
Once completed, forward a copy of this plan to Occupational Health and Safety (safety@saanich.ca) 
 

 

COVID-19 Safety Plan 

 

Location: 

 

 

Business Resumption: Phase    � 1    � 2    � 3    � 4 

Document Version: 

 

 

Date:  

JOHSC Review Date:  

Copies to be posted (note 
locations): 

 

 

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.  

1040 McKenzie Avenue (Parks, Public Works, Surveys, 
Stores)

✔ ✔

Yard closed to public except Yard Waste drop off

11-Jun-2020

08-Jul-2020

Parks Main Office and Public Works Main Office, Elink, 
Saanich.ca website 
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Stagger start times for workers to prevent crowding at locations:  Staff working in offices have access to the 
building prior to the start of their shift and many staff already have staggered start times (e.g. 7:30, 8:00 and 
8:30 am). For staff working in the field, they report to individual “shops” and can report to areas outside these 
shops if needed. 

Eliminate in-person team meetings or modify them to incorporate technology such as conference calling and 
online meetings:  Information regarding conference calling options was shared with staff via E-link. April 1, 
2020: Ad-Hoc Conference Calls with attachment and April 3, 2020: Conference Calling Services with link to 
instructions. Additionally in late March, main contacts for department were emails information from the Help 
Desk to facilitate calls. Some in-person meetings are still taking place in large or open areas with sufficient 
physical distancing. Some staff working from home and many are working a mix of in the office and at home. 
Maximum number of employees has been identified and posted for some meeting spaces with others to be 
posted.

Modify work processes and practices to encourage physical distancing between workers and customers, 
clients, and other workers:  COVID-19: Interacting with the public E-link post on March 11, 2020. Saanich 
closed all municipal facilities to the public on March 18, 2020. Some services have continued by appointment 
only with the appropriate physical distancing being observed.  COVID-19 Emergency Work From Home 
Guideline and Parameters Administrative Policy (including Working Alone Safe Work Practice and Working 
from Home Agreement) was developed and sent to All Managers and Saanich distribution list on March 23, 
2020. Alternate means of engaging the public have been explored through the EOC.

✔

Physical Distancing in Vehicles: In order to achieve proper physical distancing in Fleet vehicles, on March 23, 2020, 
EOC Command approved the implementation of “One Occupant per Vehicle” concept. As a result of this additional 
vehicles were needed to transport staff so the following approval were also granted by EOC Command: Permitting staff 
to use their own personal vehicles for business use, staff who worked on static sites were requested to report directly to 
site, use of rental vehicles were also permitted. On May 5, 2020, EOC Command granted approvals to permit a 
maximum of two occupants in all four door vehicles, providing that the occupants sit opposite each other and other 
factors are considered. Mobile hand washing stations and hand sanitizer were supplied.  
 
Additional information included on Page 9 ...
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Barriers between workstations have been installed in some areas. In other areas where physical distancing is 
a challenge, workstations have been moved or reconfigured, walkways have been adjusted or workstations 
are not in use. If barriers are high touch surfaces, they are cleaned as per the Cleaning risk assessments 
conducted through the EOC (using PICNet Best Practices).

Barriers have been installed by our Facilities Operations division so as to ensure other risks are not created. 
In consideration of workers returning to the workplace and plans for business resumption including opening to 
the public, workstations continue to be reviewed (based on a corporate standard) and risk controls put in 
place.
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Modify work processes and practices to encourage physical distancing between them and customers, clients, 
and other workers:  COVID-19: Interacting with the public E-link post on March 11, 2020. Saanich closed all 
municipal facilities to the public on March 18, 2020. Some services have continued by appointment only with 
the appropriate physical distancing being observed. COVID-19 Emergency Work From Home Guideline and 
Parameters Administrative Policy (including Working Alone Safe Work Practice and Working from Home 
Agreement) was developed and sent to All Managers and Saanich distribution list on March 23, 2020. 
Alternate means of engaging the public have been explored through the EOC. Adopted Corporate Standard  - 
Physical distancing for our inside environments. Reopening to the public is being managed through the EOC 
using the Business Resumption process.

Provide instructions to workers on methods for maintaining physical distance from customers, clients, and 
other workers, such as not greeting others by shaking hands, or removing or modifying proof of delivery 
signature requirements and money collection requirements:  A Special Advisory Novel Coronavirus (nCoV) 
safety talk was sent to All Managers on February 7, 2020. Topics included symptoms, transmission, 
handwashing, hygiene, and sources of evidence based information. Posted to E-link and printed copies sent 
to departments/locations on March 10, 2020: Handwashing poster with Island Health How to Clean Your 
Hands with Soap and Water; General information poster with PHAC About Coronavirus disease (COVID-19); 
Food posters (3) with Saanich Hand hygiene tips  - Kitchen edition. COVID-19: Interacting with the public 
E-link post on March 11, 2020. COVID-19 update recommended mail handling procedures sent to All 
Managers on April 6, 2020. Deliveries are managed through a centralized reception area. No cash 
transactions are being taken at this time.
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Review of PHO and BCCDC advice and guidance regarding non-medical masks conducted and report 
reviewed by EOC Chiefs. Final decisions regarding non-medical masks documented in report on April 9, 
2020.

Mask FAQs created on April 9, 2020 and circulated to all staff (from EOC Command). Also posted on Elink.

Prior to the pandemic, OHS had completed the 2020 annual fit testing. Additional fit testing has occurred for 
sections who moved from N95 respirators to half-face and for other staff who may be requried to wear a half 
face respirator. Fit testing included information on donning, doffing, use, limitations and care.

Additionally, OHS has answered many questions and presented to department (e.g. Police) regarding 
respirators and masks.

Public Works OFA Level 2 in the PW Administrative Building and working in the field have been provided with masks.  
The majority of Public Works staff have full and/or half respirators as their routine PPE suite.  Parks staff have half 
mask respirators as required by their duties.  
 
Public Works, Surveys and Parks provide field staff with hand sanitizer, limited access to Parks washroom facilities and 
portable hand washing stations based on the sate. 
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A Special Advisory Novel Coronavirus (nCoV) safety talk was sent to All Managers on February 7, 2020. 
Topics included symptoms, transmission, handwashing, hygiene, and sources of evidence based information. 
Posted to E-link and printed copies sent to departments/locations on March 10, 2020: Handwashing poster 
with Island Health How to Clean Your Hands with Soap and Water; General information poster with PHAC 
About Coronavirus disease (COVID-19); Food posters (3) with Saanich Hand hygiene tips  - Kitchen edition. 
COVID-19: Interacting with the public E-link post on March 11, 2020. COVID-19 update recommended mail 
handling procedures sent to All Managers on April 6, 2020. Deliveries are managed through a centralized 
reception area. No cash transactions are being taken at this time.

Cleaning risk assessments conducted through the EOC (using PICNet Best Practices). Cleaning frequency 
established and implemented for indoor environments and fleet. Cleaning staff schedules adjusted to support 
daytime cleaning. All products have been confirmed as effective against the SARS-COV-2 virus using either 
Health Canada or CDC lists. Additional staff and increase hours have been implemented to ensure cleaning 
and disinfecting is occurring to the pre-determined corporate standard. Facilities Operations staff who are 
industry trained are performing most of the cleaning. In situations were other staff are cleaning, they are 
using products which are non-hazardous materials (as per WHMIS) and are trained prior to use. Commercial 
wipes and non-hazardous materials cleaners are available for staff who wish to clean their own workstations.

On March 10, posters were posted on E-link and sent to departments/locations with genaerl information as 
well as a focus on handwashing and food - General information poster with PHAC About Coronavirus 
disease, Handwashing poster with Island Health How to Clean Your Hands with Soap and Water, Food 
posters (3) with Saanich Hand hygiene tips  - Kitchen edition. Changes have been made regarding shared 
items. High touch areas are cleaned as per the risk assessment (based on PICNET best practices). In 
common areas, signage outlines process for hand hygiene and safet use of shared resources are posted, 
and alternate products have been put in place (e.g. stir sticks, single use creamers). 
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Additional site specific information: 
 
Physical Distancing on Construction Sites: Posted Maximum Occupancy Limits in construction crew 
trailers. If staff needed to work within 2.0m of each other, PPE had to be worn (full or half mask 
respirators). Provided hand sanitizer and hand washing stations.  
 
Physical Distancing for Inside Staff: When physical distancing not possible, some staff worked from 
home or where relocated to other areas on the campus that comply.



 

 
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  


