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1. Purpose

The purpose of this program is to minimize worker exposure to the greatest degree
possible, to fragrances and scented products which may affect individuals who have
sensitivities to the chemicals in these products. This program is intended to provide
employees a safe work environment that will not compromise their health or well-being.
2. Application

This program applies to all City of London employees and visitors who enter City of
London facilities.

3. Legislative References

e QOccupational Health and Safety Act

4. Definitions
OHS —Occupational Health and Safety

Fragrances and Scented Products — Products with chemical additives designed to have
a lingering fragrance or scent (i.e., perfume, cologne, lotions, essential oils, etc.).

Scent Booster Products — Products, such as laundry detergent and fabric softener,
which have added ingredient derivatives to give a longer staying scent to clothing.

Visitors — anyone entering a City of London facility (i.e., member of the public, volunteer,
contractor, etc.).

NOTE: Generally, most shampoos, deodorants, and body soaps applied at home are
usually not a concern given the scent or fragrance typically dissipates by the time one
enters the workplace, however, those products intended to have a lingering fragrance or
scent, or those products applied in the workplace, are of concern.
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5. Authorities and Responsibilities

Managers and Supervisors

1. Do not use, apply or wear fragrances or scented products in all City of London
facilities.

2. Ensure compliance with the Fragrances and Scented Products in the Workplace
Program in all City of London facilities.

3. Advise and ensure employees comply with the Fragrances and Scented
Products in the Workplace Program.

4. Resolve any concerns or questions related to the Fragrances and Scented
Products in the Workplace Program.

5. Post signs at entrances to inform visitors of the program and ensure this
program is reflected as applicable in public facing web sites.

Employees
1. Do not use, apply or wear fragrances or scented products in all City of London
facilities.
2. Support the Fragrances and Scented Products in the Workplace Program in all
City of London facilities.

Occupational Health and Safety (OHS)
1. Provide resources and support the Fragrances and Scented Products in the
Workplace Program.

Building Managers
1. Ensure as new areas are commissioned or renovated, the signs are installed.

6. Program Elements
The following elements apply to this program:

City of London employees will be advised of the Fragrances and Scented Products in
the Workplace Program through new employee orientation and posted signs (see
Appendix A, B, and C). This will include encouraging disuse to employees of booster
scented products on the garments worn to work.

Visitors will be informed of the Fragrances and Scented Products in the Workplace
Program through posted signs (see Appendix C).

A Supervisor’s Report of Incident will be completed if there is an illness, injury, or
incident involving an employee with sensitivities, asthmatic or allergic reactions to
fragrances or scented products in the workplace. Refer to the Corporate Workplace
Incident Reporting and Investigation Procedure (HR/OHS 4.5-1) for additional steps.

Where fragrances or scented products continue to be used, applied or worn, the
Manager or Supervisor will respond to each situation separately based on the specific
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circumstances involved. Every effort will be made to resolve the issue in a way that is
respectful of the feelings and dignity of all concerned. However, the response will be
guided by the Corporation’s responsibility to provide all employees with a safe work
environment which does not compromise their health or well-being.

7. Control of Corporate Health and Safety Programs and Procedures

Corporate Health and Safety Programs and Procedures will be maintained within the
City of London electronic filing system. Any previously reviewed, updated or withdrawn
documents will also be maintained within the electronic filing system.

8. Training Requirements

Training on this program will be conducted with employees during orientation.
Employees will receive refresher training via the safety newsletter safety talk program.

9. Associated Documents
The following associated documents are as follows:

e Fragrances and Scented Products in the Workplace Frequently Asked
Questions

e Fragrances and Scented Products in the Workplace Signs - Scent-free Building
— Scent-free Building (Attached)

e Fragrances and Scented Products in the Workplace Signs — Scent-free Building
Multi-language (Attached)

e Dearness Home Dress Code — Workplace Attire Procedure (DG-04)

e Supervisor's Report of Incident (HR/OHS 4.5-1a)

e Workplace Incident Reporting and Investigation Procedure (HR/OHS 4.5-1)

10. Review Frequency
This program will be reviewed as required.
11. Approval

Changes to this program must be approved by the designated approval authority or
assigned delegate.

12. Revision History Record

Revision | Revision Reason Revision Date | Author(s)

No. Mth/Day/Year

000 New Apr/26/2017 L. van Lith /
C. Goodall
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Appendix A: Fragrances and Scented Products in the Workplace

Frequently Asked Questions

Can fragrances and scented products in the workplace have an adverse impact on
health?

Yes, because they release chemicals which can trigger serious health reactions in people with
asthma, migraines, allergies, chemical sensitivities or other medical conditions.

Why should | adopt the Fragrances and Scented Products in the Workplace Program
when there isn’t anyone | work with or interact with in my workplace who suffers from a
sensitivity?

There is potential that someone is suffering in silence or that you will come in contact with
someone who has a sensitivity during the day, whether it be at a training session, in a
lunchroom, or even at a meeting. The purpose of Fragrances and Scented Products in the
Workplace Program is to minimize worker exposure to the greatest degree possible, to
fragrances and scented products which may affect individuals who have sensitivities to the
chemicals in these products. In order to do so, everyone must take responsibility to respect and
support the Fragrances and Scented Products in the Workplace Program.

What should | do when a co-worker or visitor uses a fragrance or scented product that is

causing me health concerns?

a) If comfortable, approach the individual in a positive manner and share your concerns about
the fragrance or scented product being used, applied or worn in the workplace. Express how
their wearing the fragrance or use of a scented product is affecting your health and remind
them of the Fragrances and Scented Products in the Workplace Program.

b) Alternatively, seek the assistance of your Manager or Supervisor.

What should | do if my Manager or Supervisor uses a fragrance or scented product that

is causing me health concerns?

a) If comfortable, approach your Manager or Supervisor in a positive manner and share your
concerns about the fragrance or scented product being used, applied or worn in the
workplace. Express how their wearing the fragrance or use of a scented product is affecting
your health and remind them of the Fragrances and Scented Products in the Workplace
Program.

b) Alternatively, seek the assistance of their Manager or Supervisor.

What if approaching a co-worker or visitor about wearing or the application of a
fragrance or scented product in the workplace doesn’t work?

Talk to your Manager or Supervisor about your concerns. Explain what you have attempted to
do to resolve the issue.

What happens when the fragrance or scented product continues to be worn or applied,
even after the supervisor has had the discussion with the person wearing the fragrance
or scented product?

It is the expectation that your Manager or Supervisor will support the Fragrances and Scented
Products in the Workplace Program as necessary. Your Manager or Supervisor will respond to
each situation separately based on the specific circumstances involved. Every effort will be
made to resolve the issue in a way that is respectful of the feelings and dignity of all concerned.
However, the response will be guided by the Corporation’s responsibility to provide all
employees with a safe work environment which does not compromise their health or well-being.
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What steps should be taken if an employee or visitor is wearing a fragrance or scented
product?

The Manager or Supervisor will review the Fragrances and Scented Products in the Workplace
Program with the individual. The individual will be advised to not use, apply or wear fragrances
or scented products in City of London facilities. If the individual continues to use, apply or wear
fragrances or scented products, People Services should be contacted.

If you have any other specific questions regarding this Program, please contact your Health and
Safety Advisor or a member of your People Services Team.

Corporate Health and Safety Program
Fragrances and Scented Products in the Workplace
Printed versions of this document are considered uncontrolled. A controlled copy of this document
is located on Team London, Health & Safety

Page 6 of 8


https://cityoflondon.sharepoint.com/sites/team-london/health-safe/SitePages/online_default.aspx

Appendix B: Fragrances and Scented Products in the Workplace Sign (Scent-Free
Building)

Scent-free building

Do not wear fragrances or use
scented products in this building.

Help us keep the air we share healthy and scent-free for everyone.
Thank you for your cooperation.

For more information email:

occupationalhealthandsafety@london.ca
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Appendix C: Fragrances and Scented Products in the Workplace Sign (Scent-Free
Building — Multilanguage)

Scent-free building
Batiment sans parfum
Edificio sin perfumes
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Do not wear fragrances or use scented products in this building.

Help us keep the air we share healthy and scent-free for everyone.
Thank you for your cooperation.

Ne mettez pas de parfum et n'utilisez pas de produits parfumés
dans ce batiment.

Aidez-nous a garder I'air que nous partageons sain et sans parfum pour tout le monde.
Nous vous remercions de votre coopération.

No use perfumes o productos perfumados en este edificio.

Ayudenos a mantener el aire que compartimos puro y sin perfumes.
Gracias por su colaboracién.
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For more information email:

Pour plus d’'informations, envoyez un courriel a:
Para mas informacidén, envie un correo electrénico a:
XM S| 2OrE 7| Of o &
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occupationalhealthandsafety@london.ca
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