
















Appendix A – Construction School Specific Information Sheet Sample

In addition to the terms and conditions of the Contract Documents, the Contractor shall follow 
the protocols of the Construction Site Specific Information Sheet, sample provided below. 
A completed version of this document, with site specific content, will be provided to the 
Contractor at the pre-construction meeting.
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1. School Information:

School Name: Insert School Name

Bell Times
Morning (School Entry): 0:00 AM 
Afternoon (School Dismissal): 0:00 PM 
Aftercare Program Dismissal: 6:00 PM 

Caretaking Phone Number: 000-000-0000

Caretaking Hours
September to June 6:00 AM – 10:00 PM
December Holiday Break 6:00 AM – 2:00 PM
March Break 6:00 AM – 2:00 PM 
July to August 6:00 AM – 2:00 PM
Saturday / Sunday CLOSED

PasWord Account Code: HP0000
Security Panel Code: 0000

2. School Entry for afterhours, school holidays or closures:

Please follow these steps upon entry to the building outside of caretaker hours and on school holidays 
or closures:

1. Call PasWord Protection at 1-800-561-3099 or 905-522-6680 and notify them in advance of the day(s) and 
time(s) that access to the building will be required. They will require the PasWord account code noted above.

2. Disarm the security panel when arriving. 
3. Arm the security panel when leaving. 
4. Call PasWord to verify that the building is armed and secure.

Failure to follow this procedure outside of caretaker hours and on school holidays or closures will result in an 
automatic dispatch of a security guard to the building to verify who has entered/exited the building. Security costs 
associated with the dispatch of a security guard for failing to follow the procedure will be expensed to the 
contractor responsible for the incident. 
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3. Fire Safety Plan and Procedures:

The following procedures are to ensure the safe evacuation of the job site and school in the event of a fire alarm:
  
1. All employees, subcontractors, workers, and all visitors to the site are to review and follow the Hamilton 

Wentworth District School Board (HWDSB) posted room specific evacuation cards and school specific Fire 
Safety Plan located in the main office, on the health & safety board and in the fire manual binder (see 
caretaker).

2. Construction hoarding, fencing and temporary exits are to be implemented to ensure all fire routes are 
maintained for safe exiting. 

3. In the event of a fire alarm, all construction activities must stop and all site personnel are to vacate the 
building and job site. 

4. All site personnel are to meet at the predetermined meeting area as identified in the contractor’s fire safety 
plan. contractor fire safety plan to be submitted with the Health & Safety submittals upon construction 
initiation.  

4. Fire Alarm Bypass Protocols:

Please follow these steps to put the fire alarm on bypass. The FA system should not be put on test at any time. The 
following protocols are established by the HWDSB Fire Safety Plan and in the event that there is a discrepancy in
a procedure the HWDSB Fire Safety Plan shall govern.

1. Contractor to contact Hamilton Fire Control (HFC) per the contact information below and make 
arrangements to review the site requirements for bypass – i.e. complete a walkthrough with HFC to 
determine which devices need to be bypassed, if any, if a device/s is/are to be red capped and protected 
from construction debris or damage, if a rate-of-rise device is to be installed or device disconnected and 
how to address the trouble on the panel.

Contact: Michael Fleet - Hamilton Fire Control
Phone: (905) 527-7042
Email: michael@hamiltonfirecontrol.ca

2. Hamilton Fire Control to coordinate fire alarm bypass with HWDSB caretaker and PasWord.
3. The caretaker will post a notice that the school is on Fire Watch on the exterior doors. This is required 

anytime that the fire alarm Panel is in trouble, a fire alarm device is bypassed or impeded in any way (i.e. 
disconnected, gloved, red capped, etc.).   

4. The caretaker will contact PasWord and the school main office to notify them the system is on bypass. 
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5. The contractor is to take all necessary precautions during this period to protect any FA devices in the 
construction zone from activating the emergency fire alarm system, including not conducting heat/smoke 
generating activities in proximity to the detectors (i.e. do not solder near the detector, protect devices from 
debris/ dust, disconnect device when required to perform work that may activate the emergency fire alarm 
system).

6. The contractor is responsible for Fire Watch at all times within the construction area including at any time 
that a fire alarm device is affected (i.e. disconnected, bypassed, trouble on the panel, device is red capped 
or gloved). The contractor must maintain and make available a copy of the hourly fire watch log.  Fire Watch 
during unoccupied times is not required.

7. The caretaker will be responsible for Fire Watch within the occupied area of the school up to the delineation 
of the construction work area during occupied times when a fire alarm device is affected. Fire Watch during 
unoccupied times is not required. 

8. In the event a fire alarm device is activated, all occupants of the school, including contractors, must follow 
the HWDSB Fire Safety Protocol and Fire Safety Plan and Procedures as outlined in this document, and 
evacuate the school. 

9. The caretaker is responsible to notify the Fire Department should there be a trouble on the panel for longer 
than 72 hours.  

5. Please follow these steps for planning any service (electrical, gas, water) shutdowns: 

A. Internal Localized System/Service Shutdowns:

1. Localized shutdowns require minimum 3 days’ notice to HWDSB project supervisor for coordination 
with the school facility and staff. 

2. Shutdowns must be completed outside of school bell times/operational hours which vary by facility
and must be scheduled for evenings after 6:00 PM, weekends or board holidays.

3. If a shutdown will impact the security system, the contractor shall contact PasWord Protection at 1-
800-561-3099 or 905-522-6680 and notify them in advance of the day(s) and time(s) of the shutdown. 

4. If a shutdown impacts the fire alarm system, the contractor shall follow the Fire Alarm Bypass 
Protocol, section 4 above.  

5. If required, the contractor is to coordinate with Board vendor/s to be on site to ensure boilers, roof 
top units, heat pumps, etc. are functioning properly after service disruption has concluded. 

Chamberlain Building Services Inc - info@chbs.ca, 905-664-1914 or
Union Boiler Company Limited - info@unionboiler.com, 905-528-7977

6. Process will vary based on services shutdown and ability to localize shutdown. 
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B. Complete School System/Service Shutdowns:

1. Complete building shutdowns require minimum 5 days’ notice to HWDSB project supervisor. 
2. Shutdowns must be completed outside of school bell times/operational hours which vary by facility 

and must be scheduled for evenings after 6:00 PM, weekends or board holidays.
3. Contractor to contact PasWord Protection at 1-800-561-3099 or 905-522-6680 and notify them in 

advance of the day(s) and time(s) of shutdown. 
4. During the shutdown, the contractor is responsible for following Fire Alarm Bypass Protocol, section 

4 above.
5. The contractor is to coordinate with Board vendor/s to be on site to ensure boilers, roof top units, 

heat pumps, etc. are functioning properly after service disruption has concluded. 

Chamberlain Building Services Inc - info@chbs.ca, 905-664-1914 or
Union Boiler Company Limited - info@unionboiler.com, 905-528-7977

6. HWDSB project supervisor will coordinate with other HWDSB departments to ensure all systems (IIT, 
security, communications) are up and running after service disruption has concluded.

7. If required, HWDSB project supervisor will coordinate with City of Hamilton staff if site has shared 
facilities such as recreation centre, community centre, pool or library, etc. 

8. Process will vary based on service shutdown.

C. Heating and Cooling System Shutdowns: 

1. Heating and cooling system shutdowns require minimum 5 days’ notice to HWDSB project supervisor
2. Shutdowns must be completed outside of school bell times/operational hours which vary by facility 

and must be scheduled for evenings after 6:00 PM, weekends or board holidays.
3. The contractor is to coordinate with Board vendor/s to be on site to ensure boilers, roof top units, 

heat pumps, etc. are functioning properly after service disruption has concluded. 

Chamberlain Building Services Inc - info@chbs.ca, 905-664-1914 or
Union Boiler Company Limited - info@unionboiler.com, 905-528-7977

4. If the boiler system is drained, the contractor upon refilling the system, is responsible for coordinating 
Board approved chemical treatment vendor to treat water. 
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Aquarian Chemicals Inc - info@aquarianchemicals.com, 905-825-3711  

5. Process will vary based on services shutdown and ability to localize shutdown.

D. Asbestos Abatement and Designated Substance Related Work: 

1. Designated substance related work requires minimum 5 days’ notice to HWDSB project supervisor.
2. Designated substance related work in occupied areas must be completed outside of school bell 

times/operational hours which vary by facility and must be scheduled for evenings after 6:00 PM, 
weekends or board holidays.






























































































