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1. Purpose

In accordance with section 60 of the Private Career Colleges Operational Regulations - Nova Scotia 2016,
Willis College is committed to providing a safe educational experience for all students and staff. This
policy and the associated control form are implemented to mitigate hazards that may occur while a
student is on placement at an outside site.

2. Scope
e Applies to: All students, instructors, personnel, operators, and agents of the College.
e Appliesin: All outside placement sites and college-organized travel.
e Includes: Risk assessments, site approvals, student orientations, and designated site contacts.
e Excludes: N/A
3. Definitions

e Outside Site: Any location external to Willis College property where student activities,
placements, or practicums take place.

e Risk Assessment: A written evaluation of potential hazards at an outside site, including travel
and proposed student activities.

e College Personnel: An instructor, member of personnel, operator, or agent of Willis College.
4. Policy Statement

Willis College requires a formal risk management process for all off-site student activities to ensure
safety and regulatory compliance.

e Site Approval: An instructor, member of personnel, operator, or agent of the College must
approve the outside site before a student is sent there, or be in attendance with the student at
the site.

e Written Assessment: A written risk assessment must be conducted for the outside site, covering
college-organized travel to and from the site and all proposed student activities.

e Student Notification: A copy of the written risk assessment and any specific risk management
requirements must be provided to the student before they attend the outside site.



e Designated Contact: A person at the outside site must be designated and identified as the
primary contact for the student when College personnel are not present.

e Health and Safety Orientation: Students must receive an orientation to Health and Safety
requirements appropriate to the outside site before or as soon as possible after arrival.

5. Procedures
e Related procedure document(s): Risk Assessment Control Form
e High-level steps:

1. Site Review: College personnel evaluate and approve the outside site or arrange for
direct supervision.

2. Documentation: Personnel complete a written risk assessment including travel and
activity risks.

3. Student Acknowledgement: The student must sign an acknowledgment on the copy of
the written risk assessment provided to them.

4. Record Keeping: The signed copy of the risk assessment must be kept in the student's
permanent file.

6. Compliance and Enforcement

Failure to comply with risk assessment requirements may result in:
e Cancellation or delay of student placements.
e Disciplinary action for personnel failing to provide assessments or secure approvals.
e Potential expulsion or dismissal if safety protocols are intentionally bypassed.

7. Training and Awareness
e Required training: Policy reviewed during student orientation and staff onboarding.
e Target audience: Students, Instructors, and Placement Coordinators.

e Documentation: Policy outlined in the Willis College Student Handbook and provided as part of
the Enrollment Contract.

8. Related Documents
e Policies: Student Handbook - Professional Behaviour; Bullying and Harassment Policy.
e Procedures/standards: Risk Assessment Control Form.

¢ Forms/templates: Enrollment Contract; Student File Checklist.



