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Purpose: To establish a centralized purchasing system to ensure that all equipment,
material, supplies, and services purchased comply with legislated health, safety, and
environmental regulations y

1. Introduction

The Board is committed to provide the appropriate equipment, material, supplies and
services at the right quality, quantity and price. The Board is also committed to ensuring
that all equipment, material, supplies and services it provides for employees and students
comply with all the legislated requirements in the Acts and Regulations pertaining to
health, safety and the environment. To ensure a consistent approach is maintained, the
Board has endorsed a centralized purchasing system.

2. Purchases through Purchasing & Distribution Services

The Purchasing & Distribution Services Department has an important role to play in
safety and environmental standards because its staff are in a unique position to make sure
that all safety and environmental aspects are adhered to for everything they order. This is
especially true for all items stocked in the Distribution Centre where everything is
received and inspected prior to delivery to students and/or staff.

All tenders issued by Purchasing & Distribution Services in support of schools,
administrative departments and Facility Services include specifications and evaluation
criteria as well as environmental and health and safety factors where applicable. These
may include requirements pertaining to:

products containing chemicals (WHMIS);
ventilation requirements;

guards for equipment;

electrical standards;

allergenic agents;

emissions;

noise levels;

glare;

flammability rating;

weight
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e training support, and,
e ergonomic considerations for furniture and equipment.

Purchasing & Distribution Services works closely with the users, the Occupational Health
& Safety Office and suppliers to ensure products and services used in Board facilities are
used safely and seek safer substitutes wherever possible.

3. Local Purchases

It is the Board’s expectation that all employees maintain the same high standards when
considering purchases of any and all products for use in Board facilities through the
Local Purchase Order, Purchase Cards and/or Petty Cash processes.

When purchasing chemicals and/or other products through any of the above local
processes, staff must give consideration to the following:

e Obtain MSDS from the suppliers where required,;
e Purchase enough chemicals for the immediate need to avoid storage hazards
and high disposal costs.

4. Donations

Donated articles must conform to the same standards as newly purchased items and
consideration must be given to any potential health and safety risks before being accepted
and used in any Board facility. Schools may contact the Occupational Health & Safety
Office and/or the Purchasing & Distribution Services Department for assistance.
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