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 Statement of Purpose 

During the COVID-19 pandemic, the District of Central Saanich will take direction from the 
Provincial and Regional Health Officers who, under Provincial legislation, are delegated the 
responsibility and authority to protect public health. 

The District of Central Saanich is committed to providing a safe and healthy workplace for 
employees.  This document assists Managers and Supervisors in: 

• Mitigating the spread of COVID-19 among employees (and their families and friends). 

• Assisting employees (and their families) in managing personal/family illness. 

• To minimize an employee’s exposure to COVID-19, a combination of measures will 
be utilized, including the most effective control technologies available.  Work 
procedures will protect employees, and the public who enter Central Saanich 
Facilities.  All employees must follow the procedures outlined in this plan to prevent 
or reduce exposure to COVID-19. 

• This plan will serve as the District of Central Saanich Exposure Control Plan for 
COVID-19. 

• Supports the District’s COVID-19 Vaccination Policy 

 COVID 19 Bridge Document 

We currently have a foreseeable hazard (COVID-19) in each workplace. This does not mean 
that the hazard is present in each workplace. However, as an employer, the District of Central 
Saanich is responsible to inform Workers of hazards in the workplace, and communicate 
effective controls/mitigation. 

This hazard does not present a specific change for most of our current practices, procedures, 
policies, or programs. Rather, for most practices, procedures, policies and programs we need 
to add on the specific controls and mitigations determined and developed for COVID-19. In 
addition to the COVID-19 Vaccination policy as a control, this COVID-19 Safety Plan defines 
those control and mitigation techniques and must be used in coordination with your current 
practices, procedures, policies and programs as a “bridge document”. 

A bridge document is a document that supports another document and together creates a 
comprehensive document. We created this bridge document so that all employees understand 
the techniques to control or mitigate COVID-19 exposure specific for many tasks. Additionally, 
over the course of this pandemic we have sought out and incorporated employee suggestions 
in assessing and mitigating our risks.  

If you identify a task where the hazard of COVID-19 is not controlled, or mitigated through 
current practices, procedures, policies, programs and/or this exposure control plan, please: 

• Advise your Manager, Emergency Operations Centre (EOC) or the Joint Occupational and 
Health Safety Committee, who will investigate and determine what controls or mitigation 
techniques may need to be in place and implement them.  
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 Regulatory Requirements 

WorkSafeBC has provided clear direction to Municipal Governments that the COVID-19 Safety 
Plan requirements under Section 6.34 of the Provincial OH&S Regulations applies to workers 
who may have occupational exposure to COVID-19 and will not apply to most general 
employers. The general information requirements under section 5.2 as well as 5.59 
(investigating symptoms) apply to most workplaces. 

General information requirement 

If a worker is or may be exposed to a chemical agent, or biological agent designated as a 
hazardous substance in section 5.1.1, which could cause an adverse health effect, the 
employer must ensure that 

(a) the identity of the chemical agent or biological agent, its possible effects on 
worker health and safety and any precautions required to protect the health and 
safety of the worker are clearly indicated by labels, MSDSs, or other similar 
means, 

(b) the information required by paragraph (a) is clearly communicated to the worker, 

(c) written procedures are prepared and implemented to eliminate or minimize a 
risk of exposure to a chemical agent or biological agent by any route that could 
cause an adverse health effect, and to address emergency and cleanup 
procedures in the event of a spill or release of a chemical agent or biological 
agent, and 

(d) the supervisor and the worker are trained in and follow the measures required 
in this Part and Part 6 of this Regulation for the safe handling, use, storage and 
disposal of the chemical agent or biological agent, including emergency and 
spill cleanup procedures.  

Investigating symptoms 

1) If a worker exhibits signs or reports symptoms of overexposure to a hazardous 
substance present in the workplace, the employer must investigate and assess 
the potential for exposure. 

2) If the assessment demonstrates that the signs or symptoms can be caused by 
exposure to a hazardous substance that is present in the workplace, further 
investigation must be conducted, in consultation with the joint committee or 
the worker health and safety representative, as applicable, to address and 
resolve the worker's concern. 

3) Records of the investigation required under subsection (2) must be made 
available to workers, and maintained by the employer for a minimum of 10 
years. 

A COVID-19 Safety Plan is meant to be a “living” document, used as a source of information for 
answering COVID-19 related questions and to help ensure exposure control activities are in 
place. 

COVID-19 Safety Plans (CSPs) as required by the OHS Regulation involve a number of steps, 
including formal risk assessments prepared by qualified persons and formal documentation. 
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With respect to possible exposure to COVID at the workplace, the risks and controls have been 
identified and established by the Provincial Health Officer (PHO) and the BC CDC. 

As such, WorkSafeBC does not expect every workplace to create a detailed CSP related to 
workplace exposure, but rather to focus on implementing the controls outlined by the PHO at 
their workplace. All employers should be aware of PHO orders and directions that affect their 
workplace and identify vectors of infection in their workplace (e.g., by conducting a walk 
through) to determine what those appropriate controls should be. 

The orders and directions of the PHO, which are set out in guidance to employers & 
businesses provided by the BC Centre of Disease Control, constitute a minimum standard. 

Employers can find advice on how to put physical distancing measures and other 
preventative measures in place under the heading “What employers should do” on 
WorkSafeBC.com. See the following LINK 

 Definitions 

• World Health Organization (WHO) - WHO's primary role is to direct international health 
within the United Nations' system and to lead partners in global health responses. LINK 

• BC Centre for Disease Control (BCCDC) - The BC Centre for Disease Control, a 
program of the Provincial Health Services Authority, provides provincial and 
national leadership in disease surveillance, detection, treatment, prevention and 
consultation. LINK 

• Provincial Health Officer of BC - The Provincial Health Officer is the senior public 
health official for BC, and is responsible for monitoring the health of the population 
of BC and providing independent advice to the ministers and public officials on 
public health issues. 

• The responsibilities of the Provincial Health Officer (PHO) are outlined in the Public 
Health Act. LINK 

• Health Canada - Health Canada is responsible for helping Canadians maintain and improve 
their health. It ensures that high-quality health services are accessible, and works to 
reduce health risks. LINK 

• Essential Services - Essential services are those daily services essential to preserving 
life, health, public safety and basic societal functioning. They are the services British 
Columbians come to rely on in their daily lives. See the following - LINK 

• Pandemic: Pandemic comes from the Greek words pan, “all,” and demos, 
“people.” Health agencies use it to refer to the worldwide spread of a previously 
unknown disease. 

• Phases to a Pandemic: First, there’s an inter-pandemic phase between outbreaks of a 
disease; then an alert phase, when a new disease type is observed in humans; then a 
pandemic phase, when the disease has spread globally; and finally a transition phase, 
when the global risk subsides. WHO risk-management documents acknowledge that 
the situation can quickly change between the stages. Ultimately, the declaration of a 
pandemic is up to the WHO director-general, “based on risk assessment and 
appropriate to the situation.” 

https://www.worksafebc.com/en/about-us/covid-19-updates/health-and-safety/what-employers-should-do
https://www.who.int/
http://covid-19.bccdc.ca/
https://www2.gov.bc.ca/gov/content/health/about-bc-s-health-care-system/office-of-the-provincial-health-officer
https://www.canada.ca/en/health-canada.html
https://www2.gov.bc.ca/gov/content/safety/emergency-preparedness-response-recovery/covid-19-provincial-support/essential-services-covid-19#non-health
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• Self-Monitor: Self-monitoring is when you are checking yourself for symptoms of 
COVID-19. Individuals who are self-monitoring are allowed to attend work and school 
and participate in regular activities. 

• You can actively self-monitor by taking your temperature every day. If you take 
fever-reducing medications such as acetaminophen (e.g. Tylenol®) and ibuprofen 
(e.g. Advil®) the temperature should be recorded at least 4 hours after the last 
dose. 

• Self-Isolation: Self-isolation means minimizing your contact with others. Isolation is 
required when you have COVID-19 like symptoms (i.e. fever, cough, difficulty breathing), 
even if mild AND you have been diagnosed with COVID-19 OR you are a presumptive 
case and are waiting for the results of a lab test for COVID-19. 

If you start having symptoms of COVID-19, you need to self-isolate: 

• Isolate yourself from others as quickly as possible 

• Complete the self-assessment tool (https://bc.thrive.health/covid19/en ), call your 
health care professional or contact HealthLinkBC (8-1-1) 

 Describe your symptoms and recent contact and/or travel history. They will 
provide advice on what you should do 

 Identify those you had recent close contact with and as applicable notify them 
that you have tested positive with COVID-19 

• Avoid crowded places and non-essential gatherings 

• Avoid common greetings, such as handshakes 

• Keep a minimum distance of at least 2 arms lengths (approximately 2 meters/6 feet) 
from others, as much as possible 

To limit contact with others, you should 

• Stay home 

• Avoid those who have chronic conditions, compromised immune systems and 
older adults 

• Avoid having visitors to your home 

• Wash your hands often with soap and warm water for 20 seconds 

• Cover your mouth and nose with your arm when coughing or sneezing 

 Coronavirus and COVID-19 

• Coronaviruses are a large family of viruses that may cause illness in animals or 
humans. In humans, several coronaviruses are known to cause respiratory infections 
ranging from the common cold to more severe diseases such as Middle East 
Respiratory Syndrome (MERS) and Severe Acute Respiratory Syndrome (SARS). The 
most recently discovered coronavirus causes coronavirus disease, or COVID-19. 

• COVID-19 is the infectious disease caused by the most recently discovered coronavirus. 
This new virus and disease were unknown before the outbreak began in Wuhan, China, 

https://bc.thrive.health/covid19/en
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in December 2019. 

• The COVID-19 virus is rapidly spreading in other nations throughout the world, including 
Canada, with new cases occurring regularly.  

 COVID-19 Symptoms 

• The symptoms of COVID-19 are similar to other respiratory illnesses including the flu and 
common cold. COVID-19 symptoms can range from mild to severe. Sometimes people with 
COVID-19 have mild illness, but their symptoms may suddenly worsen in a few days. 
Research shows that some symptoms are more likely related to COVID-19 than others. 

• Employees may not know they have symptoms of COVID-19 because they are similar to 
a cold or flu. Symptoms may take up to 14 days to appear after exposure to COVID-19. 
This is the longest known infectious period for this disease. 

 Key symptoms of COVID-19 include: 

• Fever or chills 
• Cough 
• Loss of sense of smell or taste 
• difficulty breathing 
Other symptoms may include: 

• Sore throat 
• Loss of appetite 
• Extreme fatigue or tiredness 
• Headache 
• Body aches 
• Nausea or vomiting 
• Diarrhea  

 Responsibilities 

 Employer: 

• Stay updated - On a regular basis, and especially during times pandemics, it is of 
crucial importance to remain up-to-date on Canada’s and British Columbia’s related 
laws, communications, orders, guidance, and alerts.  

• WorkSafeBC - https://www.worksafebc.com/en  

• BC CDC http://www.bccdc.ca/health-info/diseases-conditions/covid-19  

• Keep employees informed - ensure that the materials (for example, gloves, alcohol-
based hand rubs, and hand washing facilities) and other resources such as 
employee training materials required to implement and maintain the COVID-19 
Safety Plan are readily available where and when they are required. 

• Select, implement and document the appropriate site-specific control measures. 

• Evaluate the workplace for areas where people have frequent contact with other 
and share spaces and objects and increase the frequency of cleaning in these areas. 

https://www.worksafebc.com/en
http://www.bccdc.ca/health-info/diseases-conditions/covid-19
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• Ensure that high traffic work areas or frequently touched surfaces are cleaned and 
disinfected more often. 

• Ensure that cleaning supplies are available for employees to clean and disinfect 
their workspaces. 

• Cancel or postpone all work related non-essential travel. 

• Ensure that Supervisors and Workers are educated and trained to an acceptable 
level of competency. 

• Provide employees with any personal protective equipment recommended by 
occupational health and safety guidelines, and training to ensure it is used 
correctly. 

• Ensure that employees use personal protective equipment as is appropriate for 
each situation (see Risk Assessment COVID-19 section). 

• Conduct a periodic review of the Plan’s effectiveness. This includes a review of the 
available exposure control technologies to ensure that these are selected and used 
when practical. 

• Maintain records of training and inspections. 

• Ensure that a copy of the COVID-19 Safety Plan is available to employees. 

• Close facilities or limit services to the public if warranted to maintain compliance 
with public health directives. 

• Ensure employees know what to do when they have symptoms. 

• Maintain COVID-19 Vaccination Policy. 

• Minimize exposure from contractors and others onsite by ensuring they have and 
abide by a COVID-19 Safety Plan 

 Managers and Supervisors: 

• Ensure that a COVID-19 risk assessment has been conducted for each working 
group to determine the level of risk to employees in their work section. This risk 
assessment looks at all elements of the work including proximity to others, ability 
for workers to maintain social/physical distancing, ability to limit worker 
participation in in-person gatherings, maintaining cleanliness of tools, workspaces, 
and provision of necessary personal protective equipment. 

• Consider ways that employees can practice physical distancing, such as increasing 
distance between desks and workstations. 

• Increase distance between desks, tables and workstations as possible or provide 
other engineering solutions such a plexi barriers. 

• Keep a distance of 2 metres between you, your coworkers, and customers. 

• Limit any contacts closer than 2 metres to the shortest time possible. 

• Report to the CAO any challenges or inability to maintain a healthy and safe 
workplace. 
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• Ensure that employees are adequately instructed on the controls for the hazards at 
the location(s). 

• Ensure that employees use proper personal protective equipment as is appropriate 
for each situation (see Risk Assessment COVID-19 section). 

• If respirators are used, ensure that employees use the proper respirator, for which 
they have been fit tested, and the results are recorded. 

• Direct work in a manner that eliminates or minimizes the risk to employees. 

• Send employees home if they are ill. 

• Keep your environment clean. Use appropriate products to clean and disinfect 
items like your desk, work surfaces, phones, keyboards and electronics, keypads, 
elevator buttons, customer service counters, especially when visibly dirty. 

 Employees: 

• Daily employees must conduct a health care check to monitor for COVID-19 like 
symptoms 

• As per direction, Employees may be requested to notify the Employer if 
they are healthy and able to attend work 

• If an employee has COVID-19 like symptoms they must not come to 
work 

• Employees with COVID-19-like symptoms must notify their manager/supervisor 
immediately and  

• Must conduct the BC COVID-19 Self-Assessment test at:  
https://bc.thrive.health/covid19/en and follow the direction provided 

• Employees may be directed to self-isolate at home for a minimum of 5 
days from the onset of symptoms if they are fully vaccinated or 10 days 
from the onset of symptoms if they are not fully vaccinated and until 
relatively symptom free 

• Employees who have travelled internationally may be required to quarantine, self-
isolate or self-monitor as directed by the BC CDC guidelines 

• Employees should notify their manager/supervisor if they live in the same 
household as a confirmed COVID-19 case/exposure. 

• Employees must know the hazards related to COVID-19 in the workplace and follow 
all workplace COVID-19 mitigation strategies and instructions to minimizing 
exposure to and transmission of COVID-19. 

• Follow established work procedures as directed by the employer or supervisor. 

• Practice good hand hygiene including frequent hand washing and/or use of hand 
sanitizer. 

• Wear appropriate mask (3 ply, N95 or KN95 are deemed suitable) 

• Employees should keep their environment clean. Use appropriate products to clean 

https://bc.thrive.health/covid19/en


 
 
Central Saanich COVID-19 Safe Operating Control Plan 

Page 11  

 

and disinfect items like desks, work surfaces, phones, keyboards and electronics, 
keypads, customer service counters, shared work areas etc. 

• Keep a distance of 2 meters between yourself and others. 

• Increase distance between desks, tables and workstations. 

• Limit any contacts closer than 2 meters to the shortest time possible. 

• Use any required personal protective equipment as instructed. 

• Report any unsafe conditions or acts to your supervisor. 

• Know how and when to report exposure incidents. 

• Take steps to minimize exposure to COVID-19 while away from work. 

 

 Employees’ Rights 

On a worksite, everyone has varying levels of responsibility for workplace health and safety. 
You should know and understand your responsibilities — and those of others. If you’re an 
employee, you also have three key rights. 

Right to Know 

• The right to know about hazards in the workplace. 

Right to Participate 

• The right to participate in health and safety activities in the workplace. 

Right to Refuse 

• The right to refuse unsafe work. 

Visit WorkSafe BC for additional information: https://www.worksafebc.com/en/health-
safety/create-manage/rights-responsibilities   

 COVID-19 Transmission 

• COVID-19 is transmitted mainly through close-range large and small (aerosol) respiratory 
droplets when an infected person speaks, breathes, sings, coughs or sneezes.  

• While large respiratory droplets usually fall to the ground quickly within two metres, small 
droplets (aerosols) can linger in the air under certain circumstances.  

• People can be infected when those droplets come into contact with their mouth, nose or 
breathed into their lungs.  

• COVID-19 is less often transmitted through contact with surfaces that are contaminated 
with respiratory droplets. 

Source: http://www.bccdc.ca/Health-Professionals-Site/Documents/2021-12-24_Covid-
19%20Transmission_Poster_11x17.pdf  

Contact transmission, both direct and indirect 

• Direct contact involves skin-to-skin contact. First Aid Attendants or Fire Department 
first responders could be exposed by direct contact. Indirect contact involves an 

https://www.worksafebc.com/en/health-safety/create-manage/rights-responsibilities
https://www.worksafebc.com/en/health-safety/create-manage/rights-responsibilities
http://www.bccdc.ca/Health-Professionals-Site/Documents/2021-12-24_Covid-19%20Transmission_Poster_11x17.pdf
http://www.bccdc.ca/Health-Professionals-Site/Documents/2021-12-24_Covid-19%20Transmission_Poster_11x17.pdf
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employee touching a contaminated intermediate object. Here are some examples 
of both direct and indirect contact: 

• Shaking hands with an infected person, followed by touching one’s eyes, 
nose, or mouth 

• Touching a surface contaminated with the virus, followed by touching 
one’s eyes, nose, or mouth 

• Sharing food items or utensils with an infected person 

• Contact transmission is important to consider because COVID-19 can 
persist on hands and surfaces for an unknown amount of time. 

NOTE: The Centre for Disease Control (CDC) is reviewing all data on COVID-19 transmission as 
information becomes available. At this time, the risk of transmission of the virus that causes 
COVID-19 through sewage systems is thought to be low. This guidance will be updated as new 
evidence is assessed. 

Wastewater and sewage workers should use standard practices, practice basic hygiene 
precautions, and wear personal protective equipment (PPE) as prescribed for current work 
tasks. 

The following risk assessment table is adapted from WorkSafeBC Occupational Health and Safety 
Regulation Guideline G6.34-6. Using this guideline as a reference, risk level to employees has been 
determined. 

 Risk Assessment for COVID-19 

LOW RISK Employees who typically have no contact with people infected with 
COVID-19. This includes most Central Saanich Employees conducting 
most Central Saanich tasks. 

MODERATE RISK Employees who may be exposed to infected people from time to 
time in relatively large, well ventilated workspaces or employees 
who clean/disinfect public spaces. Includes: First Aid Attendants, 
Facility Workers, and First Responders (Fire and Police). 

HIGH RISK Employees who may have contact with infected individuals or with 
infected people in small poorly ventilated workspaces. Includes First 
Responders (Fire and Police). 
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 LOW RISK MODERATE RISK HIGH RISK 

HAND HYGIENE YES: Wash your 
hands with soap and 
water, or an alcohol-
based sanitizer 
wipes. 

YES: Wash your hands 
with soap and water, 
or an alcohol-based 
sanitizer wipes. 

YES: Wash your 
hands with soap 
and water, or an 
alcohol based 
sanitizer wipes. 

DISPOSABLE GLOVES NOT REQUIRED NOT REQUIRED: 
Unless handling 
objects that may be 
contaminated on a 
regular basis. 

YES: In some cases 
when working 
directly with 
COVID-19 patients. 

COVERALLS NOT REQUIRED NOT REQUIRED YES: In some cases 
when working 
directly with 
COVID-19 patients. 

EYE PROTECTION NOT REQUIRED NOT REQUIRED YES: In some 
cases when 
working directly 
with COVID-19 
patients. 

RESPIRATORY 
PROTECTION 
(Masks) 

YES: 3 ply masks, 
KN95 or N95 masks 
are to be worn when 
not at your work 
station or if in close 
contact with another 
individual 

YES: 3 ply masks, 
KN95 or N95 masks 
are to be worn when 
not at your work 
station or if in close 
contact with another 
individual 

YES: A respirator 
or equivalent mask 
to be placed on 
the infected 
person if no 
oxygen mask is 
used. 
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 CONTROLS 

The WorkSafe BC Occupational Health and Safety Regulation requires the District of Central 
Saanich (the Employer) to implement infectious disease controls utilizing the Hierarchy of 
Controls Method. 

Selecting an appropriate control is not always easy. It often involves doing a risk assessment to 
evaluate and prioritize the hazards and risks. In addition, both "normal" and any potential or 
unusual situations such as a COVID-19 Pandemic must be studied. Each hazard control 
program should be specially designed to suit the needs of the individual workplace. Hence, no 
two programs will be exactly alike. 

Choosing a control method may involve: 

• Evaluating and selecting temporary and permanent controls. 

• Implementing temporary measures until permanent (engineering) controls such as plexi-
glass can be put in place. 

• Implementing permanent controls when reasonably practicable. 

 

Below are the controls that we have put in place. As COVID-19 is dynamic, things change and the District will 
adapt accordingly following Provincial Health Orders and Guidelines and WorkSafe BC direction, orders and 
guidelines. We will continue to communicate with our employees on a regular basis on changes and with 
reminders of workplace expectations.  

Additionally, the District recognizes the mental health impacts this pandemic is having on many and 
encourages all employees to utilize the resources provided through our Employee and Family Assistance 
Program. More information can be found at: https://www.walmsley.ca/ .  

http://www.ccohs.ca/oshanswers/hsprograms/risk_assessment.html
https://www.walmsley.ca/
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 Elimination/Substitute 

The Elimination/Substitution control is defined as removing the hazard from the workplace, or 
substitute (replace). Examples may include: 

• Replacing a hazardous materials or machines with less hazardous ones or 
discontinuing high-risk behaviour.  

It is extremely difficult to remove or eliminate the COVID-19 hazard from the workplace; 
however, there are a number of elimination controls that can be incorporated to mitigate the 
risk of exposure. These include: 

• Perform their daily health check and stay home when you are sick;  

• Close or limit public access to District facilities like reception counters, and rely on 
phone, email, virtual meetings or regular mail to provide customer service;  

• Limit face to face meetings/training and rely on conference calls or MS Team/Zoom 
virtual meeting tools;  

• Staggering start and break times at Public Works so there are less employees at any 
one time; 

• Create a two breakroom solution at the Municipal Hall to minimize contact 
between upstairs and downstairs employees; and/or, 

• Institute additional technological solutions for providing service 

o The District has and will continue to establish these types of solutions. For 
example: the public can make financial transactions by electronic methods 
rather than cash or cheque; can purchase dog licenses online etc. 

• Provide opportunities to work remotely 

• Rearrange workspaces to ensure that employees are physically distanced from co-
workers and members of the public where possible 

 Engineering controls 

 Engineering controls involve a physical change to the workplace itself.  

These controls may include:  

• working from inside an enclosure when receiving bill 
payments or servicing internal and external clients 

• In identified places where employees gather in smaller 
groups or outside additionally, we have posted occupancy 
limits for shared spaces 

• Provide plexiglass to separate people were we cannot 
maintain physical distancing 

 

 Administrative controls 

Administrative controls establish the rules and guidelines that alter the way the work is done. These 
controls include: 
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• Instituted a daily health check with managers/supervisors to ensure employees are 
not coming to work if feeling sick/ill 

• Created the COVID-19 Vaccination Policy and solicited vaccination status from all 
employees 

• Posted occupancy limits for shared spaces 

• Providing communication and signage to wipe down shared spaces once finished 
using them 

• Guidance to eat at desk instead of in shared spaces 

• Creating “pods” at public works to minimize exposure across work groups 

• Limit the number of contractors/consultants interacting in shared physical spaces 
with employees 

• Providing online learning opportunities to replace face to face training 

• And more, please see below 

 

11.3.1 Hand Hygiene 

Hand washing is one of the best ways to minimize the risk of infection. Proper hand washing 
helps prevent the transfer of infectious material from the hands to other parts of the body – 
particularly the eyes, nose and mouth – or to other surfaces that are touched. 

• Wash your hands immediately: 

• Before leaving a work area; 

• After handling materials that may be contaminated; 

• Before eating, drinking, smoking, handling contact lenses, or applying makeup; 

• After coughing or sneezing if hands may have been contaminated; 

• Before and after group meetings; 

• Use soap and warm running water; it does not have to be hot to be effective. 

• Wash and rinse your hands for at least twenty (20) seconds. 

• If water is unavailable, use a waterless hand cleanser that has at least 70% 
alcohol. Follow the manufacturer’s instructions on how to use the cleanser. 

• Hand sanitizer is available throughout District worksites 

11.3.2 Respiratory Etiquette 

Employees are expected to follow cough/sneeze etiquette, which is a combination of 
measures that minimizes the transmission of diseases via aerosol, droplet or airborne routes. 

NOTE: A sneeze does not automatically mean someone is sick with COVID-19 

Once people have a cold, sneezing is just one more symptom and for those with chronic 
allergies, sneezing can be a signal that they are feeling miserable. Those symptoms can last for 
weeks, months or years. People also sneeze when they are not sick for a number of reasons. 



 
 
Central Saanich COVID-19 Safe Operating Control Plan 

Page 17  

 

Respiratory etiquette includes the following components: 

• If you are sick, stay home until you are well and relatively symptom free. 

• Always turn your head away from others when coughing or sneezing and 
sneeze/cough into your arm 

• Cover your mouth and nose with a sleeve or tissue when coughing or sneezing 

• Use tissues to contain secretions, and dispose of them promptly in a waste 
container 

• Wash hands regularly 

11.3.3 Physical Distancing 

The District has a number of controls in place to minimize the number of people in facilities and allow 
for physical distancing.  
 
Controls include:  

• Technology is installed to encourage meeting virtually where possible (MS Teams 
and Zoom are available) 

• Observe occupancy loads of shared spaces 

• Room occupancy loads will be determined by assigning 50 sq ft of open floor space 
per person.  

• Respect designated areas for specific work groups 

• Plexiglass has installed in areas to provide additional barriers for transmission and 
to support safe distancing 

• Maintain physical distancing at least 2 metres (6 feet) distance between yourself 
and others 

• Requesting the public to book meetings instead of drop in service 

• Limiting public access to the downstairs at Municipal Hall 

 

11.3.4 Disinfecting and Cleaning 

Controls include: 

• Regular, daily cleaning of workplace surfaces to reduce the chance of spreading 
disease. Daytime cleaning by a contracted service includes handrails, doorknobs, 
light switches and other high touch areas and nightly cleaning of counter tops, 
sinks, water taps, etc. 

• Employees are encouraged to clean computer key boards and telephones etc in 
their workspace with provided cleaners 

• Pool vehicles are cleaned every morning and employees have been directed to 
wipe surfaces after using them 
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11.3.5 Stay Home if Sick 

• If employees are ill, they must stay home and monitor symptoms. If they 
have COVID-19 like symptoms they must conduct the BC COVID-19 Self-
Assessment test at:  https://bc.thrive.health/covid19/en and follow the 
direction provided 

• Employees may be directed to self-isolate at home for a minimum of 5 
days from the onset of symptoms if they are fully vaccinated or 10 days 
from the onset of symptoms if they are not fully vaccinated and until 
relatively symptom free 

• Employees shall report any symptoms of COVID-19 to their Manager or 
Supervisor 

• If an employee develops symptoms of COVID-19 while at work, they must 
leave the workplace immediately and follow the below procedure: 

• Isolate yourself from others as quickly as possible. 

• Immediately call their health care professional or 8-1-1. 

• Describe your symptoms and recent contact or travel history and 
follow advice on what to do. 

Employees may asked to self-isolate and be prepared to limit contact with 
others as directed. 

• Employees shall only return to the workplace once they have recovered 
and are relatively symptom free.  

• If an Employee is managing their illness at home they can end isolation 
when all three of these conditions are met: 

1. Fully vaccinated: At least 5 days have passed since your symptoms started, or from test date if 
you did not have symptoms. You should wear a mask even in settings where a mask is not 
required and avoid higher risk settings, such as long-term care facilities and gatherings, for 
another 5 days after ending isolation. Fully vaccinated means you received both doses of a 2-
dose series (e.g. AstraZeneca, Pfizer-BioNTech, or Moderna vaccine) more than 7 days ago, or 
have received a single dose of a 1-dose series (e.g. Janssen/Johnson and Johnson) more than 
14 days ago. 
Not fully vaccinated: At least 10 days have passed since your symptoms started, or from the 
day you tested positive if you did not have symptoms. 

2. Fever has resolved for 24 hours without the use of fever-reducing medication, such as 
acetaminophen or ibuprofen.  

3. Symptoms have improved. 

Employees are required to continue to isolate for longer if they have a fever or are not feeling 
better.  

 

11.3.6 Flexible Work Arrangements 

https://bc.thrive.health/covid19/en
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• The District’s Administrative Policy ADMIN-10 -Work From Home 
identifies opportunities for work to be performed remotely where 
operationally feasible and with prior approval, considering the nature of 
the work, the ability to maintain public service and the availability of 
equipment and technology. 

• Check with your manager to discuss options. 

 Personal Protective Equipment  

Personal Protective Equipment (PPE) is the forth level of protection and should only be put in 
place when the other levels of protection are not enough to control the hazard. PPE is 
equipment worn by individuals to reduce exposure to hazards. 

• PPE may include gloves, respirators, coveralls, goggles, masks and glasses. 

11.4.1 Use of Masks 

• Masks are one of many layers of PPE protection used to help prevent the 
spread of COVID-19. Wearing a mask should be combined with other 
important protective measures such as becoming fully vaccinated, 
frequent hand washing, and avoiding crowded spaces.  

• Employees are required to wear a mask when not at their workspace and 
when they are unable to socially distance themselves from others 

• Employees should wear a 3 layered mask, an N95 or KN95 mask in the 
workplace  

• Masks are most effective when fitted, worn and handled correctly. They 
act as a barrier and help stop the spread of droplets from a person’s 
mouth and nose when talking, laughing, yelling, singing, coughing, or 
sneezing.  

Masks should: 

• Cover the mouth and nose and go under the chin 
• Fit tightly with no gaps (consider adjustable masks) 
• Be made of three layers of fabric, including two layers of tightly woven 

fabric, with a filter or filter fabric between layers. 
• If there are two layers with a pocket for a filter, use a filter 

For more information on masks: http://www.bccdc.ca/Health-Info-Site/Documents/Face-masks.pdf  

 Procedures if there is a confirmed COVID-19 case at the workplace 

Who to Notify? 
Please notify the following and provide details of the situation. If it is a work related exposure 
we may need to file a WorkSafe BC report.  
 

• Christine: as CAO and EOC Director, to provide details of the situation and coordinate 
messaging 

• Facilities/Norm: to initiate cleaning of the workspace 

http://www.bccdc.ca/health-info/diseases-conditions/covid-19/prevention-risks/hand-washing
http://www.bccdc.ca/health-info/diseases-conditions/covid-19/about-covid-19/how-it-spreads
http://www.bccdc.ca/Health-Info-Site/Documents/Face-masks.pdf
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• Nadine: to provide details of the situation and get direction/guidance on next steps 
 
Clean and Disinfect the Workspace  
If someone who has COVID-19 has been in your work area within the last 24 hours, the spaces 
they occupy should be cleaned and disinfected. Please close off areas used by the person and 
do not use those areas until they have been cleaned and disinfected. 
 
Please remember, this may mean that a vehicle needs to be cleaned as well.  
 
Please contact Facilities or the Superintendent of Public Works to arrange cleaning services for 
facilities or vehicles. Facilities can be reached at: 250.544.4224 or by email at: 
facilities@csaanich.ca during normal working hours. After hours, please call, the 
Superintendent of Public Works, Norm Doerksen at 250.812.6748 or the Building Services 
Worker, Mark Mutz at 250.812.6232. 
 
Messaging when someone has symptoms or is diagnosed with COVID-19 in the workplace 
Unless there is a demonstrated need to identify the person based on a public health official’s 
advice, it should normally be sufficient for health and safety purposes to state that an 
(unnamed) person was in the workplace, and that this person was infected, exhibited 
symptoms, or had been exposed to the virus. The focus should move to applying infection 
containment cleaning/disinfection protocols. 
 
Through the Provincial Health Office, Contact Tracers determine the level of risk of COVID-19 
exposure to others through an interview with the person who has contracted COVID-19. Public 
Health also considers the vaccination status of co-workers (unvaccinated, partially vaccinated, 
fully vaccinated, prior COVID-19 infection recovery in the last 90 days).  

 
However, we know that the timing of these calls may be an issue and therefore we may have 
to notify employees prior to contact tracing coming into effect. Please ask your employee who 
they believe they have been in close contact with.  

 
To determine who to inform of the situation please consider:  
• inform employees who would have come in direct contact with the infected employee; OR 
• it may be necessary to inform all employees due to the nature of the exposure. 

 
The messaging will be determined on a case-by-case basis with input from the Department 
Director, the CAO and Human Resources.    

 
Messaging will include reminders that: 
• employees should perform daily health checks for COVID like symptoms;  
• employees must continue to follow all established workplace preventive practices (see 

section on controls); and 
• to stay home if they are sick. 
 
Keep all affected parties updated if information changes. 
 

mailto:facilities@csaanich.ca
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Please visit: BCCDC information on self-isolation and self-monitoring for people who have been 
in contact with COVID-19 or who have symptoms or have been tested for COVID-19 
http://www.bccdc.ca/health-info/diseases-conditions/covid-19/self-isolation#How--long.com 
  
Please share this information, you are not expected to be the expert.  
 
Please notify the Manager, Human Resources, Nadine Dillabaugh if you receive a call from 
contact tracers.  

 
 Procedures if an employee has been exposed due to a close contact contracting COVID-

19 but is not showing symptoms and is coming to work   
 

Employees may have been exposed if they are a “close contact” of someone who is infected, 
which is defined as being within about 6 feet of a person with COVID-19 for a prolonged 
period. 

Potentially exposed employees who may or may not have symptoms of COVID-19 need to 
conduct the online self-assessment (https://bc.thrive.health/ )and possibly call 811 for 
guidance and direction and follow the recommended steps. They may be requested to self-
isolate and will need to follow BC Provincial Health recommended steps. 

BC CDC site has further information on when to get a COVID-19 test. Please suggest your 
employee visit this resources: http://www.bccdc.ca/health-info/diseases-conditions/covid-
19/testing/when-to-get-a-covid-19-test.  

If this role is able to work from home, you may want to discuss this option with your 
employee.  

 Procedure for when an employee is coming back to work after recovering from an 
active COVID-19 infection 
  
A doctor’s note is not required. Public Health will provide the employee with guidance on when 
it is safe to end isolation and resume their usual activities. Employees who have mild 
respiratory symptoms that can be managed at home can generally return to their routine 
activities, including work, once all of following criteria are met:  

• At least 10 days have passed since onset of symptoms;    
• Fever has resolved without use of fever-reducing medication; and  
• Symptoms (such as: respiratory, gastrointestinal, and systemic) have improved.  

 
Coughing may persist for several weeks and does not mean the individual is infectious or must 
continue to self-isolate. In some instances, Public Health may recommend 20 days based on 
the disease severity, among other factors. Talk to the employee about their individualized 
return to work plan as recommended by Public Health.  

 
 Close Contact and Exposure 

http://www.bccdc.ca/health-info/diseases-conditions/covid-19/self-isolation#How--long.com
https://www.cdc.gov/coronavirus/2019-ncov/php/public-health-recommendations.html
https://www.cdc.gov/coronavirus/2019-ncov/php/public-health-recommendations.html
https://bc.thrive.health/
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html
http://www.bccdc.ca/health-info/diseases-conditions/covid-19/testing/when-to-get-a-covid-19-test
http://www.bccdc.ca/health-info/diseases-conditions/covid-19/testing/when-to-get-a-covid-19-test
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Employees may disclose that they have been notified that they have been in close contact with an 
individual who has tested positive for COVID-19.  

 
CLOSE CONTACT means: 
1. People you live with 
2. People you had intimate contact with 
3. People outside of your household (e.g. at a social gathering) who: 

o you were face-to-face with for 15 minutes or more, while you were indoors, and while 
you were not wearing a mask.  

4. People who may have been exposed to saliva or other bodily fluids, such as people with 
whom you shared items like a drink, personal hygiene item, cigarette/vape, lipstick, or 
eating utensils, as well as people who you may have coughed or sneezed on.  

 
 Close contacts will need to monitor for symptoms of COVID-19 and will need to self-isolate if 
they are not fully immunized.  

 
If an employee tests positive for COVID-19, please ask the employee if they have been in close 
contact with any co-workers as we may need to notify the co-workers and ask them to self-
monitor for symptoms.  

 

 Facility Closure 

When there are confirmed cases of COVID-19, Island Health will determine facility closures 
and provide guidance and direction on cleaning procedures and re-opening of the facility. In 
most cases, a facility closure is unnecessary. Enhanced cleaning of touch points is appropriate 
if there has been a COVID-19 exposure in the workplace. 

 Business Continuity Plans (BCP) 

Managers and Supervisors are expected to follow their work unit’s BCP during certain 
pandemic events. Examples of these events include but are not limited to: 

• Establishment of the Emergency Operations Center (EOC). 

• Excessive employee absenteeism resulting in imminent risk of critical services 
being impacted. 

• A confirmed large-scale employee exposure. 

• A “local” pandemic outbreak in the community. 

District of Central Saanich work unit BCPs outline those positions considered critical or as 
essential services. 

 Employee COVID-19 Education 

Employees will receive COVID-19 education highlighting the following: 

• The risk of exposure to COVID-19, and the signs and symptoms of the disease. 

• The risk controls outlined in this plan. 

• Location of washing facilities, including dispensing stations for alcohol-based 
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hand rubs. 

• Proper use of masks (for individuals identified to complete specific tasks based on 
hazards & risks). 

• How to report an exposure to, or symptoms of COVID-19. 

 Resources 

• District of Central Saanich COVID Information: LINK 

• WorkSafeBC - LINK 

• BC Centre for Disease Control LINK 

• Provincial Health Services Authority: LINK 

• Health Canada: LINK 

• World Health Organization: LINK 

• BC Construction Association: LINK 

• BC Construction Safety Alliance: LINK 

• BC Municipal Safety Association: LINK 

• Health Canada: LINK  

 Review 

This is a living plan and can change rapidly and significantly depending on pandemic 
events. All changes will be made in consultation with applicable stakeholders. 

 Questions 
Please contact the EOC at EOCDirector@csaanich.ca  

  

http://www.centralsaanich.ca/covid19
linkhttps://www.worksafebc.com/en/about-us/news-events/announcements/2020/March/covid-19-and-the-workplace
http://www.bccdc.ca/
http://www.phsa.ca/
http://www.canada.ca/en/health-canada.html
https://www.who.int/emergencies/diseases/novel-coronavirus-2019
https://www.bccassn.com/
https://www.bccsa.ca/
https://www.bcmsa.ca/
https://www.canada.ca/en/health-canada.html
mailto:EOCDirector@csaanich.ca
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 Appendix A – Municipal Hall Floor Plans 
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 Appendix B – Facilities COVID-19 Janitorial Strategy 

a. Facilities is committed to taking actions to reduce the risk of transmission of respiratory 
illnesses including COVID -19. Regular cleaning and disinfecting of objects and high-touch 
surfaces will help prevent the transmission of viruses. 

b. All facilities and employees will be educated and trained prior to undertaking work during a 
Pandemic. 

 Janitorial Strategy – COVID-19 

General Information 

Facilities Management are in continual dialogue with Island Health to ensure cleaning 
requirements for facilities are consistent to procedures used in Health facilities. Supply 
management is coordinated with local supply companies to ensure that the District of 
Central Saanich is planning ahead in case shortages occur with cleaning agents/goods.  

Facilities provides signage and touch point cleaning guides as information changes as 
the COVID-19 pandemic evolves. If you have any questions regarding the strategy, 
please contact the Central Saanich EOC at emergencyprogram@csaanich.ca 

Prevention 

Cleaning Requirements 

• Status-quo. During prevention, no additional cleaning is required for 
facilities, including fleet.  

Inventory 

• Discuss with janitorial supply company about starting to stockpile goods on 
site, specifically, hand sanitizer, soap, and toilet paper. If supplier is 
indicating supply issues for other janitorial products, stockpile them as well. 
Typically, a month’s worth of product is recommended to store. 

• Ensure that a minimum of 24hrs of supply for soap, hand sanitizer, paper 
towel and toilet paper is installed prior to the start of the day to reduce 
incidents of empty dispensers. 

Signage 

• Provide additional signage showing proper handwashing procedures as per 
the WHO Handwashing Guide (see attached Graphic) in all washrooms and 
change rooms. 

Education/training 

• Facilities staff to be trained in proper procedures for washing hands as per 
the BC Health Authority’s Handwashing Guide. 

• Facilities staff to be trained in dispenser operations for safe handling for 
soap, hand sanitizer, paper towel and toilet paper to ensure refills are 
placed in a timely manner. 

mailto:emergencyprogram@csaanich.ca
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• Facility Managers should work with their janitorial staff/contractor to 
discuss additional requirements to ensure changes can be made on a 
moment’s notice. 

 Level 1 – Enhanced Cleaning of “Touch Points” 

Cleaning Requirements - Facilities 

• Daytime janitorial staff should focus on cleaning “Touch Points” (see Touch 
Point Cleaning Guide) in each facility during working hours. If the facility is 
open to the general public, best practice is to clean touch points consistent 
with public access hours. Additional staff (internal or contracted services) 
may be required as this cleaning is in addition to normal cleaning schedules 
for the facility. 

• For facilities with no sink to wash hands, add hand sanitizer dispensers. 

Cleaning Requirements – Fleet 

• Employee drivers of vehicles should wash their hands before and after the 
use or the operating of Central Saanich vehicles, equipment and tools. 

• Whilst in vehicles employees and drivers should only cough and sneeze into 
a tissue or their sleeves. 

• Avoid sneezing or coughing into the air or into hands. 

• Before and after each use of a vehicle the driver is responsible to wipe 
down the internal touch points within the vehicle. The minimum is to wipe 
down the steering wheel, gearshift, controls (window control buttons, etc.), 
radio buttons, seat belt buckles, communication radio handsets and any 
other surface that are regular touch points. 

• For Pool vehicles a reporting procedure (sign off sheet) be used to confirm 
sanitization has been done when returning vehicle keys to the vehicle 
coordinators within departments. 

• Daily vehicle cleaning is performed by the Public Works team for pool 
vehicles. 

• All employees using tools or equipment are responsible for wiping down 
touch points on tools such as handles 

• Use the sanitization liquid, spray bottle and disposable clothes or towels 
that will be provided by each department. The same sanitization product 
used in buildings can be used for vehicles. 

• Each department is responsible to provide appropriate sanitization supplies 
to drivers or place in vehicles sanitization supplies needed to wipe down 
vehicles or tools. 

• Continue to stockpile required goods. Depending on supply chain issues, it 
may be wise to stockpile more than a month’s worth of product. If supply is 
becoming an issue, work with suppliers to look at alternate options for 
products.  
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Education/training 

• Facilities should continue to work with their janitorial staff/contractor to 
discuss additional requirements to ensure changes can be made on a 
moment’s notice. 

 Level 2 – Enhanced Frequency Cleaning of “Touch Points” 

Cleaning Requirements - Facilities 

• Continue Level 1 cleaning of “Touch Points” at regular intervals during 
working hours. 

Education/training 

• Facilities should continue to work with their janitorial staff/contractor to 
discuss additional requirements to ensure changes can be made on a 
moment’s notice. 

 Level 3 – Deep Cleaning 

Building undergoes deep cleaning in ALL areas as per recommendations/protocols as 
directed by the designated Public Health authority such as Island Health. 

Cleaning Requirements – Fleet 

• Take the vehicle out of service where a possible COVID-19 contamination 
has occurred. Leave the vehicle parked and do not allow anybody to open 
or operate the vehicle before it has been disinfected 

• Inform appropriated Supervisors/Managers and Public Works Fleet of the 
possible contamination 

• Public Works Fleet will arrange for the vehicle to be disinfected by either a 
trained designated district employee or a contracted service provider. 

• Public Works Fleet will inform the Department/ Driver when the vehicle is 
safe to use. 

• Method for disinfection will be - Spray vehicle internal surfaces and working 
surfaces within vehicle with strong disinfectant. 
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