be active in understanding
the hazards found. When an ALERT is submitted to a
member as Anonymous, that member has an ethical
obligation to not share the originators name, even with
other committee members.

Responsibility: Monitoring ALERT Progress
Every Committee meeting should include a review of the
ALERT log in the SMS Dashboard and document it in
the meeting minutes.
No ALERT is ever “orphaned”. When a POA changes,.
the SSC members of that area take ownership and
have the responsibility to follow through to Resolved or
ALARP making every effort to notify the Originator of
any status changes. The SSC also takes ownership on
behalf of any retired originators and those that have left
employment with BC Ferries.

Role: Communicating ALERT Progress
SSC members should be ready for and actively pursuing
opportunities to discuss Not Resolved ALERTs with
Originators and Supervisors. They also investigate
disagreements and concerns raised between the
Supervisors and Originators and should regularly update
them as progress is made towards a decision.

Expectation: Resolving ALERT Status Disputes
If an Originator and Supervisor cannot agree to a status
change, the SSC must investigate without prejudice.
The findings should reference legislation, Risk Level
evaluation, and other relevant information. When a
majority decision is reached within the committee, this
decision should be returned to the Originator, RSO and
Supervisor promptly, stating the facts behind the decision.

ALERT Status Definitions
Resolved – Actions to control hazard are complete and
all parties are in agreement.
Not Resolved – Submission, corrective actions,
investigation, or monitoring not yet complete.
ALARP – After thorough investigation, the Site Safety
Committee has reached majority decision that no further
action is required on an ALERT.

5 Site Safety Committee (SSC)

6 Anonymous ALERTS

Anonymous submissions
When an employee wishes to submit an ALERT
anonymously, the form is submitted directly to the RSO
via company mail or to a Site Safety Committee worker
representative without putting their name on it.
When an ALERT is submitted to a member as
Anonymous, that member has an ethical obligation
to not share the originators name, even with other
committee members.
It is important that anonymous ALERTs are well thought
out and the form is complete because without a name
attached, clarification of the hazard may not be possible.
If ANY employee ever feels as though the ability to
report a hazard is being impeded, whether intended or
not, they should voice their concern to their SSC worker
representative.
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Resolving an Anonymous ALERT
Once the ALERT has been received and reviewed by
the Supervisor for the area responsible, the Site Safety
Committee will receive notification of the ALERT and will
take on the role of the Originator.
They will be responsible for following up on the concern,
investigating its validity and determining through
collaboration with the Supervisor, suitable corrective
actions. A majority vote from both the Bargaining Unit
and Management representatives of the SSC is required
before the status can be changed from unresolved to
resolved.

6 Anonymous ALERTS

