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Employers must develop a COVID-19 Safety Plan. To assist each location in developing and 
updating their Safety Plans, this template has been created. The template captures work done 
by the Emergency Operations Centre and organization as a whole. At each location, other 
action may have been taken. Considering this, there are a number of check boxes to be checked 
and pages 3 through 8 provides space for comments specific to your location. If additional 
space is needed, please make reference to page 9 and include the information in the 
“Additional location specific information” box. If the location moved through multiple business 
resumption phases and other actions are taken, this plan should be updated to document these 
phases and additional actions.  

Safety Plans are to be reviewed by the Joint Health and Safety Committee for your location. 
Please note the date of the meeting at which the plan is to be or has been reviewed. 

As per Provincial Health Officer Order Workplace COVID-19 Safety Plan, a copy of completed 
Safety Plans must be posted in the workplace so that it is readily available for review by 
workers, other persons who may attend a workplace to provide services and members of the 
public.  
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Saanich has operated an Emergency Operations Centre (EOC) throughout the pandemic which has focused on 
ensuring health, safety and support of employees. Staff can provide input through their supervisor, their Joint 
Health and Safety Committee (JSHC) at their location and/or through a COVID-19 specific email address. Staff have 
been consulted in the development of many safe work practices and these practices are reviewed by the JHSCs. 
Regular COVID-19 weekly update have been sent to all Saanich staff by the Chief Administrative Officer to ensure 
consistency of information sharing and support our employees both physically and psychologically. For those staff 
without email, printed copies have been posted and information has been shared at crew and safety meetings

Common areas have been identified and occupancy signage has been posted. Where possible, occupancy limits 
has been added to room booking systems. 

High touch surfaces were identified through our cleaning risk assessments. These assessments used information 
from the Provincial Infection Control Network (PICNet) Best Practices. Cleaning regiments in other spaces follow 
industry established standards (e.g. BCRPA) and have been reviewed by Island Health’s Environmental Health 
Officers.

Physical distancing in vehicles was assessed and this was communicated through Saanich Special Crew Talks. JHSCs 
were involved in the process.

3500 Blanshard





Considering COVID-19 Saanich continues to limit and in some case prohibit visitors in our facilities. Saanich 
residence and businesses are encouraged to use on-line services. Some services are offered only by appointment 
or with registration. Some facilities such as Saanich Fire departments remain closed to the public.

Occupancy limits have been established in common areas throughout our Saanich facilities. Where applicable 
these have been set using industry standards such as BCRPA’s Guidelines for Restarting Operations.

Staff working in offices have access to the building prior to the start of their shift and many staff (both office and 
non-office) already have staggered start times (e.g. 7:30, 8:00 and 8:30 am). Staff who primarily work outside, 
report to their respective shop and can report to outside areas as needed. 

In-person meetings have been eliminated as much as possible through the use of two-types of conference calling 
and virtual meetings using MS Teams. Some in-person meetings are still required and take place in large or open 
areas with sufficient physical distancing. Tents and other shelters are in place to provide additional space for start 
and end of shift, meal breaks and meetings. Saanich created and has updated the COVID-19 Response – Work 
From Home Policy allowing some staff to work from home. Considering Saanich’s role to support the community, 
not all staff are able to work from home.

To support physical distancing, floor markers and directional signage have been established and reviewed. 
Additionally, education and training related to Safe Manual Handling – While maintaining physical distancing has 
been provided.



Signage has been used throughout the pandemic. Recently, all signage has been refreshed and a consistent 
placement of signage has been established. 

Staff training and information sharing has been regular and ongoing through CAO weekly emails, policies, guides, 
safety plans, crew talks, mental health talks, safe work practices, procedures, decision trees, frequently asked 
questions and other resources. For new staff or staff who have been away during the pandemic, a COVID-19 
specific orientation has been developed. 

As mask requirements have changed, Saanich has created and updated staff focused Use of mask frequently asked 
questions and Mask decision tree. For those times when masks are required, all regular employees have been 
provided with two 3-layer disposable masks. Saanich’s use of mask FAQs provides instruction on proper mask use 
including WorkSafeBC’s mask publications on selecting and using masks and how to use a mask, as well as BC 
Centre for Disease Controls’ Face masks: How are they different and Public Health Agency of Canada’s COVID-19: 
How to safely use a non-medical mask or face covering.

For our indoor spaces, a Corporate standard for physical distancing in our inside environments was developed, and 
more than 400 workstations were assessed. Engineering controls including barriers were installed as needed and 
administrative controls were relied upon in some areas.

Cleaning of barriers has been included in cleaning schedules. Additionally, non-WHMIS controlled disinfecting 
supplies have been provided to staff and a DIY Workstation Disinfecting safe work practices was created and 
communicated to all staff through CAO weekly emails.

Additional information regarding protocols at this facility:

To support staff break times and to limit congregation in the lunch, an additional lunch room has been made available 
downstairs.  
 
 



Cleaning risk assessments were conducted and Saanich identified and purchased Health Canada approved hard-
surface disinfectants which in their diluted concentration are non- hazardous (non-WHMIS). As required, cleaning 
regiments have been reviewed by Island Health’s Environmental Health Officers. 

To supplement disinfecting and cleaning done by Building Service Workers and other staff, DIY Workstation 
Disinfecting and DIY Meeting Room Disinfecting safe work practices were created and communicated to all staff. 

Needs assessments for handwashing both inside buildings and in the field have been conducted. Multiple means 
of in-field handwashing have been put in place. Additional hand washing locations have been identified during the 
colder weather. Health Canada approved hand sanitizer has also been provided in our buildings and for staff 
working in the field. 

Good hand hygiene and coughing/sneezing etiquette have been outlined in numerous CAO emails and information 
has been posted in the intranet. This information has been reiterated in Special Advisory crew talks and through 
signage. 

Two safe work practices were created relate to payment and document handling - Contactless Payment and Safe 
Cash Handling Procedures – COVID-19 Prevention and Safe Document Handling Procedures – COVID-19 Prevention.

In some cases, furniture, tools and equipment have been simplified. In some cases, these items were maintained 
to limit staff leaving and returning to the building during the day.

Signage has been used throughout the pandemic. Recently, all signage has been refreshed and a consistent 
placement of signage has been established. 

Additional information regarding cleaning and hygiene practices at this facility:

All high touch point zones are sanitized mid-day on a daily basis. These touch points include but not limited to: door 
knobs, railings, counters, kitchen surfaces, bathroom fixtures, light switches, etc. Regular cleaning of the facility is 
completed every weekday evening.  







 

 
Ministry of Health Office of the 4th Floor, 1515 Blanshard Street 

Provincial Health Officer PO Box 9648 STN PROV GOVT 
 Victoria BC  V8W 9P4 
 Fax: (250) 952-1570 
 http://www.health.gov.bc.ca/pho/ 

 ORDER OF THE PROVINCIAL HEALTH OFFICER 
(Pursuant to Sections, 30, 31, 32 and 39 (3) Public Health Act, S.B.C. 2008) 

 
Workplace COVID-19 Safety Plans 

 
The Public Health Act and Regulations are at: 

http://www.bclaws.ca/civix/content/complete/statreg/08028/?xsl=/templates/browse.xsl 
(excerpts enclosed) 

TO: EMPLOYERS  
                
WHEREAS: 

A. On March 17, 2020 I provided notice under section 52 (2) of the Public Health Act that the 
transmission of the infectious agent SARS-CoV-2, which has caused cases and outbreaks of a 
serious communicable disease known as COVID-19 among the population of the Province of 
British Columbia, constitutes a regional event as defined in section 51 of the Public Health Act; 

B. A person infected with SARS-CoV-2 can infect other people with whom the infected person is in 
direct contact, through droplets in the air, or from fluid containing SARS-CoV-2 left on surfaces; 

C. People working in close contact with one another in a workplace can promote the transmission of 
SARS-CoV-2 and increase the number of people who develop COVID-19; 

D. Employers are required by section 21 (2) (c) of the Workers Compensation Act to establish 
occupational health and safety policies and programs in accordance with the Occupational Health 
and Safety Regulation and have been directed by WorkSafeBC to develop a plan to ensure that the 
risk of transmission of SARS-CoV-2 at workplaces is minimized (hereinafter referred to as the 
“COVID-19Safety Plan” for the purposes of this Order); 

  E.  You belong to the class of persons to whom this Order is addressed; 

  F.  I have reason to believe and do believe that   

(i) the risk of transmission of SARS-CoV-2 and a resulting outbreak of COVID-19 among 
persons at a workplace, including workers and members of the public, constitutes a health 
hazard under the Public Health Act;  

(ii) because the risk of transmission of SARS-CoV-2 and control of outbreaks extends beyond 
the authority of one or more medical health officers and coordinated action is needed to 
protect workers and the public from contracting COVID-19, it is in the public interest for me 
to exercise the powers in sections 30, 31, 32 and 39(3) of the Public Health Act TO 
ORDER you to  



 
 

 

 
1. post a copy of your COVID-19 Safety Plan on your website, if you have one, and at your 

workplace so that it is readily available for review by workers, other persons who may 
attend at the workplace to provide services and members of the public;   
 

2. provide a copy of your COVID-19 Safety Plan to a health officer or a WorkSafeBC 
officer, on request.  

 
This Order does not have an expiration date.   
 
All persons to whom this order is directed are required under section 42 of the Public Health Act to comply 
with this Order.  Under section 43 of the British Columbia Public Health Act, you may request me to 
reconsider this Order if you:  
 
1. Have additional relevant information that was not reasonably available to the me when this Order 

was issued. 
 
2. Have a proposal that was not presented to me when this Order was issued but, if implemented, 

would 

(a) meet the objective of the order, and 

(b) be suitable as the basis of a written agreement under section 38 [may make written   
agreements] 

3. Require more time to comply with the order. 

Under section 43 (6) an order is not suspended during the period of reconsideration unless the health 
officer agrees, in writing, to suspend it. 
 
If you fail to comply with this Order, I have the authority to take enforcement action against you under 
Part 4, Division 6 of the Public Health Act. 
 

You may contact me at: 
 
Dr. Bonnie Henry, Provincial Health Officer  

  PO Box 9648 STN PROV GOVT 
Victoria BC V8W 9P4, Fax: (250) 952-1570  

 
DATED THIS:   14 day of May 2020 
   
   
SIGNED: __________________ 

Bonnie Henry 
MD, MPH, FRCPC 
Provincial Health Officer 

 
DELIVERY BY posting on the BC Government website, posting on the BC Centre for Disease Control 
website and by email. 
 
Enclosure: Excerpts of Public Health Act  


