
Minutes of the regular meeting of council held Monday, October 15th, 2012 No. 1239 held in 
Council Chambers, 6 Crescent Street, Deer Lake, NL. 
 
In attendance:  Mayor Dean Ball 

Deputy Mayor Sandra Pinksen 
    Councillor Kerry Jones 
    Councillor Elmo Bingle 
    Councillor Sheila Mercer 
    Councillor Jean Young 
    Councillor Myra Spence 
    
    
Also in attendance:  Town Manager, Maxine Hayden 
    Town Clerk, Lori Humphrey  
 
Gallery:   Paul Hutchings, Western Star 

Max Wheeler 
Graydon Pelly 

 
 
Regular meeting of council called to order at 7:35 pm by Mayor Dean Ball 
 
2012 -1015 -01, Minutes No. 1237 
Councillor Elmo Bingle /Deputy Mayor Sandra Pinksen  
Resolved that the minutes of regular meeting of council, No. 1237 held Monday, September 
10th, 2012 be adopted as presented. 
 
  In Favor: Mayor Dean Ball 

Deputy Mayor Sandra Pinksen 
    Councilor Kerry Jones 
    Councilor Elmo Bingle 
    Councilor Sheila Mercer 
    Councilor Jean Young 
    Councilor Myra Spence 
    
  In favor 7; opposed 0; abstained 0. Carried 
 
2012 -1015 -02, Minutes No. 1238 
Councillor Kerry Jones /  Councillor Sheila Mercer  
Resolved that the minutes of regular meeting of council, No. 1238 held Monday, September 
24th, 2012 be adopted as presented. 
 
  In Favor: Mayor Dean Ball 

Deputy Mayor Sandra Pinksen 
    Councilor Kerry Jones 
    Councilor Elmo Bingle 



    Councilor Sheila Mercer 
    Councilor Jean Young 
    Councilor Myra Spence 
    
  In favor 7; opposed 0; abstained 0. Carried 
 
 
New Business 

 
 
2012 -1015-03, On Call Policy 
Councillor Myra Spence /  Councillor Elmo Bingle  
Resolved that the Town of Deer Lake adopt the On Call Policy as presented 
  In Favor: Mayor Dean Ball 

Deputy Mayor Sandra Pinksen 
    Councilor Kerry Jones 
    Councilor Elmo Bingle 
    Councilor Sheila Mercer 
    Councilor Jean Young 
    Councilor Myra Spence 
    
  In favor 7; opposed 0; abstained 0. Carried 
 

POLICY 

Town of Deer Lake 
On Call 

 

PURPOSE ¢ƻ ŘŜŦƛƴŜ άhƴ-/ŀƭƭέ ŦƻǊ ǘƘŜ ¢ƻǿƴ ƻŦ Deer Lake. 

AUTHORITY As per resolution                           at Meeting No.  

 

ACTION During the weeks that Town Clerk, Recreation Director, Operations Supervisor, 

Recreation Department and Town Manager are on call their responsibility will be 

only calling out the public works employees that are on a list provided by the 

Public Works Superintendent.  The Public Works Superintendent is responsible 

ŦƻǊ ŜƴǎǳǊƛƴƎ ǘƘŀǘ ŀƭƭ ŜƳǇƭƻȅŜŜǎ ƻƴ ǘƘŜ ά/ŀƭƭ-hǳǘ [ƛǎǘέ ƘŀǾŜ ŀƭƭ ǘƘŜ ǇǊƻǇŜǊ ǎŀŦŜǘȅ 

training and personal protection equipment required. When a public works 

employee is called out during non-working hours he/she will still be considered 

under the direction of the Public Works Superintendent. 



Meeting Date and Number: _________________________________________ 

Verified by: ______________________________________________________ 

  
2012 -1015 -04, Rules of Procedure for Meetings Policy  
Councillor Elmo Bingle  /  Councillor Myra Spence 
Resolved that the Town of Deer Lake adopt the Rules for Procedure for Meetings Policy as 
presented 
  In Favor: Mayor Dean Ball 

Deputy Mayor Sandra Pinksen 
    Councilor Kerry Jones 
    Councilor Elmo Bingle 
    Councilor Sheila Mercer 
    Councilor Jean Young 
    Councilor Myra Spence 
    
  In favor 7; opposed 0; abstained 0. Carried 
 
 

RULES OF PROCEDURE 

GOVERNING TOWN OF DEER LAKE MUNICIPAL COUNCIL MEETINGS 

 
AUTHORITY Whereas section 24(3) of the Municipalities Act requires that every 

council shall adopt rules of procedure for its meetings. Therefore the 
Town/Community Council of Deer Lake enacts the following rules and 
regulations effective from the 17th day of September 2012. 

 
REGULAR MEETINGS 
OF COUNCIL 1.  Regular meetings of Council shall be held on the second and 

fourth Monday of 
each month at 7:30 pm in the council chamber of the Town Hall, 
unless Council, by resolution, directs other wise                                   

 
SPECIAL OR PRIVLEDGE  
MEETINGS OF COUNCIL 2. Special meetings of Council may be called by either the Mayor 

or any two  
members of Council by giving written notice to the clerk or in a 
situation where     there a pressing matter which cannot wait 
until the next schedule meeting.  The Town Clerk will make 
every effort to contact each councilor regarding the Special 
Meeting.  The normal Rules of Procedure and provisions of the 
Act as they relate to meetings of council apply to Special or 
Privilege Meetings just as they do to regular meetings.  Any 



motion made at a Special or Privilege Meeting must be ratified 
at the regular Public Meeting.  

 
NOTICE 3. All meetings of Council shall be called by the Clerk upon the 

request of the  
  Mayor or any two Councillors.  Notice for all meetings of Council 

shall be by way  
  of the agenda, which shall be provided to all members of 

council forty-eight  
  hours prior to each meeting.  Notice shall be deemed given 

once the Clerk has 
 ǇƭŀŎŜŘ ŀ ŎƻǇȅ ƻŦ ǘƘŜ ŀƎŜƴŘŀ ƛƴ ǘƘŜ /ƻǳƴŎƛƭƻǊǎΩ ŘǊƻǇōƻȄΦ   ¢ƘŜ 

failure of any Councillor to have received notice shall not 
invalidate a meeting of Council. 

 
MEETING ON A 
LEGAL HOLIDAY 4. When the day fixed for a meeting of Council falls on a legal 

holiday, the said  
  meeting shall be held on the next day following which is not a 

legal holiday. 
 
PRESIDING OFFICER 5. (1) Every meeting of Council shall be presided over by a presiding 

officer who shall 
  be: 

(a) The Mayor, if present, or 
(b) The Deputy Mayor, if the Mayor be absent or in 

conflict 
 

    (2) If both the Mayor and Deputy Mayor be absent, the Clerk shall 
take the Chair  

and call the members to order and if a quorum be present, a 
presiding officer shall be chosen from among the Councillors 
present who shall preside during  
the meeting or until the arrival of the Mayor or the Deputy 
Mayor. 
 

QUORUM 6. (1) A majority of the number of Councillors that may be elected or 
appointed for 

  The Municipality, constitutes a quorum for the purpose of a 
meeting of Council 

  Present, the Clerk shall record the names of the Councillors so 
present. 

 
(2) As soon after the hour appointed for holding the meeting as 

there shall be a quorum  present, the presiding officer shall take 
the Chair, and call the meeting to order. 
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ABSENCE OF 
QUORUM 7. If there be no quorum present within fifteen (15) minutes of the 

time appointed 
for holding a meeting, the Clerk shall call the roll and record the 
names of the Councillors then present and the meeting shall 
stand adjourned until the next regular meeting. 
 

ATTENDANCE   8. (1) In addition to the Mayor and Councillors, the Town Clerk or 
designate and 
     the Town Manager or designate shall attend all meetings of 
Council. 
 

(2) Department heads and other employees of Council shall attend 
meetings of council when requested to do so by Council or 
Town Manager. 

 
PUBLIC MEETINGS  9. (1) In accordance with section 213(1) of the Municipalities Act, 

every meeting of  
      Council shall be open to the public, unless it is held as a 

privileged meeting or 
      declared by a vote of the Councillors present at the meeting to 

be a privileged 
    meeting.  Any delegation wishing to address council shall notify 

the                    
    Town Clerk 72 hours in advance, appoint a spokes person and 

appear at a  
    specified time.  Council members may wish to ask questions of 

ǘƘŜ ŘŜƭŜƎŀǘƛƻƴǎΩ   
    spokesperson but not engage in argument or debate with the 

delegation.   
    Once the delegation is complete no other members of the 

general public may  
    speak during a council meeting. 

 
     (2) Where a meeting is held as or declared to be privileged 

meeting, all members of  
the public present at the meeting shall leave. 

 
(3) In accordance with section 213(3) of the Municipalities Act, 

where the decision is made by the Councillors at a privileged 
meeting, the decision, in order to be valid, shall be ratified at 
the next public meeting of Council. 

 
MINUTES                                 10.  Minutes of meetings of Council shall be recorded by the Town 

Clerk or   
  designate. Such minutes shall contain: 



(a) All motions and resolutions coming before Council, 
including 
the names of the movers and seconders thereof. 

(b) The names of all Council members voting in favor or 
against 
each motion and the names of those declared in 
conflict of interest. 

(c) The title or brief description of all reports, petitions, 
and other documents submitted to Council. Reports 
accepted by Council shall be attached to the public 
record minutes. 

(d) If any member objects to any portion of the 
minutes of the preceding meeting, that member 
shall state the grounds of objection, and if Council 
agrees, the motion adopting the minutes shall 
contain the necessary corrections. 

AMENDING MINUTES 
11. If all members of Council present do not consent to an 

alteration to the minutes, then a motion must be duly made 
and seconded to amend the  

 minutes to meet the objection, which shall then be debatable. 
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AGENDA   12. (1) Prior to each regular meeting of Council, the clerk shall prepare 

an agenda of all  
business to be brought before Council. As indicated in Rule 3, 
the agenda is to be distributed to Councillors forty-eight hours 
prior to Council meetings. 
 

!D9b5! /hb¢Ω5 12. (2) Any member of Council, up until noon of the Friday prior to the 
Council  

  Meeting, may submit to the Town Clerk an item for inclusion on 
the agenda. 

  
        (3) The format of the agenda shall be as follows: 
   (a)   Calling the meeting to order 
   (b)   Delegations 
   (c)   Adoption of minutes 
   (d)   Business arising from minutes 
   (e) New Business 
   (f)  Correspondence 



   (g)   Committee Reports 
   (h)   Notice of motion 
   (i)   Schedule of next meeting 
   (j)   Adjournment 
 
AGENDA FOR 
SPECIAL MEETING 13. When a special or privileged meeting is called for the 

consideration of some  
     particular matter, the order of business as set out in Rule 12 
shall not apply.    
     Council shall proceed immediately to consideration of the 
business for which  
     the meeting was called, and only the business specified in the 
notice calling the  
     meeting shall be dealt with, unless otherwise decided by 
majority vote. 
 
DECORM   14. (1) The presiding officer may expel and exclude from a meeting any 
member of  
     Council or other person who has been guilty of improper 
conduct at such  
     meeting and in the case of the exclusion of a member of Council 
an entry shall 
     be made in the minutes of the reason for such exclusion. 
 
           (2) If any member of Council or other person uses insulting or 
improper language to      the presiding officer or any member and refuses 
to apologize when so directed   
     by the presiding officer or willfully obstructs the conduct of 
business, he may be  
     ordered by the presiding officer to retire from the Chamber for 
the remainder of      that meeting, and if he refuses to do so, he by 
order of the presiding officer,  

may be removed from the Chamber and the Municipal Hall by 
any member of the Royal  Canadian Mounted Police. 
 

            (3) Any member removed from a meeting under the provisions of 
paragraph (2) of  
     this Rule, may be permitted, by majority vote of the meeting in 
progress, to  
     resume his/her place on making an apology to the presiding 
officer and to any  
     member or members insulted by him/her. 
 
 
NOTICE OF MOTION  15. Every notice respecting the passing of a regulation shall be in 
writing and be  



     placed on the agenda by moving a motion at the previous 
meeting. 
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MOTIONS DURING DEBATE 16. When a question is under debate, the following non-written 

motions shall be 
     in order: 
      (a) To extend the time of the meeting 
      (b) To refer or commit 
      (c) To amend 
      (d) To lay on the table 
      (e) To postpone 
      (f) To move the previous question 
 
MOTION TO BE 
SECONDED   17. Every motion shall be seconded before being put or debated. 
 
WITHDRAWAL OF 
MOTION   18. When a motion has been moved and seconded, it cannot be 
withdrawn except   
     with the permission of Council and the mover and seconder, 
and then only  
     before a decision has been taken or an amendment made. 
 
 
DIVISION OF MOTIONS  19. Any motion or question which contains several distinct 
propositions may, by the      direction of the presiding officer or 
upon the request of any member, be divided      if the sense of the 
motion permits. The vote on each such division shall be  
     taken separately.  If a motion cannot reasonably be so divided, 
any request to  
     do so shall be declared out of order by the presiding officer. 
 
ADDRESSING THE MOTION 20. Members of Council shall address their remarks to the presiding 
officer and 
     confine themselves to the question at hand. 
 
ENTITLEMENT TO SPEAK 21. If two or more members speak at the same time, the presiding 
officer shall  
     determine which member is entitled to speak. 
 
CALL TO ORDER   22. The presiding officer may call a member to order while debate 
is in progress. 



     The debate shall then be suspended and the member called to 
order shall not 
     speak again until the point of order has been decided. 
 
POINT OF ORDER  23. (1) The decision of the presiding officer on a point of order is 
subject to an appeal 
     to the Council which is to be decided without debate. 
 
           (2) The procedure for appealing a decision of a point of order is as 
follows: 
      (a) The councillor wishing to appeal the ruling shall 
ǎǘŀǘŜΥ άL ŀǇǇŜŀƭ 
       ǘƘŜ ǊǳƭƛƴƎ ƻŦ ǘƘŜ ǇǊŜǎƛŘƛƴƎ ƻŦŦƛŎŜǊΦέ 
 

(b) The presiding officer shall then immediately put 
the question, 
 ǿƛǘƘƻǳǘ ŘŜōŀǘŜΣ ŀǎ ŦƻƭƭƻǿǎΥ άLǘ ƛǎ ƳƻǾŜŘ ǘƘŀǘ ǘƘŜ 
presiding 
 ƻŦŦƛŎŜǊΩǎ ǊǳƭƛƴƎ ōŜ ǳǇƘŜƭŘΦέ 
 
(c)  The motion is carried or defeated by majority 

vote in the same 
 manner as other disputed motions are decided. 
     

        
 
       

RULES OF PROCEDURE 
PAGE 5 

 
REREADING OF MOTION 24. Any member of Council may require the question or motion 

under discussion to 
  be read for information at any period during the debate, but not 

so as to  
  interrupt a member speaking. 
 
MEMBER SPEAKING NOT 
TO BE INTERRUPTED 25. When a member is speaking or a question is being put, no 

member shall hold 
  any private discourse or make any noise or disturbance or 

interrupt a speaker,   
  except to raise a point of order, explain, or ask a question. 
 
LENGTH OF DEBATE 26. No member, without the consent of Council shall speak longer 

than five minutes  at any one time, or more than once on any 
motion or amendment thereto. The 

     mover of a motion, however,   may speak twice. Debate shall be 
closed after  



     this second occasion. 
 
VOTING   27. All decisions of Council, unless otherwise specified either under 
the 
     Municipalities Act or under these Rules, shall be by majority 
vote of the  
     members present.    
       
NO SECRET BALLOT  28. No vote shall be taken in Council by ballot or by any other 
method of secret  
     voting. 
 
RECONSIDERATION  29. (1) Any question, except one of indefinite postponement, or one 
that has resulted  
     in a tied vote, may be reconsidered, providing a notice of 
motion of  
     reconsideration is given in accordance with Rule 15 of these 
rules. 
 
            (2) If the motion to reconsider is carried by a majority of the 
members present and   
     voting, the main question shall then be read and will be open to 
debate the  
     same as an original motion. 
 
TIE VOTE   30. In accordance with section 212 (5) of the Municipalities Act, 
where there is a tie 
     vote on a question, the question shall be considered to have 
been defeated. 
 
MOTION TO ADJOURN  31. (1) A motion to adjourn is always in order except when: 

(a) A member is addressing the chair; 
(b) A vote is being taken 
(c) It has been decided that the previous question 

shall be taken. 
 

        (2) A motion to adjourn the Council meeting or adjourn the debate 
cannot be  
 amended and is not debatable, however, a motion to adjourn 
the Council 
 meeting or the debate to a given day may be amended and is 
open to debate. 
 
  
       (3) No second motion to adjourn the Council meeting or the debate 
shall be made  
 until some intermediate proceedings have transpired. 
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PREVIOUS QUESTION 32. ¢ƘŜ άtǊŜǾƛƻǳǎ vǳŜǎǘƛƻƴέ ǎƘŀll preclude all amendments of the 

main question 
  ŀƴŘ ǎƘŀƭƭ ōŜ Ǉǳǘ ƛƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǿƻǊŘǎΥ ά¢Ƙŀǘ ǘƘŜ ǉǳŜǎǘƛƻƴ ƴƻǿ 

ōŜ ǇǳǘΦέ LŦ ǘƘŜ 
  motion is resolved in the affirmative, the original question shall 

be voted on 
  immediately without amendment or debate. If the motion is 

defeated, then the 
  main question may then be debated and amended. 
 
AMENDMENTS 33. (1) Every amendment shall be decided or withdrawn before the 

main question is 
  voted on. 
 
         (2) Amendments shall be voted on in the reverse order to that in 

which they are  
  moved. 
 
MOTION TO POSTPONE 34. A motion to postpone shall not be amended and shall not be 

taken up again 
  during the same meeting. 
 
MOTION TO LAY ON 
THE TABLE 35. A motion to lay a question on the table shall not be debatable, 

however, a 
  Ƴƻǘƛƻƴ ǘƻ άƭŀȅ ƻƴ ǘƘŜ ǘŀōƭŜέ ǿƛǘƘ ŀŘŘƛǘƛƻƴΣ ǉǳŀƭƛŦƛŎŀǘƛƻƴ ƻǊ 

opinion, shall be 
  subject to amendment and debate. 
 
MOTION TO SUSPEND 
THE RULES 36. A motion to suspend the rules requires a two-thirds vote of 

members present. 
 
PRIVILEGE 37. Whenever a matter of privilege arises it shall be dealt with 

immediately by 
  Council. 
 
MOTION TO REFER 
OR COMMIT 38. A motion to refer or commit a matter under discussion shall 

preclude all  
  amendments of the main question until it is decided. 
 



COMMITTEES 39. Council may from time to time appoint committees. The Mayor 
shall be an  

  ex-officio member of all committees. 
 
COMMITTEE OF THE WHOLE 40. Council may, by majority vote, resolve itself into a Committee of 

the Whole 
  whereby it will operate under the rules for committees as set 

out hereunder.  
  The deputy mayor will assume the chair, and if the deputy 

mayor is absent, 
  another member of Council shall be elected as chairman. 
 
QUORUM OF 
COMMITTEES 41. A majority of the members of any committee shall constitute a 

quorum. 
 
CHAIRPERSON OF 
COMMITTEES 42. When Council appoints a committee, it shall also appoint one of 

its members 
  to be Chairperson of that committee. 
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MINUTES AND REPORT 
OF COMMITTEES 43. (1) Council shall appoint a person to act as secretary to the 

committee 
 
         (2) Following every committee meeting, the secretary shall prepare 

for  
  confirmation by the committee a report on the proceedings of 

the meeting 
  and all matters arising there from which require Council action. 
 
         (3) Following confirmation of the report of a committee meeting, 

the Clerk shall 
  prepare minutes of the meeting from such a report. 

 
CONDUCT OF BUSINESS 
IN COMMITTEES 44. The following rules and regulations shall apply to the 

proceedings in  
  committees: 



(a) The Chairperson shall preside at every meeting.  In 
the absence of 
the Chairperson, one of the other members of the 
committee shall be elected to preside during the 
chairpŜǊǎƻƴΩǎ ŀōǎŜƴŎŜΦ 

(b) The Chairperson may vote on all questions 
submitted. In case of a tie vote on any motion, the 
question shall be deemed lost. 

(c) Motions need to be seconded. 
(d) The previous question shall not be allowed. 
(e) There shall be no limit on the number of times a 

member may speak. 
(f) The votes of members on any question shall be 

recorded if 
requested by any member. 

 
MINORITY REPORTS  45. Members of a committee dissenting from a report which has 
been adopted 
     by the majority of a committee, may make and present to 
Council a minority 
     report. Such report must be presented at the same meeting of 
Council to  
     which the majority report is submitted and must be signed by 
the dissenting  
     member(s). 
 
AMENDMENT OF RULES 46. Any motion to amend these rules shall be submitted to Council 
in accordance 
     with Rule 15, and must be passed by a two-thirds majority of 
members present. 
 
 
 
 
 

_______________________________________________ 
Mayor 

 
 

______________________________________________ 
Clerk 

 
 
 
 

 



2012 -1015 -05, Scent Aware Policy 
Councillor Myra Spence /  Councillor Sheila Mercer  
Resolved that the Town of Deer Lake adopt the Scent Aware Policy as presented 
  In Favor: Mayor Dean Ball 

Deputy Mayor Sandra Pinksen 
    Councilor Kerry Jones 
    Councilor Elmo Bingle 
    Councilor Sheila Mercer 
    Councilor Jean Young 
    Councilor Myra Spence 
    
  In favor 7; opposed 0; abstained 0. Carried 
 
Town of Deer Lake 

Scent-Aware Policy 

OH & S Program 

 

In response to health concerns arising from exposure to scented products, the Town of Deer Lake 

has developed a Scent-Aware Policy.  Scented products can trigger reactions such as respiratory 

distress and headaches.  Staff and visitors are asked to be aware of the use of scented products. 

We ask for everyoneôs cooperation in our efforts to accommodate their health concerns. 

 

 

 

____________________________________ 

Mayor Dean Ball 

 

 

 

____________________________________  

Occupational Health and Safety Co-Chair  

 

 

 

____________________________________ 

Occupational Health and Safety Co-Chair  

 



 
2012 -1015 -06, OH & S Programs 
Councillor Myra Spence /  Councillor Elmo Bingle  
Resolved that the Town of Deer Lake send the Respiratory Protection Program and a Hearing 

Conservation Program to an OH & S Officer for approval. 
  In Favor: Mayor Dean Ball 

Deputy Mayor Sandra Pinksen 
    Councilor Kerry Jones 
    Councilor Elmo Bingle 
    Councilor Sheila Mercer 
    Councilor Jean Young 
    Councilor Myra Spence 
    
  In favor 7; opposed 0; abstained 0. Carried 
 

October 4, 2012 

Council Members: 

As a Town, we need to address a few issues that arose in an Occupational Health and Safety inspection.  

Under OH & S regulations, the Town of Deer Lake is required to develop a Respiratory Protection 

Program and a Hearing Conservation Program.  As for the programs, they need to be sent to an OH & S 

Officer, Wayne Giles, which he will then forward on to a higher ranking individual for approval.  These 

two programs need to be approved through the council before they can be forwarded on.  For 

reference, below is information that was mentioned and is required from the Town of Deer Lake in the 

inspection.  

As per the Occupational Health and Safety Inspection on January 31, 2012,  

Order # 0651075-01 TO WIT: The employer, Deer Lake Town Council, shall ensure a respiratory 

protection program shall be developed and implemented in accordance with the CSA Z94.4 Standard.  A 

copy of the program and all relevant records relating to this shall be submitted to this Officer for review.   

Order # 0651075-02 TO WIT: The employer, Deer Lake Town Council, shall ensure a hearing 

conservation program in compliance with these regulations shall be developed and implemented.  This 

document and any relevant records relating to this shall be submitted to this Officer for review.  The 

requirements of such a program are outlined in detail in section 68 of the OHS Regulations. 

Sincerely 

 

_________________________________ 

Ashley Williams 
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Hearing Conservation Program                                       
 

 

POLICY STATEMENT   

The Town of Deer Lakeôs policy is to protect employee's hearing and effectively manage or 

eliminate hazardous noise exposures. Based upon monitoring results, a continuing Hearing 

Conservation Program (HCP) is established to meet these objectives.  

RESPONSIBILITIES  

Employer: 

The Town of Deer Lake shall be responsible for implementing, monitoring and updating this 

program in consultation with the Occupational Health and Safety Committee/Worker Health and 

Safety Representative and users of Hearing Conservation Program.  Management will be 

responsible for all aspects of the Hearing Conservation Program (HCP) and will act at the 

Program Administrator. 

 Name of Administrator: Maxine Hayden 

 Phone Number: 709-635-1116 

Program Administrator  

¶ Ensure hearing protection is provided when administrative or engineering controls fail to 

reduce noise exposure to acceptable levels or are not practicable 

¶ Ensure workers are trained on where, when, why and how hearing protectors should be 

used 

¶ Ensure that refresher training provided to workers on fit, care and maintenance of hearing 

protection devices every 2 years 

¶ Ensure that when sound exposure levels are greater than 105dBA, workers wear both 

earplugs and earmuffs-double protection and additional 5dB protection added to the 

highest attenuation of any single type of hearing protection device  

¶ Ensure hearing protectors reduce noise exposures to ambient levels or below 85 dBA 8 

hour, but not below 70 dBA 

¶ Ensure audiometric testing is required to monitor the hearing of exposed workers and to 

determine the effectiveness of the hearing protection device worn 

¶ Ensure that there is signs posted in the workplace where noise levels are greater than 85 

dBA 



¶ Ensure that a clear visible warning sign must be located at all entrances into the 

workplace 

¶ Ensure that text on the sign shall be in English and French and in the predominant 

language of the workplace 

¶ Ensure that signs include a pictogram, according to CSA Standard CAN/CSA-Z321-96, 

Signs and symbols for the Workplace 

 

Supervisor 

¶ will be responsible for the Coordination and supervision of noise exposure monitoring  

¶ Identify employees to be included in the HCP 

¶  Coordination and supervision of audiometric program 

¶  Supervision of hearing protector selection 

¶  Development of policies relating to the use of hearing protectors 

¶ Supervision of employee training programs 

¶  Coordination and supervision of record keeping and Evaluation of overall program. 

 

Worker  

¶ Will wear ear protection when working in designated noise areas, whose noise exposures 

equal or exceed the action level of 85dBA (8-hour time weighted average) 

¶ Will participate in hearing conservation training prior to initial use and refresher training. 

¶ Ensure the use of hearing device in accordance with the manufacturerôs instruction & 
training  

¶ Ensure that the hearing protection device must make a tight seal in the ear canal or 

against the side of the head 

¶ Ensure that clothing, jewelry and hair not interfere with the seal 

 

 



Types of Hearing Protection Devices: 

¶ Earmuffs- general and cap-mounted 

¶ Earplugs- foam, pre-molded, formable, custom-molded, semi-insert 

¶ Helmets 

 

Training  

¶ The Town of Deer Lake will ensure that all employees have been adequately instructed in 

the use of hearing devices in accordance with CSA Standard Z94.2-02.  This training will 

take place before a worker is required to use a hearing device.  The training shall include: 

 

o Roles and Responsibilities of all workplace parties 

o Care and use 

o Cleaning 

o Storage 

o Inspection of equipment  

o Maintenance of Equipment 

 

¶ A record of this training will be maintained for two years. 

¶ Refresher training shall be provided at least every two years. 

 

Record Keeping 

¶ The following records shall be maintained for a minimum of 2 years: 

o Employee audiometric test records 

o Noise exposure measurement records 

o Training 

 

 

 

 



Program Review 

¶ The management of The Town of Deer Lake shall conduct an annual review of this 

program. 

¶ The review shall include: 

o Consistency with current regulatory requirements 

o Identification of roles and responsibilities 

o Equipment 

o A review of Hearing Device Selection 

o Fit testing records to ensure all are current 

o A review of inspection documentation to ensure compliance with company 

procedures 

¶ The program shall be reviewed immediately following changes to provincial 

Occupational Health and Safety Regulations. 

¶ The results of this review shall be documented and the program administrator shall 

maintain this documentation for a period of two years. 

¶ The results of this review shall be made available to all users. 

¶ The management of The Town of Deer Lake shall ensure that any program changes 

required are implemented. 

 

Enforcement 

¶ The requirements of this program are mandatory.  Persons found not abiding by the 

requirements of this program will be subject to disciplinary action in accordance with the 

companyôs disciplinary procedure. 
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Respiratory Protection Program 

 

INTRODUCTION AND SCOPE 

Although elimination or reduction of respiratory hazards through substitution or engineering 

controls is preferred, there may be instances in which The Town of Deer Lake employees 

require the use of appropriate respiratory protection for work, which involves exposure to 

potentially hazardous environments, such as airborne contaminants or oxygen deficiency.  The 

Canadian Standards Association (CSA) Standard Z94.2.02 (Selection, Use and Care of 

Respirators) requires a written respirator protection program to be in place where respiratory 

protection is used to protect workers from inhaling hazardous atmospheres. 

The basic elements of the Respiratory Protection Program are: 

1. Roles and Responsibilities 
2. Hazard Assessment 
3. Respirator Selection 
4. Training 
5. Respirator Fit Testing 
6. Use of Respirators 
7. Cleaning, inspection, maintenance and storage of respirators 
8. Health surveillance 
9. Program evaluation 
10. Recordkeeping  

 
Objective 
 
It is the objective of this program to adequately protect the health of all workers coming into 
contact with hazardous atmospheres, where there is no possibility of implementing engineering 
or work practices controls.  In addition, this program is meant to increase the awareness of 
respiratory hazards in the workplace and to inform employees of means available to protect 
themselves and others from those hazards. 
 
 
SCOPE 
 
This program applies to any worker who may be exposed to respiratory hazards during the 
course of work with The Town of Deer Lake. 
 

 

 



POLICY STATEMENT 

The Town of Deer Lake is committed to maintaining a healthy and safety work environment.  In 
fulfilling this commitment to protect the employee; management in cooperation with the 
workplace health and safety committee/worker health and safety representative/workplace 
health and safety designate and employees, will provide and maintain a Respiratory Protection 
Program in accordance with industry standards and legislative requirements.   
 

 
Roles and Responsibilities 

Employer: 

The Town of Deer Lake shall be responsible for implementing, monitoring and updating this 

program in consultation with the Occupational Health and Safety Committee/Worker Health 

and Safety Representative and users of respiratory protection.  Management will be 

responsible for all aspects of the Respiratory Protection Program (RPP) and will act as the 

Program Administrator. 

 Name of Administrator: Maxine Hayden 

 Phone Number: 709-635-1116 

Program Administrator  

¶ Ensure that all persons identified in this RPP are qualified and competent to perform 

their respective roles; 

¶ Ensure that respiratory hazards are identified in a hazard assessment; 

¶ Select appropriate respirators based on the hazard assessment; 

¶ Maintain a list of accepted respirators for each respiratory hazard that workers 

encounter; 

¶ Ensure that all persons required to use respirators receive written instructions, training 

prior to initial use and refresher training; 

¶ Conduct initial health surveillance to determine if a worker meets the medical 

requirements to wear a respirator; 

¶ Monitor the use of respirators on a regular basis; 

¶ Ensure that change out schedules are established for the replacement of particulate 

filters and chemical cartridges/canisters; 

¶ Perform an annual review of the program in consultation with the OH&S 

Committee/WH&S Rep to determine its effectiveness; 

¶ Update the RPP to reflect any changes in regulatory requirements, program review, 

accident investigations etc.; 



¶ Ensure that fit testing is carried out for all users; 

¶ Maintain all records related to the RPP (see record keeping). 

Supervisor 

¶ Provide workers with the appropriate respiratory protection; 

¶ Ensure that workers follow guidelines established in this program; 

¶ Ensure that workers have been trained, fit tested and medically approved to wear a  

respirator prior to use; 

¶ Ensure that workers are clean-shaven and that no other factors exist that may interfere 

with the workers ability to maintain an effective seal or operate the respirator; 

¶ Repair or replace any defective/damaged respirators; 

¶ bƻǘƛŦȅ ƳŀƴŀƎŜƳŜƴǘ ƻŦ ǊŜǎǇƛǊŀǘƻǊ ǳǎŜǊǎΩ ŎƻƴŎŜǊƴǎΣ ŎƘŀƴƎŜǎ ƛƴ ǇǊƻŎŜǎǎŜǎΣ ŎƻƴŘƛǘƛƻƴǎ ŀƴŘ 

respiratory protection requirements; 

¶ Notify management of investigation reports that revealed that the use of a respirator 

may have prevented or contributed to an incident or injury; 

¶ Ensure that canisters, cartridges or respirators are replaced whenever necessary; 

¶ Where respirator use is required, reassign an employee not medically approved to wear 

the respirator. 

Worker 

¶ Participate in respirator training prior to initial use and refresher training; 

¶ ¦ǎŜ ǊŜǎǇƛǊŀǘƻǊ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ ƛƴǎǘǊǳŎǘƛƻƴΣ ǘǊŀƛƴƛƴƎ ŀƴŘ ǘƘƛǎ ǇǊƻƎǊŀƳΤ 

¶ Report any change in medical or physical status that could affect their ability to safety 

wear a respirator; 

¶ Pass a fit-test prior to using each type of respirator and at least every two years 

thereafter; 

¶ Be clean shaven when wearing any respirator requiring a facial seal; 

¶ Ensure that the respirator is clean and in good operating condition prior to each use; 

¶ Perform a seal check each time a respirator is put on; 

¶ Clean, disinfect and inspect the respirator for damage after using; 

¶ Return defective/damage respirators to the supervisor for repair or replacement; 

¶ Only wear the assigned respirator in atmospheres containing contaminants for which 

their respirator is designed. 

¶ ²ƛƭƭ ǊŜŦǊŀƛƴ ŦǊƻƳ ǿŜŀǊƛƴƎ ŀƴȅ ǇŜǊǎƻƴŀƭ ƛǘŜƳǎ ǘƘŀǘ Ƴŀȅ ƛƴǘŜǊŦŜǊŜ ǿƛǘƘ ǘƘŜ ǊŜǎǇƛǊŀǘƻǊΩǎ 

ability to form a seal.  Workers with prescription eyewear may require specially selected 

respiratory protection. 



 

 

Hazard Assessment 

A hazard assessment of the work area shall be performed by management or supervisors (or by 

a competent individual or group appointed by management or supervisors) to determine the 

respiratory hazards present and to assist in the selection of an appropriate respirator where 

required.  This hazard assessment shall be completed in consultation with the Occupational 

Health and Safety (OH&S) Committee or Worker Health and Safety (WH&S) Representative. 

The nature of the hazard shall be determined as follows: 

¶ Identify what contaminant(s) may be present 

o Identify what materials may be released during work activities 

o Determine the period of time the workers are exposed to the contaminant as 

well as how long the respirator will be used under such conditions 

¶ Identify the physical states of all airborne contaminants as gas/vapor or particulate 

¶ Determine the concentration of the contaminant that is encountered 

o Air sampling will be used to determine whether the respirator being used is 

adequate for the concentrations of contaminant that is encountered. 

¶ Determine if the atmosphere is potentially oxygen-deficient (i.e. in confined spaces). 

¶ Determine if an immediately dangerous to life and health (IDLH) atmosphere is present 

¶ Determine if there is an applicable health regulation or standard for the contaminants 

(i.e. asbestos, silica etc.) 

¶ Determine if a know odor, taste, or irritation concentration exists 

¶ Determine for particulate hazards if there is oil present 

¶ Determine if the contaminant can be absorbed through, or is irritating to the skin or 

eyes 

Updated assessments shall be completed when the nature of the hazard changes. 

 

 

 

 

 



Respirator Selection 

¶ Respirator selection is based on a systematic review of the hazard assessments and 

acknowledges standards, regulatorȅ ŎǊƛǘŜǊƛŀΣ ŀƴŘ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ 

type and limitations of respirators.   Only SCBA respirators will be used by The Town of 

Deer Lake. 

¶ Respirators shall be made available in an adequate range of sizes. 

¶ Where practicable, respirators will be assigned to individual workers for their exclusive 

use. 

Change out Procedures 

Particulate Filters shall be replaced: 

¶ If they become damaged or unhygienic 

¶ When breathing becomes difficult 

¶ When recommended by the manufacturer 

¶ As per the respirator selection form 

Training 

¶ The Town of Deer Lake will ensure that all employees have been adequately instructed 

in the use of respirators in accordance with CSA Standard Z94.4-02.  This training will 

take place before a worker is required to use a respirator.  The training shall include: 

 

o Roles and Responsibilities of all workplace parties 

o Medical assessments 

o Performing pre-use seal checks 

o Care and use 

o Cleaning 

o Storage 

o Limitations 

o Inspection of equipment  

o Maintenance of Equipment 

 

¶ A record of this training will be maintained for five years. 

¶ Refresher training shall be provided at least every two years. 

¶ The Town of Deer Lake shall conduct an annual review to ensure that all respirator users 

remain qualified.  Where the review indicated that a user requires refresher training, 

this shall be provided. 

 



Respirator Fit Testing 

¶ Fit testing shall be conducted by an individual certified to complete fit testing. 

¶ No person shall use a tight-fitting respirator until a satisfactory qualitative fit test has 

been achieved. 

¶ Fit testing shall be carried out: 

o Prior to initial use 

o At least every two years thereafter 

o ²ƘŜƴŜǾŜǊ ŎƘŀƴƎŜǎ ƛƴ ǘƘŜ ǳǎŜǊΩǎ ǇƘȅǎƛŎŀƭ ŎƻƴŘƛǘƛƻƴ ŎƻǳƭŘ ŀŦŦŜŎǘ ǊŜǎǇƛǊŀǘƻǊ Ŧƛǘ όi.e. 

significant weight loss or gain, requirement to wear prescription glasses etc.) 

o Whenever there is a change in respirator face piece (i.e. brand, model or size) 

¶ If other personal protective equipment (i.e. safety glasses, hearing protection, hard hat 

etc.) must be worn while a respirator is being used, they shall be worn during the fit test 

to ensure that they do not interfere with the seal of the respirator. 

¶ ! ǊŜŎƻǊŘ ƻŦ ǘƘŜ Ŧƛǘ ǘŜǎǘƛƴƎ Ƴǳǎǘ ōŜ ƳŀƛƴǘŀƛƴŜŘ ƛƴ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŦƛƭŜ ŦƻǊ ǘƘŜ ŘǳǊŀǘƛƻƴ ƻŦ 

ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ŜƳǇƭƻȅƳŜƴǘΦ 

 

A user seal check shall not be used as a substitute for a fit test. 

Respirator Maintenance 

¶ wŜǎǇƛǊŀǘƻǊǎ ǎƘŀƭƭ ōŜ ƳŀƛƴǘŀƛƴŜŘ ōȅ ǘƘŜ ŀǎǎƛƎƴŜŘ ǎǘŀŦŦΣ ŦƻƭƭƻǿƛƴƎ ǘƘŜ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ 

instruction and as discussed in the training program. 

¶ ¢ƘŜ ǊŜǎǇƛǊŀǘƻǊ ǎƘŀƭƭ ōŜ ŎƭŜŀƴŜŘ ŀƴŘ ǎŀƴƛǘƛȊŜŘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ 

instructions. 

¶ The respirator user shall inspect all components of the respirator before and after each 

use for wear and tear.  If defects are identified, the respirator is not to be worn until the 

parts have been repaired or replaced as necessary. 

¶ A formal inspection will be conducted of all respiratory equipment on a monthly basis 

ōȅ ǘƘŜ ǳǎŜǊ ŀƴŘ ǘƘƛǎ ƛƴǎǇŜŎǘƛƻƴ ǿƛƭƭ ōŜ ŘƻŎǳƳŜƴǘŜŘ ƻƴ ǘƘŜ άwŜǎǇƛǊŀǘƻǊ LƴǎǇŜŎǘƛƻƴ 

/ƘŜŎƪƭƛǎǘΩΦ  ¢Ƙƛǎ ŘƻŎǳƳŜƴǘ ǎƘŀƭƭ ōŜ ǊŜǘǳǊƴŜŘ ǘƻ ǘƘŜ ǇǊƻƎǊŀƳ ŀŘƳƛƴƛǎǘǊŀǘƻǊ ŀƴŘ ƪŜǇǘ ƻƴ 

file for a period of five years. 

¶ Respirators shall be stored in a manner that will protect them against dust, sunlight, 

heat, extreme cold, excessive moisture, rodents, chemicals, oils, greases or any other 

potential hazard that may have a negative effect on the respirator. 

 

 



Health Surveillance 

¶ Prior to fit testing, all potential respirator users must complete the medical screening 

form, to ensure that the user is free from any medical conditions which may prevent 

them from using a respirator. 

¶ When a medical condition is identified through the screening form, that may prevent a 

worker from using a respirator, a written opinion from a health care professional will be 

required. 

¶ Work requiring the use of a respirator shall not be assigned to a worker who has not 

received the appropriate medical clearance or who refuses to be medically evaluated. 

Program Review 

¶ The management of The Town of Deer Lake shall conduct an annual review of this 

program. 

¶ The review shall include: 

o Consistency with current regulatory requirements 

o Identification of roles and responsibilities 

o Equipment 

o Incident/Accident Reports involving the use of respiratory equipment and 

corrective actions taken 

o Consultation with the Occupational Health and Safety Committee/Worker Health 

and Safety Representative and Workers to ensure worker acceptance (i.e. 

comfort, ease of breathing, fatigue, vision, mobility, job interference etc.) 

o A review of training records (including refresher training) to ensure all are 

current  

o A review of Hazard Assessments/Respirator Selection 

o Fit testing records to ensure all are current 

o A review of inspection documentation to ensure compliance with company 

procedures 

o A review of health surveillance documentation to ensure compliance with 

company procedures 

o Job observations to ensure proper workplace practices are being followed (i.e. 

hazard assessment, maintenance, storage, inspections, pre-use seal checks, lack 

of facial hair etc.) 

o A review of the specific contaminants with a view to eliminating/substitution of 

less hazardous products. 

¶ The program shall be reviewed immediately following changes to provincial 

Occupational Health and Safety Regulations. 



¶ The results of this review shall be documented and the program administrator shall 

maintain this documentation for a period of ten years. 

¶ The results of this review shall be made available to all users. 

¶ The management of The Town of Deer Lake shall ensure that any program changes 

required are implemented. 

Records 

¶ The following records shall be maintained for a minimum of 10 years: 

o Fit Testing Records 

o Hazard Assessments 

o Respirator Selection Records 

o Training Records 

o Inspection Records 

o IŜŀƭǘƘ {ǳǊǾŜƛƭƭŀƴŎŜ wŜŎƻǊŘǎ όbƻǘŜΥ ŀƭƭ ƳŜŘƛŎŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ƻǘƘŜǊ ǘƘŀƴ ǘƘŜ ǳǎŜǊΩǎ 

ability to wear a respirator shall be kept confidential). 

o Annual Program Evaluation 

Enforcement 

¶ The requirements of this program are mandatory.  Persons found not abiding by the 

requirements of this program will be subject to disciplinary action in accordance with 

ǘƘŜ ŎƻƳǇŀƴȅΩǎ ŘƛǎŎƛǇƭƛƴŀǊȅ ǇǊƻŎŜŘǳǊŜΦ 

 
 
 
 
 
 
 
 

Initial Respirator User Screening Form 
The Town of Deer Lake 

Part 1: Respirator User 

Name:                                           

Address: 

Occupation: 

Supervisor: 



Date: 

Part 2: Conditions of Use 

Frequency of Use                          __ daily     __   weekly       __ monthly      __ yearly      __ uncertain 

Exertion Level                                __ light            __ moderate             __heavy 

Duration of Use per shift:            __ less than 15 minutes __more than 15 minutes 

    __More than 2 hours __variable 

Special Work   __Hazardous Materials __Oxygen Deficiency 

Considerations   __Confined Spaces __IDLH __Emergency Escape 

 

Other Personal    __Additional PPE required, specify:       

Protective Equipment    

 

Additional Weight  __Estimated weight to tools and equipment carried/worn during 

    Respirator use: 

Part 3: Types of Respirators Used (check all that apply) 

__Tight-Fitting  __Non-tight fitting (i.e. hood)  __SCBA-open circuit 

__Mouth bit  __Supplied-air, demand   __SCBA-closed circuit 

__Air-purifying  __Supplied-air, continuous flow  __SCBA-escape 

Non-powered 

__Air-purifying  __Supplied-air, pressure demand __SCBA-closed circuit escape 

Powered 

__Combination pressure demand/supplied-air, pressure demand __Supplied-air suit 

__Combination supplied-air with air-purifying elements                __Other-Specify: 

tŀǊǘ пΥ wŜǎǇƛǊŀǘƻǊ ¦ǎŜǊΩǎ IŜŀƭǘƘ /ƻƴŘƛǘƛƻƴǎ (check YES or NO box only. Do not specify) 

(a) Some conditions can seriously affect your ability to safely use a respirator.  Do you have or do you 
experience any of the following, or another condition that may affect respirator use? 

Shortness of breath Breathing difficulties  Chronic Bronchitis Emphysema 

Lung disease  Chest pain on exertion  Heart problems  Allergies 

Hypertension  Cardiovascular disease  Thyroid problems Diabetes 

Neuromuscular  Fainting spells   Dizziness/nausea Seizures 

Disease             

Temperature  Claustrophobia/fear of heights Hearing Impairment Dentures 

Susceptibility            

Panic attacks  Color blindness                 Asthma   Pacemaker 

Vision Impairment Reduced sense of smell  Reduced sense of taste Back/Neck problems 

Facial features/skin conditions that may interfere with an effective seal 

Prescription medication to control a condition 



Other conditions affecting respirator use:                                                                                    

(b)Have you had any previous difficulty while using a respirator? __Yes __No 

(c)Do you have any concerns about your future ability to use a respirator safely? __Yes __No 

! ά¸9{έ ŀƴǎǿŜǊǎ ǘƻ άŀέΣ άōέΣ ƻǊ άŎέ ƛƴŘƛŎŀǘŜǎ ǘƘŀǘ ŦǳǊǘƘŜǊ ŀǎǎŜǎǎƳŜƴǘ ōȅ ŀ ƘŜŀƭǘƘ ŎŀǊŜ ǇǊƻŦŜǎǎƛƻƴŀƭ ƛǎ 
required prior to respirator use.  NOTE: Medical information is not to be offered on this form. 

Signature of Respirator User: 

Date: 

Signature of Supervisor: 

Signature of Program Administrator: 

Part 5 Health Care Professional Primary Assessment (if required) 

Assessment Date                        __/__/__ (mm/dd/yyyy) 

Respirator Use Permitted?                       __Yes __No __Uncertain 

Referred to medical assessment:                      __Yes __No 

Comments: 

 

Name of Healthy Care Professional: 

Signature of HCP: 

Reassessment Date:                         __/__/__ (mm/dd/yyyy) 

Part 6: Medical Assessment (if required) 

Assessment Date: 

  _ _ Class 1. NO Restrictions   __ Class 2. Some specific restrictions   __ Class 3. Respirator use is NOT 

    Apply:                                                          permitted 

 

       

Name of Physician (print):                                         Signature of Physician:                                  Date: 



 



 

 



 


