EMERGENCY PHONE NUMBERS
Police:
Fire:
Ambulance:

EMERGENCY PROCEDURES

INTRODUCTION

Immediately notify appropriate agency—access outside
line, dial emergency and give the following information:

Emergencies, disasters, accidents and injuries can
occur any time and without warning.

•
•
•
•

Nature of emergency
BACK

COVER

Telephone number from which you are calling
Your name—Floor number —Location in building

Poison Control: 1-800-567-8911
Outside Greater Vancouver

Do not hang up first as additional information may
be needed.

Transit Control - T.Comm: 250-419-5900

Damage to Building and Contents

Staff Disaster Response Hot Line: 1-855-995-5870

First Aid Attendant:
Name:
Phone:
Emergency Warden:

Your worksite has established emergency procedures
for you to follow so that the effects of those
emergencies can be minimized.

Note: Whenever an emergency occurs do not talk to the
media, refer them to your Supervisor. Misinformation, or partial
information can cause bigger problems.

Name:

Phone:

Cross Street:

What to do to be prepared for an Emergency

In Case of an Emergency Contact:
Name:

Keep on hand personal items such as:

Phone:
Supervisor:
Name:
Phone:
Alternate:
Name:
Phone
Manager:

Please read this booklet thoroughly and fully
familiarize yourself with your worksite’s emergency
plans. If you have any questions or require clarification
consult your Supervisor.

Phone:

Read this booklet several times and keep it handy. Be familiar
with your building’s emergency procedures. Know your
Emergency Warden and First Aid Attendants. Know your
evacuation routes and where fire extinguishers and emergency
supplies are located.

Phone:

The information included in this handbook is not
all inclusive, but covers most actions taken during
emergencies. Common sense must prevail when
instructions are not available or do not fit your
particular needs.

This Office Location:

Address:

Name:

This booklet provides a quick reference for responding
to emergencies and disasters and is intended to
supplement BC Transit policy and your worksite plan.
The information can also be used in your home.

• If non-accidental damage, contact police
• Notify Supervisor—Notify Security

Name:
First Aid Kit/Room:

Being prepared to handle emergencies physically as
well as psychologically, is an individual as well as an
organizational responsibility.

Exact address and cross street

•
•
•
•

Emergency Procedures Guide

Flashlight and batteries and comfortable shoes
Books to read, pack of cards, etc.

May 2015

Some food items such as food bars and stored water
(to last at least 72 hours).

• Participate in practice drills and training programs.
Volunteer to take emergency responsibilities in your
office and community.

• Prepare yourself and your family so they will know what
to do at home, where to go, and how to cope until you
are able to get home.

• Attend Cardiopulmonary Resuscitation (CPR) and

Phone:

• Read the First Aid and Earthquake Guides

First Aid Classes.
in this booklet.

Contact your Supervisor for further information or
training on emergency and other safety procedures.

BC Transit

Medications (these must be properly safeguarded)

Name:

The inside back cover has space for you to include
your worksite evacuation plan.

0304/1m

The more you are prepared the better you can act
to minimize panic or confusion when an emergency
occurs. No matter what the crisis, THINK before you
ACT, then act swiftly to minimize your exposure to
danger. It is BC Transit policy that employees should
ensure that their families are safe and secure before
returning to work after a disaster.

CAPITAL REGIONAL DISTRICT
DISASTER RESPONSE ROUTES SYSTEM
Please obtain a copy of your evacuation
map from “G” drive.
(G:\Public\Emergency Procedures\Evacuation Maps)

What is a Disaster Response Route?
• A network of pre-identified routes
(including road, marine, air and
rail) that can best move emergency
services and supplies to where
they are needed in response to a
major disaster. DRRs are a critical
part of the overall emergency
transportation system.

YOUR WORKSITE EVACUATION PLAN

Produced by Flip Productions Ltd.
Vancouver, BC, Canada
1-888-220-FLIP (3547)
IF.G.01.00519.B.03
www.flipproductions.com
Made in Germany by Infoflip Medien GmbH

r Back

1 Stretching for a Better Back
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• Clasp your hands behind
your neck.
• Gently pull your chin in
toward your hands, hold
position.
• Raise elbows up and back,
keep elbows out wide.
• Gently stretch over the top
of the chair if able.

• Hold hands together behind
your back.
• Tilt your one ear toward
the shoulder.
• Gently raise your chin
toward the ceiling.
• This will stretch the
other side.
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• Stand straight with feet
shoulder width apart.
ack. • Support your back with
your hands.
r
• Lean back as far as tolerable.
out • Keep your knees straight.

Bas

• Sit on a chair.
•
• Take hold of the back of
•
the chair or arm rest.
•
• Look over your shoulder while
•
turning your upper body.
• Keep knees pointing forward.
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Linking Communities, Businesses & Lifestyles

• Stand and grasp one ankle
with your hand (or place the
raised foot on a chair if too
awkward to grab).
• Point knee down while
bringing the ankle toward
your bottom.
• Maintain good back posture
(do not overextend in the
low back).

• Stand with one foot on a
chair or bench.
• Flex ankle, keeping the leg
straight, push heel into the
chair/bench.
• Bend forward at hips,
keeping the back straight.
• Stretch should be felt in the
back of the leg and knee.

1 Stretching for a Better Back
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2 Earthquake
BEFORE AN EARTHQUAKE
Be Prepared at Your Worksite
yy Review and follow your worksite’s earthquake
preparedness plan.

yyIdentify safe spots in each worksite.
yyConduct worksite hazard hunts and take steps to correct these
hazards. (e.g., unsecured filing cabinets, bookcases and
computer equipment.)

yyPractice worksite earthquake drills.
yyAdvise your safety committee representative of any concerns
you may have.

Be Prepared at Home
Because earthquakes occur without warning it’s important that you
have a home earthquake preparedness plan.
yyIdentify safe spots in each room.

yyConduct home hazard hunts and take steps to correct these
hazards (e.g., unsecured hot water tanks, hanging plants etc).

yyBeware of danger zones (such as windows or swinging doors).
yyPractice family earthquake drills.
yyDiscuss what to expect following a damaging earthquake.
yyDetermine what procedures your children’s school has in place.
yyEnsure plans are in place for your children in the event you
cannot get home.

yyMaintain an earthquake preparedness kit.
What are the Biggest Dangers?

yyFalling objects (pictures, things in cupboards and on
shelves, ceiling tiles and fixtures, furniture, file cabinets and
bookshelves) and swinging doors and broken windows.

yyPossible fires (from broken natural gas lines, electrical short
circuits, or other causes).

yyElectrical shock hazards: be aware of potential damage to
electrical equipment.
WHAT HAPPENS DURING AN EARTHQUAKE?

yyYou can’t miss it. Everything shakes and rattles.
yyThere is a lot of noise.
yyThings may fall and break (such as ceiling tiles, bookcases,
file cabinets, and other furniture that has not been anchored to
walls or floors).

yyThe motion may be severe—if you are standing you may be
thrown to the ground.

yyMany things may stop working (lights, telephones, elevators,
heat and air conditioning).

yySome exterior windows will probably break, causing shattered
glass and strong drafts. There will be a mess.
How Long Will it Last?
The shaking may last for a few seconds or only a minute or two.
There may be a number of aftershocks (over several
days/weeks/months).
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3 Earthquake
DURING THE EARTHQUAKE
If you are in an office:
1. Take cover underneath a desk or table. Protect your
head and neck. Hold onto the furniture leg.
2. Face away from windows and get out of their proximity.
3. Stay away from objects which could fall on you.
4. Stay where you are—Do Not Run Outside. Falling debris may
cause injury.
5. Follow the direction of your Emergency Warden or Supervisor.
6. If outdoors, stay in an open area. Do not enter the building.
7. Be prepared to help others.
What if you are in the Shop/Maintenance area?

yyEvacuate the building IMMEDIATELY!
yyOnce outdoors, assemble in an open area, away from potential
falling debris, power lines, walls and trees.

yyDo Not re-enter the building.
yyFollow the directions of your Emergency Warden or Supervisor.
yyBe prepared to help others.
During an Earthquake - If in a moving vehicle

yyPull over to a safe place where you are not blocking the road.
Keep roads clear for rescue and emergency vehicles.

yyAvoid bridges, overpasses, underpasses, buildings or anything
that could collapse.

yyStop the vehicle and stay inside.
yyListen to your car or bus radio for instructions from emergency
officials or transit control.

yyDo not attempt to get out of the vehicle if downed power lines
are across it. Wait to be rescued.

yyIf you are on a bus, stay in your seat until the bus stops. Take
cover in a protected place. If you can’t take cover, sit in a
crouched position and protect your head from falling debris.

yyStick to the main routes as marked on the disaster route plan
attached. Only drop persons off at stops on these routes as
back roads could be blocked. Remember your employee ID
card with the disaster response route symbol on it will assist
you through any road blocks.

Communication is key to your safety and assistance to the overall
recovery efforts following a disaster. Stay calm, wait for instructions
before proceeding, this will ensure you and those around you
remain safe.
AFTER THE EARTHQUAKE
1. Go to a predetermined safe area. Avoid glass and machinery.
2. Be prepared for aftershocks. Do Not return to your area
until authorized.
3. Wait for direction from your Emergency Warden or Supervisor.
4. Replace telephone handsets that have been shaken off, but
Do Not try to use the telephones except to report fires or
medical emergencies. (Even if they do still work, they will be
needed for emergency communications)
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4 Earthquake
Unplug electrical equipment (coffee makers, kettles,
terminals, etc).
5. Turn on a battery-powered radio to learn about
what has happened.
6. Assist with first aid to any injured persons. Your worksite will have
first aid kits available (emergency supply cabinet). Do Not move
victims unless absolutely necessary.
7. Alert your Emergency Warden or Supervisor to anything needing
attention. Be prepared to move to a different area in the building
or evacuate, if necessary.
EVACUATION
Your Emergency Warden or Supervisor will advise you of whether it
is necessary to evacuate and the safe route of evacuation. Follow
directions, assisting with evacuating injured or disabled persons as
requested. Assemble at prearranged assembly point or muster area.
How About Later?
1. Be prepared to stay in the building overnight, and perhaps longer.
2. Do not try to use the elevators until declared safe to do so.
3. Do not risk becoming a casualty by being careless, by acting
independently of everyone else, or by not following the directions
of your Emergency Warden or Supervisor.
When Can You Go Home?
You should not try to get home until emergency services say it is
safe, which will be when fires are under control and the streets have
been cleared. This may happen quickly, or it may take some time
(perhaps 72 hours or more).
EVACUATION OF PERSONS WITH DISABILITIES
Non-Ambulatory Persons
Non-ambulatory persons may have respiratory complications—
remove them from smoke or fumes immediately. Non-ambulatory
persons’ needs and preferences will vary. Always consult the person
as to preference with regard to:

yyWays of being moved from a wheelchair and how many people
will be needed to assist.

yyWheelchairs should not be used in stairwells, if at all possible.
If possible, remove the wheelchair separately.

yyWhether to extend or move extremities when lifting because of
pain, catheter leg bags, spasticity, braces, etc.

yyWhether a seat cushion or pad should be brought along when a
person is removed from the chair.

yyBeing carried forward or backward on a flight of stairs.
yyAfter-care, if wheelchair is not available ask whether a stretcher,
chair with cushion pad or car seat is preferred, or if medical
assistance is necessary.
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5 Fire
FIRE ON YOUR FLOOR
1. Activate fire alarm to alert others.
2. Call Fire Department and report location of fire.
(See Emergency Numbers).
3. Call Emergency Warden or Supervisor to advise location of fire.
4. Use appropriate fire extinguisher to put out fire. Don’t try to fight a
fire that is larger than a wastebasket.
5. Get Out, close doors, confine fire as much as possible.
Fire Extinguisher Instructions

yyP
yyA
yyS
yyS

Pull safety pin from handle.
Aim (nozzle, cone, horn) at base of the fire.
Squeeze the trigger handle.
Sweep from side to side (watch for re–flash).

If your clothing catches fire . . . Stop . . . Drop . . . Roll.
WHEN A FIRE ALARM IS ACTIVATED
When a Fire Alarm is activated on your floor, evacuate, following
your worksite’s evacuation plan—remember close windows and
worksite doors.
If Caught In Smoke

yyDrop to hands and knees and crawl; hold breath; breathe
shallowly through nose and use shirt, or jacket as filter.
If Forced to Advance Through Flames

yyHold your breath; move quickly; cover head; keep head down
and eyes closed as much as possible.
If Trapped in Room

yyPlace cloth material around and under door to prevent smoke
from entering.

yyRetreat—close as many doors as possible between you and
fire. Be prepared to signal from window—but Do Not break
glass unless absolutely necessary (Outside smoke may be
drawn in).

5 Fire

6 Fire/Evacuation
FIRE EVACUATION
Your own common sense is the finest safety device ever developed.
Above all—remember to use your head! Prepare yourself in
advance; know where to go and how to get there. Know the location
of fire extinguishers and fire alarm. Learn the proper use of fire
extinguishers and read the material safety data sheet (refer to
WHMIS) for each one. In your worksite, know in advance exactly
how many doors you will have to pass along your evacuation
route before you reach your nearest exit door. This tip will be very
helpful in the event you encounter heavy smoke. Remember, when
heavy smoke is present, the exit signs above the doors may be
camouflaged. If you know in advance how many doors you will have
to pass, you can then crawl or crouch low with head 30”– 36” from
the floor (watching the base of the wall). Count out the number of
doors you pass, so you will know when you reach the exit door (even
if you can’t see that it is the exit).
Establish an alternate route to be used in the event your first route is
blocked or unsafe to use.
1. Follow instructions of your Emergency Warden or Supervisor.
2. Assist people with disabilities if they are present
(see previous section).
3. Do Not Use Elevators.
4. Remove your high heels to avoid tripping.
5. Do Not rush or crowd, use handrails in stairwells,
stay to the right.
6. Watch for falling glass.
7. Stay with your Emergency Warden or Supervisor who will keep
track of employees from your area.
8. Move to your assembly point unless otherwise instructed.
Check doors for heat before opening.
9. Do Not return until you are notified that it is safe to return by your
Emergency Warden or Supervisor.

6 Fire/Evacuation

7 Hostage Taking
HOSTAGE TAKING
Hostage takings vary widely in motive, type of hostage
takeover, nature and complexity of demands and
content. As a result, it is difficult to prepare a set of
guidelines that will apply in every situation. The behaviour of the
hostage can strongly influence the actions of the hostage taker.
The following guidelines are offered as general suggestions for
hostage behaviour. Building on these guidelines the victim of a
hostage taking should use common sense and self discipline to
construct a coping strategy.
If you witness a hostage taking, or think you have just witnessed
a hostage taking

yyDo not attempt to defuse the situation.
yyLeave the area.
yyObey instructions.
If you are taken hostage

yyDon’t be a hero. Don’t fight back. No matter how reasonable
they seem, your captors are dangerous and unpredictable.

yyAccept your situation and be prepared to wait. Time is on
your side.

yyDo as you are told. The initial phase (alarm) of this incident is
extremely dangerous.

yyRest and exercise as appropriate to the circumstances.
yyDon’t make suggestions.
yyDo not attempt to escape unless you have a clear opportunity.
yyNotify the captors of your need for special medications, etc.
yyStay calm and be observant.
yyDon’t argue or make provocative remarks.
yyTreat hostage taker with respect.
yyPortray yourself as a human being first and foremost.
yyEat what you are offered.
yyTry to keep track of time.
yyMaintain a sense of humour (it promotes objectivity).
yyMaintain comfortable, dignified, nonthreatening behaviour as an
insulator to the hostile surroundings.

yyDon’t turn your back on an armed hostage taker. Face-to-face
you remain a person.

7 Hostage Taking

8 Bomb Threats
BOMB THREATS
Bomb threats are usually received by telephone or
at times by note or letter. Most bomb threats are
made by callers who want to create an atmosphere of
general anxiety and panic, but all such calls must be
taken seriously and handled as though an explosion will occur in the
building.
If you receive a bomb threat call, follow these steps
1. Ask the following questions permitting the caller to say as
much as possible without interruption.

• When is the bomb going to explode?
• Where is it right now?
• What does it look like?
• What will cause it to explode?
• Did you place the bomb?
• Why?
• What is your address?
• What is your name?
2. Call your Supervisor or Emergency Warden to report the threat.
If possible, get a co-worker to do this while you continue talking to
the caller. (The purpose of keeping the person talking is to assist
in identifying the caller. Tracing is not always possible).
3. Take notes on everything said and use the Critical Incident/Bomb
Threat Report to record your observations.
4. All bomb threats are assumed to be real; they are to be
considered a threat to employees and BC Transit Operations. After
the police have been notified, you will be advised if evacuation is
necessary. Follow the directions of your Emergency Warden or
Supervisor.
5. If an explosion of any type occurs, it should be reported
immediately to the Fire Department.
EVACUATION
When you are advised to evacuate because of a bomb threat,
check your work area —if you see a package or foreign object in
an unusual place, DO NOT TOUCH IT! Immediately advise the
Emergency Wardens or your Supervisor, describing the item. They
will advise the police.
Follow evacuation procedures and the instructions from your
Emergency Wardens or your Supervisor.
If your work site is evacuated, one or more employees familiar
with your work site may be asked to volunteer to assist emergency
personnel with searching the premises.

8 Bomb Threats

9 Power Outage/Winter Driving
POWER OUTAGE
yyRemain calm and in place.

yyTurn off appliances.
yySome buildings are equipped with public address
systems to inform the public and employees of the emergency.
yyIf available turn on battery-powered radio to find out what is
happening in your area.

yyFollow Emergency Warden or Supervisor directions.
yyEmergency lighting is commonly available for short periods

at a time to assist evacuation. Be familiar with the location of
emergency lighting in your worksite.

yyDetermine whether the phone system is operational.
yyReport power failure to BC Hydro (coordinate through
your supervisor).

WINTER DRIVING Preparing to Travel
Weather conditions can vary and fluctuate rapidly.
When the Ministry of Transportation and Infrastructure
or the police advise not to, staff are not expected to
travel. Be mindful of the risk of being caught in sudden
and severe storms in sparsely travelled areas.
The following steps are to be taken prior to travelling:
1. Ensure your vehicle is in good winter driving condition.
2. Ensure that your vehicle contains appropriate survival
gear/clothing.
3. Check that the survival gear is adequate for the number of
people who will be in the vehicle.
4. Check the road conditions with the Ministry of Transportation
and Infrastructure and police, both locally and for
your destination.
5. Check the conditions with the weather office, local radio, or
the internet.
6. Travel is not to be undertaken if it is not advised by the police,
weather office, or the Ministry of Transportation
and Infrastructure.
7. The office must be informed when staff will be leaving and when
they expect to arrive at their destination.
8. Advise the worksite of any delays so they’ll know you are safe.
9. Report any breakdowns or accidents immediately to your
worksite by phone. Due to possible weather conditions it is
imperative that assistance be sent immediately should
difficulty arise.
Clothing
All employees must ensure that they have adequate and appropriate
clothing for themselves and anyone else travelling in the vehicle. The
clothing should include the following:
yy Appropriate footwear and a second set.

yy

A complete change of clothing and undergarments.

yy

Mittens or gloves.

yy

A hat which will protect from heat loss and protect the ears.

9 Power Outage/Winter Driving

10 Out of Worksite Travel
OUT OF WORKSITE TRAVEL
Before You Leave
Let appropriate person know you are leaving including:

yyYour destination.
yyAny difficulties you anticipate.
yyHow long you expect to be there.
yyWhen you expect to return.
When Travelling in Inclement Weather or
in Remote Areas
Advise your Supervisor of the route you will be taking, your
expected arrival time, and your call in time. Remember to call your
Supervisor when you arrive, call at pre-arranged times and call
when you return as required (even after hours).
If you Become Aware of a Worker’s Failure to Return On Time

yyNotify your Supervisor.
yyProvide all information possible.
yyNotify the police of the circumstances and request they attend,
to ensure the worker’s safety.
STRANDED STAFF
In the event that staff are stranded, the following procedures are
to be followed
1. Should the staff be stranded in a community due to weather or
road conditions they are to:

yyNotify the local police.
yyNotify the worksite of their whereabouts.
yyStaff are not to attempt to travel until the police have confirmed
that it is safe to do so.
2. Should staff be stranded in their vehicles, they are to:

yyNotify the nearest police department and give their location,
reason they are stranded and urgency of rescue.

yyContact the office if possible to give the same information.
yyTake all measures to stay warm and safe—staff are not to leave
the vehicles in an attempt to “walk-out,” but rather are to utilize
the survival gear on hand and wait for assistance to reach them.
3. The Supervisor must be notified immediately if staff are stranded
in their vehicles to ensure rescue.

10 Out of Worksite Travel

11 Sharps/ Workplace Violence
SHARPS

yyNeedles, box cutters, knife blades and other items may carry
biohazards including HIV and hepatitis B and C viruses.

yyLook before reaching and never put your hand into a container
of any kind unless you can first clearly see its contents

yyDo not pick up sharps or anything else that might represent
a hazard unless you have the proper personal protective
equipment and necessary tools to do so.

yyContact your supervisor regarding the removal of any sharp.
yyNever dispose of sharps in the garbage under any
circumstances.

yyIf your skin is punctured by a sharp, seek first aid immediately
and if the sharp may have been contaminated, seek medical
attention — preferably within two hours.

WORKPLACE VIOLENCE
Violence means the attempted or actual exercise by a person
of any physical force so as to cause injury and includes any
threatening statement or behaviour which gives a worker reasonable
cause to believe that he or she is at risk of injury.
Every BC Transit worksite is required to conduct an annual
(at minimum) worksite violence prevention assessment.
The risks faced by employees can and do vary from worksite to
worksite. It is important that you familiarize yourself with the risks at
the location where you are working.
Questions concerning the worksite assessment, or if you feel you
have been a victim of workplace violence should be directed to
the manager, supervisor or local occupational health and safety
committee representative.
KNOW YOUR SPACE

yyS

Stay a safe distance away and remain alert in situations

yyP
yyA
yyC
yyE

Protect yourself from injury.
Assess the situation.
Control your emotions.
Environment – be aware of your surroundings and

where the potential for violence is present.

ensure you have an escape route. Do not engage in any
physical contact and don’t block the other person’s
escape route.

PERSONAL SECURITY
While on BC Transit property or where applicable, wear your photo
I.D. prominently at all times. Visitors to BC Transit property should
wear a security access pass.
Immediately report/refer to Security anyone on BC Transit property
not wearing security access card/pass.
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All emergency issues that you communicate on the radio
should be preceded by stating, CODE 9, CODE 9. This alerts
other radio users that there is an emergency in progress and
to cease radio talk. This would include incidents of violence
to you, your passengers or any other situation including the
requirement for an ambulance.

CODE 6
Any time you are dealing with a situation that has the potential
to escalate, contact a supervisor advising that you have a
CODE 6, giving your location and a brief description of the
problem. The supervisor will start heading in your direction, if
he/she hasn’t heard from you or can’t communicate with you
on the radio after 2 minutes. If they are not able to reach your
bus immediately they will call the police of jurisdiction. If the
matter resolves itself, contact the supervisor and cancel
the CODE 6.
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13 First Aid Emergencies
FIRST AID EMERGENCIES

yyUse Emergency Telephone Numbers and 		
		 procedures at the front of this booklet.

yyIf serious injury, have someone call First Aid 		
		 Attendant and ambulance.

yyIf qualified in First Aid, give first aid until relieved by first aid or
ambulance attendant.

yyBe prepared to escort ambulance attendant to the scene.
yyNotify your Supervisor.
Danger
Before starting any first aid, always ensure there is no further
danger to yourself or the victim.
Safety Hazards
If you have a concern about a hazard or safety issue you should
yyTry to rectify the condition yourself — if you can do safely.

yyIf unable to rectify the situation bring the concern to your

Supervisor who has the responsibility to review and correct the
hazardous condition and respond to your concern.

yyIf you are still concerned, raise the issue at your safety
meeting or at a local Occupational Safety and Health
Committee meeting.

If you observe an unsafe work act
yyTalk to the employee directly to resolve the issue.

yyIf you are still concerned, bring your concern to your Supervisor.
HEART ATTACK
A. The warning signals of heart attack may include
1. Feeling of heavy pressure or squeezing pain in
		 chest, arms or jaws.
2. Shortness of breath, pale skin, sweating
		 and weakness.
3. Nausea and vomiting.
4. Abdominal discomfort with indigestion and belching.
5. Apprehension or fright.
6. Denial of impending heart attack.
B. Action when you suspect a heart attack
		1. Ensure prompt medical attention by using Emergency 		
			 Telephone Numbers at the front of this booklet. Reassure 		
			 victim, “Help is on the way.”
		2. Assist victim to take just the dose of medication prescribed
			 for the condition, if applicable.
		3. Help victim to rest, sitting or lying in most comfortable position.
		4. Loosen victim’s collar, belt, and other tight clothing.
		5. Keep patient quiet but avoid physical restraint.
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14 Choking
CHOKING
Ask “Can you speak?”
If victim can speak or cry out, airway is probably open enough to
force out obstructing object.
If victim can speak, or cough
yyReassure and encourage coughing.

yyDo not hit on back.
If victim cannot speak or cough, and is conscious
yyFrom behind, wrap your arms round victim’s waist.

yyMake fist with one hand, grasp with other hand, place hands
above navel to avoid lower tip of the breastbone.

yyGive one quick upward thrust.
yyRepeat upward thrusts until airway is clear, or victim
becomes unconscious.

yyIf unconscious, refer to the Resuscitation section.
Unconscious Infants and Small Children who choke

yyCheck mouth for obstruction and remove if visible.
yySupporting the head, turn the Infant or Child face down. Support
the head and neck when holding and turning. Place the Infant’s
or Child’s head lower than trunk, 5 back blows (Figure 1).

yyIf the airway remains blocked: for an Infant, place 2 or 3 fingers
on the breastbone between nipples. Give 5 light thrusts.
For a Child, use the heel of your hand and give up
to 5 light thrusts (Figure 2).

yyCheck the mouth for obstructions and remove if visible.
yyAttempt to ventilate.
yyRepeat steps 2 to 5 until successful and get medical attention.
Seek medical attention after administering chest thrusts to an
infant, child or adult.
Infant – under 1 year
Child – 1 to 8 years old
Adult – 8 years and older

Figure 1				

14 Choking

Figure 2

15 Unconsciousness
UNCONSCIOUSNESS
A. Check for unconsciousness.
1. Shout at victim.
2. Tap or gently
shake shoulder.
3. Call for “Help.”
B. If no response (Figure 3)
1. Check for breathing)		
look for chest movement,

Figure 3

yylisten for breathing,
yyfeel for breath on
your cheek.
C. Victim unconscious
but breathing (Figure 4)
1. Place in recovery position

yyIf breathing is noisy
(gurgling or snoring
sounds),

yyIf victim starts to vomit, or
is bleeding from mouth, or,
Figure 4

yyIf you must briefly
leave victim.
D. If breathing is easy but
injuries apparent
		 1. Do Not move victim,await
			 for ambulance or First
			Aid Attendant.
E. If victim is not breathing
		 1. Contact First Aid.
		 2. Only if trained, (Figure 5)
			 start resuscitation.

Figure 5
F. Airway

1. If you suspect a neck injury, do not move the person.
2. Place one hand on victim’s forehead to tilt head back and place
fingers of other hand under chin to lift jaw.
G. Breathing (Artificial Respiration)
1. Look for chest movement.
2. Listen for breathing.
3. Feel for breath on your cheek.
4. If not breathing, start artificial respiration immediately:

yy
yy
yy
yy
yy

Keep head well back.
Pinch nostrils.
Place your mouth over victim’s mouth.
Give two full breaths.

Continue with one breath every 5 seconds until victim 		
		breathes normally or help arrives.

15 Unconsciousness

16 Resuscitation
5. If on attempting artificial respiration air does not enter
		 victim’s chest

yyRe-position head and attempt artificial respiration again.
yyIf successful go to section ‘C’ of Resuscitation.
yyTo clear airway, place heel of one hand on top of heel of
		other hand above the navel and well below the tip of
		breastbone. Press upper abdomen with 6 to 10 quick thrusts
		(Figures 6 and 7).

yyIf this fails, open patient’s mouth by grasping tongue and lower
jaw between thumb and fingers and lift chin. Insert index finger
of other hand deep into mouth and use finger sweep
(Figure 8) to dislodge and remove foreign body.

yy Attempt to ventilate.
yy If unsuccessful, repeat
sequence (abdominal
thrusts, finger sweeps
and attempts to 		
ventilate) until 		
obstruction is cleared.

Figure 6

Figure 7

Figure 8
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17 Resuscitation
C. Circulation Cardiopulmonary
Resuscitation (CPR)
1. Feel neck pulse–carotid artery (Figure 9).
2. If neck pulse is felt, continue ventilations.
3. If neck pulse is not felt, begin chest compressions.

yyPlace heel of one hand on the middle of the chest.
yyPut your other hand on top of the first hand, with your
fingers interlaced.

yyCompress the chest at least 2 inches (4-5 cm) at a rate of 100
pushes per minute.

yyPerform 30 compressions at this rate (should take
about 18 seconds).

yyAfter every 30 compressions, begin rescue breathing if you
are trained.

4. If you are not trained
in rescue breathing,
continue to do chest
compressions until
help arrives.

Figure 9

Figure 10

Figure 11
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18 Resuscitation (Infants & Small Children)/ Bleeding
RESUSCITATION OF INFANTS AND SMALL CHILDREN
— CALL 911 IMMEDIATELY
1. Cover baby’s mouth and nose with your mouth.
2. Use small breaths.
3. Infant (younger then 1 year) place 2 fingers on the Infant’s
sternum below the nipples and compress the chest about a third
of the thickness of the baby’s chest. Two compressions per second
followed by two breaths if you are trained in CPR. If you are not
trained in CPR, keep doing chest compressions until help arrives..
Child (age 1 through 8 years only)
place the heel of one hand above the sternum and compress the chest
1" to 1 ½". After every 30 compressions, give 1 breath if you are trained
in CPR. If you are not trained in CPR, keep doing chest compressions
until help arrives.
BLEEDING
Serious bleeding occurs with deep cuts and severed blood vessels.
A. Hazards
		1. Ensure no further danger to victim or yourself.
B. Use Emergency Number and Procedures
		1. See inside front cover of booklet.
C. Apply direct pressure
		1. Remove clothing to expose extent of wound.			
2. Cover with sterile cloth.
		3. Apply firm pressure with your hand directly over wound.
4. If no dressing available, use your gloved or if necessary,
your bare hand.
D. Continue pressure until bleeding stops (May be 15 – 20 min.)
1. Help victim to lie down.
2. Elevate bleeding part unless bone is broken.
3. When bleeding stops, apply further dressing on top of original
dressing and bandage firmly.
4. If blood soaks through, apply additional dressings over original
dressing and bandage more firmly.
E. Broken bone, glass or objects protruding through skin
1. Do not remove embedded objects.
2. Apply pressure close to wound but not pressing on broken
bone or object.
3. Place sterile or clean dressing around area and cover wound.
4. Maintain pressure and prevent movement of object by 		
applying bulky pads and bandaging in place.
F. Nose Bleeds
1. Seat victim with head tilted forward.
2. Pinch nostrils firmly for ten minutes, avoid nose blowing.
4. If bleeding persists, use Emergency Telephone Numbers and
procedures at the front of booklet.
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19 Poisoning
POISONING
A. In all cases
1. Ensure no further danger.
2. If possible, identify poison and container. Most 		
containers give information on dealing with swallowed 		
contents. Read the Label and MSDS.
3. Call your Poison Control Centre number.
4. If required, call ambulance. Send container and contents with
victim to hospital.
B. For inhaled poisons such as exhaust fumes
1. Be sure you don’t also become a victim.
2. Remove source of fumes. For example, “turn off the engine.”
3. Move victim to fresh air.
4. Use Emergency Telephone Numbers and procedures at the
front of booklet.
5. If needed, start artificial respiration, (refer to
Resuscitation section).
C. For Poisons in contact with skin or eyes
1. Flood area with cold running water for at least 15 minutes,
(flush eyes gently).
2. Use Emergency Telephone Numbers and procedures at the
front of this booklet.
3. Remove contaminated clothing.
4. Follow the advice of the Poison Control Centre or first aid 		
attendant as applicable.
D. For Swallowed Household Chemical Poisons
1. Conscious victim

yyCall Poison Control Centre Number.
yyOnly induce vomiting on advice of Poison Control Centre or
physician. Use Syrup of Ipecac (available without
prescription at pharmacies).

yyGive milk or water. For adult 1– 2 cups; For child ½ –1 cup.
yyTo avoid inhalation of vomit, place victim’s head lower
than body.

yyIf poison is hydrocarbon or corrosive, Do Not induce
vomiting, but give milk or water.
2. Unconscious victim

• Use Emergency Telephone Numbers and procedures at the
front of this booklet.

yyPlace victim in recovery position
		(See section C of Unconsciousness).

yyAssess breathing. Start artificial respiration if necessary.
yyIf victim is unconscious, Do Not induce vomiting.
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20 Insect Bites and Stings/Eye Injuries
INSECT BITES AND STINGS
In most persons, an insect bite or sting produces only a mildly
painful swelling, accompanied by redness and itching. However,
bee and wasp stings can cause severe allergic reactions in
some people.
Reactions may include
1. Breathing difficulty.
2. Nausea and vomiting.
3. Hives and swelling around the eyes and mouth.
When these signs are evident, obtain medical aid immediately.
While awaiting medical aid

yyHelp the person take medication prescribed by a physician for
the allergic reaction.

yyMonitor breathing and start artificial respiration if required.
yyApply ice and/or a topical anti-sting lotion to the affected area.
yyRemove the stinger — speed is more important than
method of removal.

yyIf the sting is in the mouth, give the person a mouthwash of

one teaspoonful of bicarbonate of soda to a glass of water, or
ice to suck. If there is much swelling in the mouth or breathing
difficulty, monitor closely and place the person in the
recovery position.

EYE INJURIES
A. For all serious eye injuries
1. Use Emergency Number and Procedures—see inside front
cover of booklet.
B. Chemicals in eye
1. Wash both eyes immediately with large amounts of cold,
running water for at least 15 minutes. Avoid getting chemicals
from one eye to the other.
C. Foreign body in eye
1. Never rub eye and do not try to remove embedded
foreign bodies.
2. Cover both eyes lightly with bandages and seek medical aid.
D. Puncture Wounds
1. Puncture wounds are serious. Cover both eyes lightly with
bandages and seek medical aid.
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21 Severe Burns and Scalds
SEVERE BURNS AND SCALDS
A. Ensure there is no further danger.
B. Use Emergency Number and Procedures inside front
cover of booklet.
C. For burns or scalds caused by fire, hot solids,
hot liquids or sun
1. Cool affected part with cool water to relieve pain.
2. Remove any jewellry before part starts to swell.
3. Cover with clean moist cloth and secure lightly with bandage.
4. Ensure hospital treatment for deep burns and scalds of
areas larger than a quarter.
5. Never breathe on, cough on, or touch burn.
6. Never open blisters.
7. Never tear away clothing (only remove clothing if the clothing
continues to burn).
8. Never apply medications, ointment or greasy substances to
burn area.
D. Burns with dry or liquid chemicals
1. Brush off dry chemicals.
2. Flood with running water. (If the chemical is acid or alkaline,
then flood with water for 15 – 20 minutes or until pain stops,
whichever takes longer).
3. Cover with clean dressings and bandage lightly.
E. Electrical burns
1. Check for electrical hazards.
2. Before touching victim, turn off electricity.
3. If breathing and circulation stop, start C.P.R.
(see Resuscitation).
4. Cover burns with dressing and bandage.
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22 Exposure/ Bone and Joint Injury
HEAT EXPOSURE
A. Heat exhaustion
1. Cause: Exposure to excessive heat with loss of body fluids and
subsequent straining on circulatory system.
2. Treatment

yyRemove victim to a cool area and loosen or remove clothing
as needed. If conscious, allow victim to drink fluids, a 		
little at a time. If conscious, maintain airway with victim in
recovery position (Refer to the Unconsciousness Section).

yyIf unconscious or vomiting seek medical attention.
B. Heat stroke
1. Cause: High body temperature with inability to sweat, and poor
blood circulation to brain. Serious, may be fatal.
2. Treatment

yyRemove patient to cool area and loosen or remove clothing
as needed.

yyDecrease body temperature by Putting ice on the armpits,
groin and neck area. Cool the victim as aggressively
as possible.

yyUse Emergency Number and Procedures inside front
cover of booklet.

COLD EXPOSURE (HYPOTHERMIA)
1. Cause: Loss of body heat
2. Treatment

yyRemove wet clothing and get out of cold.
yyWrap in sleeping bag, blankets, or warm clothing.
yyChemical heat packs can be used on the neck, armpits and
neck area. If isolated, use vehicle heater or make a fire.

yyIf conscious, give victim warm drinks (non-alcoholic).
yyGet medical help.
BONE AND JOINT INJURIES
A. Hazards – Move victim only to prevent further injury.
B. Use Emergency Number and Procedures – See inside front
cover of booklet.
C. Ensure breathing is normal.
D. To control bleeding – Apply pressure close to wound but not
pressing directly on broken bone.
E. Suspect a broken bone – If injured limb is painful or swollen or
shows deformity.
F. When in doubt, treat bone and joint injuries as
broken bones
1. Immobilize injured part.

yyHold injured limb with your hands or place pillows, sandbags
or clothing on both sides to keep in position.

yyFor neck or back injuries, do not move, support head and
neck, keep body still until help arrives.

G. To relieve pain – Apply cold (not heat) to injuries of bones
and joints.
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23 WHMIS SYMBOLS
WORKPLACE HAZARDOUS MATERIALS INFORMATION
SYSTEM (WHMIS) SYMBOLS
WHMIS is a communication system on hazardous materials in
the workplace. Its purpose is to ensure you are aware of the
possible health effects of working with hazardous substances,
and understand how to use them safely. WHMIS does this through
labeling, material safety data sheets (MSDS), and worker education.
While there may be few products used in your worksite that are
covered by WHMIS legislation, you should familiarize yourself with
the contents of the W.C.B. booklet “What’s WHMIS” which provides
details respecting this vital program. If you have any concerns
about a product you are using, or you are not sure whether a
product contains a hazardous substance or whether you are using it
safely, speak to your Supervisor. Your Supervisor is responsible for
responding to your concerns.

Compressed Gas

Flammable and Combustible

Toxic Long Term
Concealed

Biohazardous Infectious

Oxidizing Material

Corrosive Material

Toxic Immediate and Severe

Dangerously Reactive
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24 Critical Incident/Bomb Threat Report
CRITICAL INCIDENT/BOMB THREAT REPORT
Time:______________________Date:_______________________
Name (if known):
Exact wording and actions of person making
threat/committing assault:
Characteristics of person making threat/committing assault:
Sex:
Height:

Race:

Age:

Weight:

Eye Color:

Hair Color:

Length:

Distinguishing features:
Threatening Language

❑❑ Foul

❑❑ Message read by

❑❑ Well spoken (educated)
❑❑ Irrational

threat maker

❑❑ Taped
❑❑ Incoherent

When a threat is made by phone, note the following
Caller’s Voice

❑❑ Calm

❑❑ Soft

❑❑ Distinct

❑❑ Angry

❑❑ Loud

❑❑ Slurred

❑❑ Nasal

❑❑ Normal

❑❑ Stutter

❑❑ Excited

❑❑ Laughter

❑❑ Lisp

❑❑ Slow

❑❑ Crying

❑❑ Clearing throat

❑❑ Rapid
❑❑ Disguised

❑❑ Deep
❑❑ Raspy

❑❑ Ragged
❑❑ Cracked voice

❑❑ Breathing

❑❑ Familiar

❑❑ Accent

If voice is familiar, who did it sound like?
______________________________________________________
Background Sounds

❑❑ Static

❑❑ Motor

❑❑ House noises

❑❑ Music

❑❑ PA system

❑❑ Long distance

❑❑ Voices

❑❑ Local

❑❑ Factory

❑❑ Booth

❑❑ Street noises

machinery

❑❑ Office machinery
❑❑ Clear
❑❑ Animal noises
❑❑ Other: ______________________________________________
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SAFETY WHILE WORKING
• Know employees in other offices and be aware of
their schedule.
• If there is a suspicious person hanging around,
notify your Supervisor.
• If you feel uncomfortable after someone enters your
workspace, trust your instincts. Look at the person and make it
clear you are in charge and cannot be intimidated.
• Know where your emergency exits are.
• If you are working late and you encounter someone unfamiliar,
indicate that you are not alone. Say “My (supervisor) will be
right here and will be able to help you.”
• Use the buddy system when leaving.

PERSONAL SAFETY TIPS
• Stay in well lit areas. Walk with someone else
whenever possible.
• Walk midpoint between curbs and buildings.
• Stay near people and avoid taking shortcuts.
• Carry only necessary money and cards.
• If you suspect you are being followed
be conspicuous.
• Keep looking behind you so the person knows you cannot be
surprised.
• Cross the street or change directions.
• Go to a well lit area or anywhere there are people
and telephones.
• Notice and remember as much as possible.
• Report the incident to the Police.
The information included in this handbook is not all inclusive,
but covers most actions taken during emergencies. Common
sense must prevail when instructions are not available or do not
fit your particular needs.

RESOURCES
Provincial Emergency Program
www.empr.gov.bc.ca/Mining/Geoscience/
SurficialGeologyandHazards/VictoriaEarthquakeMaps/Pages/
default.aspxVictoria Earthquake Hazard Maps
Provincial Treasury – Risk Management
www.fin.gov.bc.ca/PT/rmb/index.shtml
Wildfire Protection Program
www.gov.bc.ca/for
Emergency Social Services
http://bcwildfire.ca/hprScripts/WildfireNews/Fires.asp
Disaster Response Routes
www.ess.bc.ca/index.htm
Worker’s Compensation Board
www.worksafebc.com/default.asp
Emergency Preparedness Canada
www.publicsafety.gc.ca/prg/em/prprdnss-eng.aspx
Personal Preparedness Information
www.pep.gov.bc.ca/Floods/preparedness.html
Earthquake Information
earthquakescanada.nrcan.gc.ca/index-eng.php

