
 

 

 

1. Purpose 

To clarify the University’s expectations of Visitors to University Facilities and the University’s role in 
minimizing or eliminating, so far as reasonably practicable, risk to Visitors at University Facilities. 

2. Scope 

Visitors invited to University Facilities for business purposes and who are not performing work for the 
University. Visitors include media personnel, donors, industry partners, dignitaries, faculty from other 
universities and research institutions; individuals from business organizations and governmental 
entities; and inspectors, including federal, provincial or local officials, etc. Visitors do not include 
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 Immediately report any accident, injury, hazard, unsafe condition or safety concern to their 
Designated University Representative. 

4. Check-in and Check-out Procedures  

Visitors that are unescorted must check-in with their Designated University Representative prior to 
beginning their activities on campus and check-out at the end of the day. 

5. Emergency Instructions 

In the event of life threatening emergencies, Visitors are required to call 9-1-1 and then Campus 
Security at 403.220.5333. In the event of a fire alarm, Visitors are required to evacuate the building 
immediately via the closest exit and proceed to the appropriate building assembly point. Once at the 
assembly point, Visitors must contact their designated University representative to advise him/her of 
the situation. 

6. Accident and Hazard Reporting 

Visitors that are involved in or have observed an accident, injury, hazard, unsafe condition or safety 
concern are required to immediately report to their designated University representative. Designated 
University representatives are required to report Visitor accidents in OARS. 

7. Accessing Laboratories 

Where Visitors are required to access University laboratories, Designated University Representatives 
and Visitors must comply with the requirements outlined in the Visitors Accessing Laboratories 
Standard and Young Persons Accessing Laboratories Standard. 

8. Personal Protective Equipment (PPE) 

Visitors must adhere to the PPE requirements for entry into University Facilities. All Visitors will be 
advised of the PPE requirements by their Designated University Representative and be provided with 
PPE if necessary. 

9. Definitions 

Consultant Means an individual hired to be an advisor, resource and/or complete 
tasks specific to their field of expertise that are on campus to perform 
work. 

  
Contractor Means an individual or groups of individuals that have been awarded a 

contract to perform work on University owned or leased property. 
  
Designated University 
Representative 
 

Means an University Employee who has been appointed by their Manger 
or Supervisor to be the on-site contact person for a Visitor invited to the 
University by that faculty/department/unit. 
 

Employee Means an individual who is engaged to work for the University under an 
employment contract. There is an employer - employee relationship 
between the individual and the University. For clarity, this term includes 
academic staff, support staff, management and professional staff, the 
senior administration group, researchers, and faculty members. 
Employees also include visiting scholars, post-doctoral fellows, 
volunteers and graduate students who are remunerated by the university. 
These individuals do not have direct reports and are considered to be 
workers. 
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Manager Means an Employee who has management responsibility and includes 
academic staff members and management and professional staff 
members who have management responsibility and direct reports. All 
members of the Senior Leadership Team (SLT) are Managers. 

  
OARS Means Online Accident Reporting System, the University’s online 

accident reporting system. 
  
Supervisor Means an Employee who supervises other Employees; it does not 

include a Manager. Supervisors have direct reports. 
  
Visitor Means an individual invited 
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12. Visitor Health and Safety Orientation Checklist 

Designated University Representatives are required to provide the following information with Visitors for whom 
they have been appointed to be the on-site contact person. Designated University Representatives and Visitors 
must initial that the information has been provided. 
 

Designated University Representative Name: 
 

Date: 

Appointed by (Name of Manager / Supervisor): 
 

Visitor Name(s): 
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