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STATEMENT OF PURPOSE
The Town of Osoyoos is committed to providing a safe and healthy workplace for all of our employees. A
combination of preventative measures will be used to minimize the risk of the coronavirus transmission
and illness in the workplace. Our work procedures will protect not only our employees, but also other
contractors, volunteers and the public who enter our facilities. Everyone must follow the procedures
outlined in this plan to prevent or reduce exposure to COVID-19. All information we provide will be working
documents and may change as processes or regulations permit us to change.
The purpose of this plan is to protect employees from harmful exposures to the COVID-19 virus, to reduce
the risk of infection in the event of exposure, and to comply with the WorkSafeBC (WSBC) Occupational
Health and Safety Regulation 5.54 and 6.34, Exposure Control Plan as well as Public Heath Orders and
Guidelines.
We will strive to find ways to control or eliminate exposure to the COVID-19 virus by developing and
implementing proper risk controls, establishing safe work practices, raising awareness, and providing
education and training for our employees. We will follow direction and controls as specified by the BCCDC
(BC Centre for Disease Control), the BC Ministry of Health, WSBC and the Provincial or Interior Health
Medical Health Officer while continuing to monitor and liaise with these authorities on changes that may
impact the institution.

PUBLIC HEALTH DIRECTIVES
The Provincial Health Officer (PHO) is the senior public health official for BC and is responsible for
monitoring the health of the population across the province, providing independent advice to the ministers
and public officials on public health issues.
The responsibilities of the PHO are outlined in the Public Health Act and include the following:
• provide independent advice to the ministers and public officials on public health issues;
• monitor the health of the population of BC and advise on public health issues and on the need for
legislation, policies and practices;
• recommend actions to improve the health and wellness of the population of BC;
• deliver reports that are in the public interest on the health of the population and on government’s
progress in achieving population health targets;
• establish standards of practice for and conduct performance reviews of Medical Health Officers; and
• work with the BC Centre for Disease Control and Prevention and BC’s Medical Health Officers across
the province to fulfill their legislated mandates on disease control and health protection.

WORKSAFEBC DIRECTIVES
WorkSafeBC is a provincial agency dedicated to promoting safe and healthy workplaces across BC. They
partner with workers and employers to prevent work-related injury, disease, and disability. Their services
include education, prevention, compensation and support for injured workers, and no-fault insurance to
protect employers and workers.
WorkSafeBC helps businesses meet their obligations under the Workers Compensation Act and the
Occupational Health and Safety Regulation. All employers in British Columbia have an obligation under
the Act to ensure the health and safety of workers and other parties at their workplace. With respect to
COVID-19, that responsibility includes protecting workers by following the orders issued by the office of
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the Provincial Health Officer, Ministerial Orders made respecting the pandemic under authority of the
Emergency Management Act, guidance provided by the BC Centre for Disease Control and the latest news
released from the government. In addition, employers must implement policies and procedures to protect
workers from the risk of exposure to COVID-19.

RIGHT TO REFUSE UNSAFE WORK
Workers in BC have the right to refuse work if they believe it presents an undue hazard. An undue hazard
is an “unwarranted, inappropriate, excessive, or disproportionate” risk, above and beyond the potential
exposure a general member of the public would face through regular, day-to-day activity. In these
circumstances, the worker should follow some specific steps within their workplace to resolve the issue.
The worker should report any undue hazard to their supervisor for investigation. Each refusal of unsafe
work is dealt with on a case-by-case basis. If the issue is not resolved between the worker and the
supervisor, the joint occupational health and safety committee is notified of the concern and an
investigation is conducted. If the matter is not resolved, the worker and the supervisor or employer must
contact WorkSafeBC and a prevention officer will then investigate and take steps to find a workable solution
for all involved.
If entering the workplace, workers should:
• Comply with the employer’s instructions around minimizing exposure to COVID-19.
• Wash their hands frequently, and/or use hand sanitizer.
• Take steps to minimize exposure to COVID-19 while away from work.

RESPONSIBILITIES
Employer Responsibilities
•

•
•
•
•
•
•
•
•

Ensure materials (gloves, alcohol-based hand rubs, washing facilities) and other resources (such as
worker training materials required to implement and maintain the plan) are readily available where and
when they are required.
Ensure everyone is able to maintain physical distancing (2 meters apart) at all times while completing
their work safely.
Select, implement and document the appropriate site-specific control measures and risk assessments
with input from the OH&S committee.
Post appropriate signage as required.
Ensure everyone is educated and trained to an acceptable level of competency.
Ensure employees use appropriate personal protective equipment (PPE) — for example, gloves,
gowns, eye protection, face shields, masks or respirators, if and when required.
Conduct a periodic review, along with the OH&S committee, of the plan’s effectiveness and update as
necessary.
Maintain records of training and inspections in conjunction with the OH&S committee.
Ensure a copy of the exposure control plan is available to managers, supervisors, employees and the
public.
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Occupational Health & Safety Committee Responsibilities
•
•
•

Ensure risk assessments are completed and records maintained.
Conduct monthly inspections and report any necessary recommendations to employer.
Address any health and safety concerns from employees.

Managers/Supervisors Responsibilities
•
•
•

Assess the risk(s) related to COVID-19 for the positions under their management and ensure
employees are adequately instructed on the controls for the hazards.
Ensure awareness and information resources are shared with employees and that they have been
trained in care, maintenance and use of any PPE, if required.
Ensure physical distancing is maintained and employees follow all safe work practices.

Employee Responsibilities
•
•
•
•
•
•
•

Maintain physical distancing.
Know the hazards of the workplace and take part in training and instruction.
Follow established work procedures as directed by the employer or supervisor.
Use any required PPE as instructed (if required).
Report any unsafe conditions or acts to the supervisor.
Understand how exposure can occur and when to report exposure incidents.
Report COVID-19 symptoms, complete the BC self-assessment tool https://bc.thrive.health/ and do not
come to the work if symptomatic.

The Public, are not defined under the BC Workers’ Compensation Act, however it is recognized that they
have a role in health and safety and are accountable for their actions and must abide by the Town of
Osoyoos’ policies on COVID-19.

RISK IDENTIFICATION, ASSESSMENT AND CONTROL
Symptoms
Symptoms of COVID-19 are likely to include fever, cough, sneezing, sore throat and difficulty breathing.
Transmission Exposure to COVID-19 can occur by:
• Breathing in droplets in the air generated when people cough or sneeze.
• Close contact with other people (i.e. shaking hands or hugging).
• Touching contaminated surfaces and then touching the face, mouth or food.
Keep in mind touching a contaminated surface and then touching another surface may cause the virus to
transfer from one surface to another. COVID-19 can be transmitted by people who are not displaying
symptoms of the disease. People who may be infected with COVID-19 should not come to work. This
includes if you:
• Have symptoms of COVID-19 or have been exposed to someone with COVID-19.
• Have travelled outside of Canada within the previous 14 days.
• Live with someone who has symptoms of COVID-19 or have been exposed to the virus.
The following are the primary routes of COVID-19 transmission, all of which need to be controlled.
Breathing in droplets in the air
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BC Centre for Disease Control (BCCDC) advises that coronavirus is not transmitted through airborne
transmission. However, if somebody coughs or sneezes they do generate droplets which are airborne for
at least a short period of time, but do not float in the air and generally fall to the ground within one to two
meters. Anybody who is near the individual may risk breathing in these droplets. Physical distancing
(maintaining 2 meters of distance from other people at all time) will reduce the risk of this occurring.
Close Contact
Close contact refers to physical contact with another person, for example shaking hands or hugging. When
people cough or sneeze droplets may deposit on their skin or clothing, especially if they cough or sneeze
into their hands. People who are carriers of COVID-19 may transfer the virus from their hands or clothing
to others during close contact.
Surface Contact
Surfaces can become contaminated when droplets carrying COVID-19 deposit on them or when touched
by a person who is infected. Surface contact involves a worker touching a contaminated object such as a
table, doorknob, telephone, or computer keyboard or tool, and then touching the eyes, nose or mouth.
Surface contact is important to consider because COVID-19 can persist for several days on surfaces.
The following risk assessment table is adapted from WorkSafeBC Occupational Health and Safety
Regulation Guideline G6.34-6. Using this guideline as a reference, we have determined the risk level of
our employees, depending on their potential exposure in the workplace.

Worker Risk Assessment
RISK ASSESSMENT FOR Low Risk
Moderate risk
COVID-19
typically,
no may be exposed to
contact
with potentially
infected
potentially infected person occasionally in
people
relatively large, wellventilated workspaces
Hand Hygiene washing with
soap and water, using
alcohol-based hand rub
hand wipes w/disinfectant

High risk
may have contact with
potentially
infected
person in small, poor
ventilated spaces

Yes

Yes

Yes

Disposable Gloves

Not required

Not required unless
handling contaminated
objects on a regular
basis

Yes, when working
directly with infected
person

Aprons, gowns, or similar
body protection

Not required

Not required

Yes, when working
directly with infected
person

Eye protection – goggles or
face shield

Not required

Not required

Yes, when working
directly with infected
person

Respiratory Protection

Non-medical
masks

Non-medical masks

Yes (minimum N95
respirator or
equivalent)
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POSITION

LEVEL OF RISK

CONTROL PROCEDURES

Front Counter Staff Positions Low to Moderate
Municipal Hall, Planning, Operational
Services, Sonora Community Centre

Regular and effective hand hygiene, nonmedical masks if required

Parks & Recreation facilities Front Low to Moderate
Counter Clerks, Program Leaders,
Instructors

Regular and effective hand hygiene, nonmedical masks if required

First
Aid
Attendants,
Bylaw Moderate
Enforcement Officers*,
Building
Inspectors*, Park Ambassadors*

Regular and effective hand hygiene and PPE
(depending on injury)
In-field risk assessment may be required to
determine need for PPE or other measures.
Hand hygiene, disposable gloves, turnout gear,
goggles and/or face shield, N95 respirator

Firefighter/First Responders

High

Supervisors

Low

Regular and effective hand hygiene, nonmedical masks if required

General Staff

Low

Regular and effective hand hygiene, nonmedical masks if required

RISK CONTROL
The WorkSafeBC Regulation requires employers to implement infectious disease controls, controls used
to mitigate the risks of exposure, which include:
• Elimination or Substitution of controls mean eliminating face-to-face contact all together or
substituting by going on-line, conferencing.
• Engineering Controls are those that alter the work environment (physical distancing, physical barriers
to limit human contact, electronic transactions opposed to cash).
• Administrative Controls can be implemented to reduce the risk of COVID-19 such as limit the number
of people in a room, stagger shifts or tasks, frequent cleaning.
• Personal Protective Equipment (PPE), is the last resort of mitigation strategy and includes wearing
masks, gowns, aprons, face shields. This use of PPE may be required in high-risk situations such as
dealing with infectious people.
Appendix A – Potential Controls details best practices as recommended by the BC Municipal Safety
Association for the four main categories of workers.

GENERAL OPERATING GUIDELINES
General Practices
While every workplace is different, and practices may vary depending on the location and nature of the
department, there are some general guidelines that apply:
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•
•
•
•
•
•

•

•

Maintain good personal and environmental hygiene
Ensure good ventilation
Maintain proper function of washrooms, drains and pipes.
Cover nose and mouth with tissue paper while sneezing or coughing, dispose of tissue and wash hands
immediately
Maintain physical distancing (at least 2 meters)
Keep hands clean and wash hands properly:
o before touching eyes, nose and mouth if there is a need to do so
o after handling objects soiled by respiratory or other body secretions
o after touching high contact surfaces or equipment, such as escalator handrails, elevator control
panels or door handles
People with symptoms of COVID-19 should self-isolate and contact their doctor or 8-1-1. Anyone with
these symptoms are not to be in the workplace. The BC Municipal Safety Association (BCMSA)
COVID-19 screening tool may be used to identify these situations.
People returning from outside the province/country should follow public health guidelines after the trip,
are currently required to self-isolate for a minimum of 14 days.

Employee Policies
Employees Must
• Practice physical distancing by working at least 2 meters apart from co-workers whenever possible
• Continue to follow all other safe work procedures. If it is unsafe to work, talk to a supervisor, joint health
and safety committee, and/or union.
• Stay home if they are sick or might be sick. Use the BC Ministry of Health tool for self-assessment.
• Avoid touching their face.
• Wash their hands for a minimum of 20 seconds at the start of their shift, before eating or drinking, after
touching shared items, after using the washroom, after using a tissue, after handling cash or credit/debit
cards, after touching common items, after each delivery (if contact was made) and at the end of their
shift. Remove jewelry while washing.
• Wear a non-medical mask while they are in common areas in town facilities if they cannot maintain 6
feet of physical distancing or it is required by the provincial health order.

Workplace Wellness/Sick Leave Policy
Employees who are sick
Employers should ensure that workers do not come to work if they are displaying symptoms of COVID-19.
This includes workers who fall into the below categories:
• Anyone with COVID‐19-like symptoms such as a sore throat, fever, sneezing, or coughing must self‐
isolate at home. Fully vaccinated individuals must self-isolate for a minimum of 5 days from onset of
symptoms, until their symptoms are completely resolved. Unvaccinated individuals must self-isolate
for a minimum of 10 days from onset of symptoms or from the day you tested positive if you do not
have symptoms. Anyone with these symptoms should call 8-1-1 and possibly be tested for COVID-19.
The British Columbia Municipal Safety Association (BCMSA) COVID-19 Screening tool may be used
by supervisors or Human Resources.
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Other Scenarios
• Workers who live in the same household as a confirmed or clinical COVID-19 case who is self-isolating
should follow the advice of the BCCDC on Close contacts and contact tracing:
http://www.bccdc.ca/health-info/diseases-conditions/covid-19/self-isolation/close-contacts
• Workers who have travelled internationally need to follow the recommendations from the Federal
government on COVID-19: Travel, testing and borders: https://travel.gc.ca/travel-covid
If workers report having COVID-19-like symptoms while at work:
• Send them home to recover for the prescribed self-isolation period.
• Advise them to call 8-1-1 for direction.
• Clean and disinfect their work station and any areas or tools that they were using.
• Follow any directions from public health with regard to detailed cleaning, temporary closure and contact
tracing. Employers should ensure that these policies are communicated to their managers, supervisors,
and workers and they must have a process for communicating with workers who may fall into one of
the categories of those who should not come to work.

Public Access to Town Hall & Planning
The intention of this section is to minimize potential COVID-19 exposures to employees and members of
the public. The busy period for the front desk staff is Tax Season. During higher peak times a Front Door
Attendant (FDA) may be positioned outside of the front door to answer any questions. The FDA will assist
with organizing the flow of people, monitoring physical distancing, and communicating to reception desk
staff.
•
•
•
•
•
•

Entry and exit to the reception area will be coordinated by counter employees at Town Hall and
Planning.
During busy periods the FDA will assist the coordination of customers with the counter employees.
Access door to CAO office to remain locked.
Access gate to Clerk area to remain closed with “No Access – Staff Only” posted.
Only 1 member of the public in the reception area at any given time.
A one-in one-out basis will be used to maintain the 2-meter physical distancing requirements.

In-Person Meetings
The Town of Osoyoos will permit in-person meetings with members of the public if the following conditions
are met:
• Meetings will be held by appointment only when every other alternative to a face-to-face meeting has
been considered.
• The Council Chambers has been adapted to serve as a meeting room, access will be through the side
door. The Council Chambers will be used for all meetings including Planning.
• Only one member of the public per household is to attend the meeting. Exceptions may be considered
for special circumstances.
• A disinfection station will be set up at the side door and in the Council Chambers.
• The member of the public attending the meeting shall not enter any other room.
• All members of the public are screened for symptoms when the appointment is booked and prior to
entering the building.
• After use of the meeting room all contacted areas shall be sanitized with the appropriate cleaner in
accordance with sanitizing procedures.

Delivering Goods
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Wherever possible, deliveries should be contactless, with items being left at the door or alternate receiving
area.
For deliveries requiring a signature, consider alternate approaches including:
• Having the delivery personnel call and inform of the drop-off and confirming that it has been received.
• Informing shippers in advance that signatures will not be provided and documenting the reason for not
providing the signature.

Messaging to Customers
•
•
•
•
•
•
•
•
•

If you have underlying medical conditions, it is recommended that you not visit our municipal hall or
facilities.
Anyone displaying symptoms of COVID-19, which primarily displays as a persistent cough, will not be
permitted on the premises. If you are sick, please stay home.
If you have travelled outside Canada, you are not permitted on our premises until you have selfisolated for a minimum of 14 days.
If you are displaying symptoms of COVID-19 or you live in a household where someone is showing
symptoms of COVID-19, please stay home.
Physical distancing is required at all times (minimum of 2 meters).
Failure to observe physical distancing risks the closure of the facility, and as such, you will be asked
to leave the premises.
Washrooms on the premises are disinfected frequently; hand sanitizers are located at all entrances
and throughout each facility especially where patrons and staff interact (i.e.: front counter).
If your request can be handled over the phone, please call the appropriate department for assistance
rather than attending the municipal hall in person.
We ask that any financial transactions be conducted electronically and not in cash.

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 well and often for at least 20 seconds. If
soap and water is not available use an alcohol-based hand sanitizer until you can access soap and water.
Clean hands:
• On arriving and leaving a work area.
• Before and after handling materials, tools and equipment.
• Before, during and after you prepare food and eat.
• Avoid touching your eyes, nose or mouth with unwashed hand.

Cough/sneeze Etiquette
Everyone is expected to follow cough/sneeze etiquette, which is a combination of measures to minimize
the transmission of diseases via droplet or airborne routes. Cough/sneeze etiquette includes the following
components:
• Regular hand washing.
• 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.
• Turn your head away from others when coughing or sneezing.
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Showing symptoms of COVID-19
If employees have symptoms of cold, flu, or COVID-19 sneezing or coughing, they must stay home. If they
develop these symptoms while at work, they must inform their manager or supervisor and leave the
workplace. Return to the workplace will be allowed upon recovery and by taking the BC Self-Assessment
Tool https://bc.thrive.health and sending the results to your Manager or HR by email.

Physical Distancing
During an influenza/coronavirus pandemic, the more people you are in contact with, the more you are at
risk of coming in contact with someone who is infected. Physical distancing means reducing or avoiding
contact with other people as much as possible. Some workplace strategies to achieve this include:
•
•
•
•
•
•
•

Minimizing contact with others by cancelling non-essential face-to-face meetings and using
teleconferencing, teams, e-mails and faxes.
Staying two metres (six feet) away from others when a meeting is necessary.
Eliminate hand-shaking and hugging.
Bringing lunch and eating at your desk or away from others.
Do not loiter in narrow areas like hallways and staircases, keep moving and allow people to pass by
freely.
Do not crowd into washrooms, wait outside and maintain physical distancing until available.
We will identify high-risk areas and close off these areas, if necessary.

Types

Description

Physical Distancing

•

Allow for 2 meters (6 feet) of physical distance between workers
or between workers and public or public and public.

Indoor Employee Space

•

Where employees will not be moving around or need to navigate
around obstacles, allow for 3.3 square meters (36 square feet) of
unencumbered space per person to calculate occupancy

Indoor Employee/Public Space

•

Calculate the total unencumbered square meters available and
divide that by 5, to allow for 5 square meters (54 square feet) of
space per person. The resulting figure is the maximum
occupancy for that space.

Events Numbers

•

As prescribed by PHO.

Cleaning and Disinfecting Protocol
The Town of Osoyoos will have janitorial services working throughout the day to clean common touchpoints
in the building (i.e. doorknobs, handrails, bathroom fixtures, toilets, cafeteria seating etc.).
Public washroom facilities, client counters and other public interface points such as the weigh scale booth
require increased cleaning with documented schedules of cleaning activities.
Transitioning to touchless items such as light switches, faucets, towel dispensers, air dryers, toilets, urinals
will assist with cleaning and disinfecting and reduce the number of touch points.
For your departments:
• Please remove any unnecessary common touch points, objects or self-serve items
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•
•

For any special tools/equipment – if possible, ensure each person has their own dedicated items or set
up equipment cleaning protocols when this is not feasible.
Avoid passing paper around (use electronic means such as email).

EDUCATION AND TRAINING
We will be working with various departments to create safe work procedures and provide training as
needed in collaboration with supervisors and managers. Our employees will receive training and/or sharing
information in the following:
• The risk of exposure to COVID-19, and the signs and symptoms of the disease;
• Safe work procedures, including hand washing, physical distancing, cough/sneeze etiquette;
• Use of PPE when required; and
• Interacting with the public.

HEALTH MONITORING
Employees will promptly report any symptoms of COVID-19 to their manager or supervisor. If you are
concerned you have come into contact with someone who may be ill:
• Report the incident to your supervisor and/or health & safety committee;
• Complete the BC self-assessment tool https://bc.thrive.health/ and follow the assessment
recommendations; and
• If you are required to self-isolate please complete the Self-Declaration Form and submit to Corporate
Administration. (Appendix F)
The Corporate Administration and Health & Safety teams understand this is a time of tremendous
uncertainty and it is very normal to experience a wide range of emotional reactions, including an increase
in anxiety.
The Town of Osoyoos EFAP provider Homewood Health is available to assist you and your family should
you have any questions and concerns regarding COVID-19.
Mental health and psychosocial considerations during COVID-19 Outbreak (World Health Organization) is
another informative website https://www.who.int/ for mental and psychosocial well-being during COVID-19
outbreak.

RECORD KEEPING
The Town of Osoyoos, in conjunction with the OH&S committee, will keep records of instruction and
training provided to employees regarding COVID-19, as well as exposure reports and first aid records.

ANNUAL REVIEW
We will review the exposure control plan every year and/or update it as necessary, in consultation with our
joint health and safety committee or worker health and safety representative.

FACILITY RISK ASSESSMENTS
The following risk assessments are initial assessments to start the process of formally identifying and
documenting hazards and controls by facility within the Town of Osoyoos. Many controls have already
been put in place at these facilities to protect workers however as the facilities begin to open to the public
further controls will be required.
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Some common items that will need to be addressed at all facilities to manage public interaction with Town
employees include the following:
• Public access management into buildings.
• Signage explaining expectations to the public prior to entering building.
• Signage reminding workers / public around washing hands, social distancing.
• Sneeze barriers (Plexiglas) at public interface points.
• Hand sanitizing / tissue stations.
• .
• Workstations spaced to meet minimum space requirements.
• Increased cleaning of public areas and high touch point areas.
• Removal of unnecessary items on desks, counters, bulletin boards.
• Supply of gloves and masks for workers.
Focal Points
• Town Hall & Planning will require improvements to main public access doors.
o Automatic remote door latch system to control access.
o Glass door installed at Planning.
• All Facilities will require 2-meter indicators on the approaches to main access points.
• Cleaning schedules for public access areas with sheet for documenting the cleaning
• Transition to touchless lights, faucets, towel dispensers, air dryers, toilets, urinals
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Town Hall
Facility Risk Assessment
Assessor
D. Heigh
Facility Name
Town Hall
Location
8707 Main Street
Public Access
Yes
Potential Risk:
Exposure through being in close proximity to other
employees.
Identify locations where employees gather:
•
Coffee Room
•
Reception Area
•
Council Chambers
•
Washrooms
•
Personal Offices
•
Copy Room

Date
January 10, 2022
Next Review
TBD
Normal Staffing
10
Current Staffing
6
Controls to be implemented:

•
•
•
•
•
•
•
•
•

Identify job tasks and processes where workers are
close to one another.
•
Photocopying
•
Filing
•
Client Counter Inquiries
Potential Risk:
Exposure through being in close proximity to members
of the public.
Identify job tasks and processes where workers are
close contact with members of the public.
•
Front Counter
•
Council Chamber
•
Main Public Access Door

Potential Risk:
Exposure through contact with tools, machinery and
equipment.
Identify tools, machinery and equipment that workers
share while working
•
Photocopy machine
•
Printers
•
Staplers
•
Fridge
•
Microwave
•
Dishwasher
•
Coffee maker and water dispenser
•
Sink
•
Fridge
•
Cash register
•
Point of Sale Machine

•
•
•
•
•
•
•
•

Social Distancing
Sneeze guard at front counter
Frequent cleaning of common touch surfaces
Frequent hand cleaning
Hand sanitizers
Use of masks if social distancing is not possible or required by
provincial health order or other requirements
Employees bring own food and drinks in own containers and
take home each day
Avoid sharing items
No working if experiencing COVID symptoms or recent travel
contrary to public health/ministerial orders
Daily employee questionnaire
Space furniture for correct social distancing
Remove extra chair in coffee room
Organizing and preplanning tasks for risk mitigation
Only 1 worker in copy room at a time
Only 1 worker in filing area at a time
Only 1 worker at client counter at a time
Only 2 workers in coffee room

Controls to be implemented:

•
•
•

Only 1 member of public in reception area at any given time
Max of 10 people in Council Chambers
Town Hall is open from 9 am to 4 pm Monday to Friday,
excluding weekends and statutory holidays.
• Post relevant signage on door
• Improve sneeze guards at front counter
• Move Council Chamber to Sonora Centre gymnasium to
accommodate public when required
Controls to be implemented:

•
•

Frequent cleaning – suggest twice daily cleaning of high traffic
areas and public access areas.
Hand sanitizer in copy, filing and coffee room
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Planning and Development Department Building
Facility Risk Assessment
Assessor
D. Heigh
Facility Name
Planning Building
Location
8707 Main Street
Public Access
Yes
Potential Risk:
Exposure through being in close proximity to other
employees.
Identify locations where employees gather:
•
Coffee Room
•
Reception Area
•
Washrooms
•
Personal Offices

Identify job tasks and processes where workers are
close to one another
•
Coffee Room
•
Client Counter Inquiries
Potential Risk:
Exposure through being in close proximity to members
of the public.
Identify job tasks and processes where workers are
close contact with members of the public.
•
Front Counter
•
Main Public Access Door

Potential Risk:
Exposure through contact with tools, machinery and
equipment.
Identify tools, machinery and equipment that workers
share while working.
•
Photocopy machine
•
Printers
•
Coffee maker
•
Water dispenser
•
Sink
•
Fridge
•
Point of Sale Machine

Date
January 10,2022
Next Review:
TBD
Normal Staffing
6
Current Staffing
3
Controls to be implemented:

•
•
•
•
•
•
•
•
•
•
•
•
•

Social Distancing
Sneeze guards
Frequent cleaning of common touch surfaces
Frequent hand cleaning
Hand sanitizers
Use of masks if social distancing is not possible or required by
provincial health orders.
Avoid sharing items
No working if experiencing COVID symptoms or recent travel
Covid 19 sign in daily
Space furniture for correct social distancing
Organizing and preplanning tasks for risk mitigation
Only 1 worker in coffee room at a time
Only 1 worker at client counter at a time

Controls to be implemented:

•
•

Only 1 member of public in reception area at any given time
Open to the public Monday – Friday 8am – 12 noon and 1 pm to
4 pm;.excluding weekends and statutory holidays.
• Install glass door at main entrance for viewing of public
• Install viewing window in access door
• Post relevant signage on door
Controls to be implemented:

•
•

Frequent cleaning – suggest twice daily cleaning of high traffic
areas and public access areas.
Hand sanitizer in coffee room
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Sonora Community Centre
The Sonora Community Centre provides recreational services and youth programs to the community. Sections of the building are
also leased/rented to user groups including:
•
The Okanagan Regional Library
•
Yoga
•
The Boys and Girls Club
•
Mrs. D’s Playschool
•
Desert Sun Counselling and Resource Centre
The groups that have been approved to be operational have to submit a safety plan and follow all safety procedures while operating
in the building.
Facility Risk Assessment
Assessor
D. Heigh/Gerald Davis
Date
January 10,2022
Facility Name
Sonora Community Centre Next Review
TBD
Location
8505 68 Ave.
Normal Staffing
7
Public Access
Yes
Current Staffing
6
Potential Risk:
Controls to be implemented:
Exposure through being in close proximity to other
employees.
Identify locations where employees gather:
• Social Distancing
•
Coffee Room
• Sneeze guards
•
Reception Area
• Frequent cleaning of common touch surfaces
•
Washrooms
• Frequent hand cleaning
•
Personal Offices
• Hand sanitizers
•
Custodial Room
• Use of masks if social distancing is not possible or required
by provincial health orders.
• Staggered shifts when possible
• Avoid sharing items
• No working if experiencing COVID symptoms or recent travel
• Covid 19 sign in required daily
• Space furniture for correct social distancing
• Organizing and preplanning tasks for risk mitigation
Identify job tasks and processes where workers are close • Maximum 6 in coffee room
to one another.
• Only 1 worker at client counter at a time
•
Set up of kids day camps
• Sanitize vehicle before and after use
•
Client Counter Inquiries
•
Vehicle
Potential Risk:
Controls to be implemented:
Exposure through being in close proximity to members of
the public.
Identify job tasks and processes where workers are close • Only 1 member of public in reception area at any given time
contact with members of the public.
• Place 2 meter “dot” reminders on approach to reception
•
Front Counter
counter
•
Kids day camps
• Post relevant signage on door
• Sneeze guards at front counter
• Design individual safety plan for kids camp and fitness centre
• Patrons have to book a time to attend the weight room and
play pickle ball in the gymnasium or other related activities
• Patrons have to register for approved fitness classes and
programs
Potential Risk:
Controls to be implemented:
Exposure through contact with tools, machinery and
equipment.
Identify tools, machinery and equipment that workers share • Rubber/Nitrile gloves
while working
• Social distancing and masks if social distancing is not
•
Photocopy machine
possible or required by provincial health orders.
•
Printers
• Frequent cleaning of common touch points
•
Custodial Carts
• Cleaning of tools and equipment after each use
•
Ladders
• Turnoff water fountains
•
Kids day camp equipment
•
Cleaning Equipment
•
Fitness Room Equipment
•
Coffee maker
•
Water dispenser
•
Fridge
2021 06 09 update version Osoyoos - Covid Exposure Control Plan 2.0.docx

Page 17 of 69

Operational Services Building
Facility Risk Assessment
Assessor
D. Heigh
Facility Name
Operational Services
Location
11500 115 Street
Public Access
Limited
Potential Risk:
Exposure through being in close proximity to other
employees.
Identify locations where employees gather:
•
Coffee / Lunch Room
•
Personal Offices
•
Locker Room
•
Main Shop Floor
•
Old Shop; Sign / Irrigation Room

Date
January 10, 2022
Next Review
June 2022
Normal Staffing
15 +/Current Staffing
15 +/Controls to be implemented:

•
•
•
•
•
•
•
•
•
•

Identify job tasks and processes where workers are
close to one another.
•
Work activities that require teamwork
•
Travelling in vehicles
Potential Risk:
Exposure through being in close proximity to members
of the public.
Identify job tasks and processes where workers are
close contact with members of the public.
•
Reception Area
•
Receiving goods/materials
•
Working on Public Assets
•
Call outs to Residents Homes
Potential Risk:
Exposure through contact with tools, machinery and
equipment.
Identify tools, machinery and equipment that workers
share while working
•
Photocopy machine
•
Printers
•
Custodial Carts
•
Hand Tools
•
Municipal Maintenance Tools & Equipment
•
Vehicles
•
Fridge
•
Coffee maker
•
Water dispenser

•
•
•
•
•
•
•

Social Distancing
Frequent cleaning of common touch surfaces
Frequent hand cleaning
Hand sanitizers
Use of masks if social distancing is not possible or if required
by provincial health orders.
Employees bring own food and drinks in own containers and
take home each day
Staff are now required to take breaks away from the shop and
or office whenever practical.
Water and Wastewater Operators are starting and ending their
shifts from home, taking breaks at home.
Staggered start and stop times for Public Works Crews
Should crews need to start at same time due to operational
needs; start of shift meeting shall take place in the bays and
masks will be mandatory
Avoid sharing items
No working if experiencing COVID symptoms or recent travel
Daily employee questionnaire
Space furniture for correct social distancing
Organizing and preplanning tasks for risk mitigation
Face masks if traveling in vehicles together
Sanitizing vehicles and equipment before and after use

Controls to be implemented:
•
•
•
•
•

Have deliveries left in foyer, avoid direct contact
Pre-entry assessment
Post signage and barriers to limit public access to work areas.
Maintain physical distance
Work appropriate PPE

Controls to be implemented:

•
•
•
•
•
•

Rubber/Nitrile gloves
Social distancing and masks if social distancing is not possible
Frequent cleaning of common touch points
Cleaning of tools and equipment after each use
Frequent cleaning – suggest twice daily cleaning of high traffic
areas and public access areas.
Sanitize vehicles before and after use
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Fire Hall
Facility Risk Assessment
Assessor
D. Heigh
Facility Name
Emergency Services
Location
9901 74 Ave & 5822 51st
Street
Public Access
Limited Closed to public
until further notice
Potential Risk:
Exposure through being in close proximity to other
employees
Identify locations where employees gather:
•
Kitchen
•
Training Room
•
Washrooms
•
Personal Offices
•
Radio Room
•
Locker Room
•
Vehicle Bays
•
Training Tower
•
SCBA fill station
•
Maintenance Shop
•
Gym

Identify job tasks and processes where workers are
close to one another
•
Training & Emergencies
Potential Risk:
Exposure through being in close proximity to members
of the public
Identify job tasks and processes where workers are in
close contact with members of the public
•
Responding to emergencies
•
Public Education Events
•
Fire Inspections
Potential Risk:
Exposure through contact with tools, machinery and
equipment
Identify tools, machinery and equipment that workers
share while working
Vehicles
Equipment
Kitchen facilities and equipment

Date
Next Review
Normal Staffing

June 15, 2021
September 7, 2021
Hall 1 - 3 (25)
Hall – 2 0 (6)
Current Staffing
Hall 1 – 2 (22)
Hall 2 - 0 (6)
Controls to be implemented:

•
•
•
•
•
•

Social Distancing
Sneeze guards not feasible
Frequent cleaning of common touch surfaces
Frequent hand cleaning
Hand sanitizers
Use of masks if social distancing is not possible or required by
provincial health orders.
• Employees bring own food and drinks in own containers and
take home each day
• Staggered shifts and break times
• Avoid sharing items
• No working if experiencing COVID symptoms or recent travel
• Daily employee questionnaire
• Space furniture for correct social distancing
• Organizing and preplanning tasks for risk mitigation
• Follow fire association best practices
• Postpone public events
• Face masks while in close contact and travelling in vehicles
together
Controls to be implemented:

•
•
•

Follow fire association best practices
Postpone public events
Face masks while conducting inspections

Controls to be implemented:

•
•
•
•
•
•

Rubber/Nitrile gloves
Social distancing and masks if social distancing is not possible
Frequent cleaning of common touch points
Cleaning of tools and equipment after each use
Frequent cleaning – suggest twice daily cleaning of high traffic
areas and public access areas.
Sanitize vehicles before and after use
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Sun Bowl Arena
Facility Risk Assessment
Assessor
D. Heigh
Facility Name
Sun Bowl Arena
Location
9901 74 Ave
Public Access
Limited
Potential Risk:
Exposure through being in close proximity to other
employees.
Identify locations where employees gather:
•
Maintenance Area
•
Coffee Room

Identify job tasks and processes where workers are
close to one another
•
Ammonia Plant
•
Vehicles
Potential Risk:
Exposure through being in close proximity to members
of the public.
Identify job tasks and processes where workers are
close contact with members of the public
Front Entrance
Bleachers
Foyer Area
Dressing Rooms
Mezzanine
Coyotes Dressing Room

Potential Risk:
Exposure through contact with tools, machinery and
equipment.
Identify tools, machinery and equipment that workers
share while working
Ice resurfacer
Maintenance tools and equipment
Cleaning supplies and equipment
Coffee maker, kitchen equipment and supplies
Vehicles
Ammonia Plant room (plant checks)

Date
January 10,2022
Next Review
TBD
Normal Staffing
3 (+-3)
Current Staffing
3 (+-3)
Controls to be implemented:

•
•
•
•
•
•
•
•
•
•
•
•

Social Distancing
Frequent cleaning of common touch surfaces
Frequent hand cleaning
Hand sanitizers
Use of masks if social distancing is not possible or required by
provincial health orders.
Avoid sharing items
No working if experiencing COVID symptoms or recent travel
Covid 19 sign in required daily
Space furniture for correct social distancing
Organizing and preplanning tasks for risk mitigation
Wear facemask if working in team setting
Sanitize vehicles before and after use

Controls to be implemented:

•
•
•
•
•

Social Distancing
Frequent cleaning of common touch surfaces
Frequent hand cleaning
Hand sanitizers
Use of masks if social distancing is not possible or required by
provincial health orders.
• Avoid sharing items
• No working if experiencing COVID symptoms or recent travel
• Covid 19 sign in required
• Organizing and preplanning tasks for risk mitigation
Controls to be implemented:

•
•
•
•

Rubber/Nitrile gloves
Social distancing and masks if social distancing is not possible
Frequent cleaning of common touch points
Cleaning of tools and equipment before and after each use
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Sanitary Landfill
Facility Risk Assessment
Assessor
D. Heigh
Facility Name
Sanitary Landfill
Location
Public Access
Yes
Potential Risk:
Exposure through being in close proximity to
other employees
Identify locations where employees gather:
• Scale Booth

Date
January 10, 2022
Next Review
June 2022
Normal Staffing
1
Current Staffing
1
Controls to be implemented:

•
•
•
•
•

Social Distancing
Frequent cleaning of common touch surfaces
Frequent hand cleaning
Hand sanitizers
Use of masks if social distancing is not possible or
required by provincial health orders.
• Employees bring own food and drinks in own
containers and take home each day
• No working if experiencing COVID symptoms or
recent travel
• Daily employee questionnaire
Identify job tasks and processes where n/a
workers are close to one another
• Work Alone
Potential Risk:
Controls to be implemented:
Exposure through being in close proximity to
members of the public
Identify job tasks and processes where • Install Plexiglas covering to protect worker from
workers are close contact with members of the
aerosolized particles
public
• Receiving payments from the public
Potential Risk:
Controls to be implemented:
Exposure through contact with tools,
machinery and equipment
Identify tools, machinery and equipment that • Rubber/Nitrile gloves
workers share while working
• Social distancing and masks if social distancing is
• Cash register
not possible or required by provincial health orders.
• Point of Sale Machine
• Frequent cleaning of common touch points
• Desk
• Cleaning of tools and equipment after each use
• Chair
• Discourage cash payment, emphasize electronic
payment
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Public Washrooms
Facility Risk Assessment
Assessor
D. Heigh
Facility Name
Public Washrooms
Location
Various
Public Access
Yes
Potential Risk:
Exposure through being in close proximity to
other employees
Identify locations where employees gather:
• n/a
Identify job tasks and processes where
workers are close to one another
• n/a
Potential Risk:
Exposure through being in close proximity to
members of the public
Identify job tasks and processes where
workers are close contact with members of the
public
• Cleaning public washrooms

Potential Risk:
Exposure through contact with tools,
machinery and equipment
Identify tools, machinery and equipment that
workers share while working
• Cleaning items and products
• Vehicles

Date
January 10,2022
Next Review
TBD
Normal Staffing
n/a
Current Staffing
n/a
Controls to be implemented:

• n/a
•

n/a

Controls to be implemented:

• Close washroom when cleaning is in progress
• Install touchless faucets, toilets, paper towel
dispensers, urinals, light switches
• Wear all appropriate PPE including gloves and a
mask
• Post signage educating public to rules for using
public washrooms
Controls to be implemented:

• Rubber/Nitrile gloves
• Social distancing and masks if social distancing is
not possible or required by provincial health orders
• Frequent cleaning of common touch points
• Cleaning of tools and equipment after each use
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Room Capacity
Facility
Town Hall
Town Hall
Town Hall
Town Hall
Town Hall
Town Hall
Town Hall
Town Hall
Town Hall
Town Hall
Town Hall
Town Hall
Town Hall
Town Hall
Town Hall
Town Hall
Town Hall
Town Hall
Planning Building
Planning Building
Planning Building
Planning Building
Planning Building
Planning Building
Planning Building
Planning Building
Planning Building
Planning Building
Planning Building
Sonora Centre
Sonora Centre
Sonora Centre
Sonora Centre
Sonora Centre
Sonora Centre
Sonora Centre
Sonora Center
Sonora Center
Sonora Center
Sonora Center
Sonora Center
Sonora Center
Sonora Center
Sonora Center
Sonora Center
Sonora Center
Desert Park

Room/Area

Approx.
Sq./m
Reception Area
5.57
Foyer
7.15
Clerk Area
17.0
Copy Room
9.0
Executive Assistant’s Office
11.25
CAO’s Office
18.6
Client Room (adj. to CAO’s office)
17.0
Mayor’s Office
11.25
Coffee Room
13.35
Council Chambers
61.0
Deputy Corp Officer
11.25
Director of Finance Office
19.5
Director of Corporate Admin Office
16
Senior Accounting Clerk Office
11.75
A/P - Payroll Office
16.75
Upstairs Common Area
88
Bylaw Enforcement Officer
15
Upstairs Kitchen
11.75
Foyer
13.4
Kitchen
14
Clerk Area
10
Gina’s Office
21.2
Neil’s Office
17
Planner Office
12.2
Meeting Room
16
Office 4
13
Office 5
15.6
Office 6
15.6
Storage
11.5
Gymnasium
558
Stage
60
Clerk Area
14.5
Community Programmer’s Office 1
6.7
Community Programmer’s Office 2
6.7
Program Supervisor’s Office
11.15
Director of Community Services Office
13.4
Coffee Area
31.39
Room # 1
53.34
Weight Room
72
Boys and Girls Club -Teen Lounge
77
Boys and Girls Club – Counselling Room 20
Room # 2
30
Room # 3
30
Room # 4
66
Room # 5
66
Mrs. D Playschool
90
Gymnasium
475
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Max Capacity
1
1
3
1
2
3
3
2
2
10
2
3
3
2
3
15
3
2
1
2
2
3
2
2
3
2
3
3
2
50 (50% - 160)
12
2
1
1
2
2
6
10
6 (50% - 8 )
8
4
6
6
13
13
18
50
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Facility

Room/Area

Desert Park
Desert Park
Desert Park
Sun Bowl Arena
Sun Bowl Arena
Sun Bowl Arena
Sun Bowl Arena
Sun Bowl Arena
Operational Services
Operational Services
Operational Services
Operational Services

Betting area/dog agility/front foyer
Meeting Room Main Floor
Office Main Floor
Coffee Area
Tool Crib
Olympia Room
Ammonia Plant
Foyer
Foyer
Coffee Room
Main Shop
Water/Wastewater Bay
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Approx.
Sq./m
140
35
6
16.7
18.4
48
44.5
60
7.6
27
200
80

Max Capacity
28
7
1
3
3
6
3
11
1
5
40
15
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Room Capacity
Facility

Room/Area

Operational Services
Operational Services
Operational Services
Operational Services
Operational Services
Operational Services
Operational Services
Operational Services
Operational Services
Emergency Services
Emergency Services
Emergency Services
Emergency Services
Emergency Services

Clerk’s Office
Manager’s Office
Director’s Office
Mechanic Office
3 Bay Garage
Wood Shop
Storage Area 1
Storage Area 2
Weigh Scale Shack - Landfill
Training Room
Meeting Room
Kitchen
Locker Room
Truck Bays

Approx.
Sq./m
12.5
17.4
16.2
8.45
557
16.75
78
156
6.7
47.5
125
50.5
60
560

Max Capacity
2
2
2
1
30
3
10
10
1
9
20
5
10
25

This capacity is based on 3.3 square meters for indoor employee space and 5
square meters for employee/public indoor space.
For future reference we will follow the most up to date health orders from the
province – i.e.: 50% capacity.
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Appendix A - Potential Controls
The following information contains potential controls/recommended best practices for the main employee
groups in municipalities. Each municipality must follow the hierarchy of controls to establish the greatest
level of worker safety possible and include these controls in their COVID-19 Safety Plan.
Administration/Office staff
Worker to Worker
• Ensure workers who have been away, or are new to the workplace, are oriented as necessary so that
all COVID-19 related procedures are explained and understood.
• Where possible, communicate using telephone, text message, email, or other communication
technology instead of face to face.
• Workplaces should stagger start and end times if crowding at entry and exit locations means the
physical distancing requirement of at least 2 meters cannot be maintained.
• Consider designating doors for entry and exit to prevent workers and others from coming into proximity
with one another.
• Ensure touch-free hand sanitizer is available to workers as they enter the building and counter staff
who deal with the public have hand sanitizer available just for their use.
• Post signage banning access to the workplace to those who are exhibiting symptoms of COVID-19.
• Ensure cleaning products are readily available, monitored daily and restocked daily as required.
• Ensure high touch surfaces such as counters, handles, control switches are cleaned a minimum of
twice per day with regular household cleaning products, disposable wipes or a diluted bleach solution.
Follow the directions on the product label.
• Maintain a record of cleaning and disinfecting completed.
• Consider the use of thin micro-shields on computer keyboard, computer mouse, point of sale machines
and any other equipment that must be shared. Each worker to be issued their own shields and be
responsible for proper use and cleaning.
• Consider cleaning and disinfecting eating areas every hour.
• Ensure that whatever changes you make to the usage of communal areas is clearly communicated to
workers.
• Limit the number of workers allowed in common areas at any one time. Consider staggered break
times to reduce large gatherings and encourage workers to take breaks at their own desk or outside.
Limit or stagger workers entering change areas or rooms with assigned lockers.
• Consider distancing the tables in lunchrooms, limiting the number of chairs, placing “x’s” on
• Tables where people should not sit, or installing dividers at the tables made from Plexiglas, acrylic,
polycarbonate or similar materials. See WorkSafeBC publication “Designing effective barriers”
• If breaching the physical distancing requirement is unavoidable, plan the work task and provide
instructions to workers to ensure that time spent in close proximity is minimized and any required PPE
is used.
• When face to face meetings cannot be avoided, consider requiring staff to wear cloth face masks.
• Restrict eating to a clearly identified and dedicated area with handwashing stations, cleaning and
disinfectant supplies, and adequate space to maintain the physical distancing requirement.
• Require workers to bring their own dishes and utensils.
• Refrain from providing and consuming communal foods.
• Allow communal doors to remain open throughout the workday to reduce contact with door handles.
• Instruct workers to use their own equipment, such as pens, staplers, headsets, and computers.
• Minimize the number of people using previously shared office equipment or other items (photocopiers,
coffee machines, microwave ovens, etc.). Shared equipment should be cleaned and disinfected after
each use.
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•
•
•
•
•

Establish hygiene practices that address the needs of the workplace that includes the requirement to
wash or sanitize hands after coming into contact with public items.
Restrict travel between offices or work locations to critical business functions.
Minimize the use of shared vehicles. If required, follow appropriate disinfection procedures before and
after travel for vehicle surfaces such as the steering wheel, gear shift, and door handles.
Consider requiring the use of cloth face mask in meetings.
First Aid Attendants should follow the WorkSafeBC Guideline “OFAA Protocols during the COVID- 19
Pandemic”
https://www.worksafebc.com/en/resources/health-safety/information-sheets/ofaaprotocols-covid-19-pandemic?lang=en

Public to Worker
• Where possible, visits to the workplace (i.e. municipal hall) should be prearranged, staggered, and
safety protocols should be communicated before entry into the workplace (e.g., email and/or signage
posted to entrance). If possible, keep a record of visitors to the workplace should contact tracing be
necessary.
• When booking appointments, visitors should be reminded to reschedule if they experience symptoms
typical of COVID-19 or are placed on self-isolation.
• Minimize non-essential in-person interaction between workers and visitors (e.g., use of virtual meeting
tools, email, or telephone).
• Visitors should attend appointments alone and minimize time spent in waiting area before their
appointments (e.g., request visitors to wait in vehicles and text message or call when ready).
• Encourage taxpayers to make payments and grant applications online, or by mail.
• Discourage payment in cash.
• Post signage at the workplace to inform every one of the measures in place.
• Waiting areas should be arranged to maintain physical distancing requirement. Install barriers between
staff and visitors made from Plexiglass, acrylic, polycarbonate or similar materials. See WorkSafeBC
Publication “Designing effective barriers”
• Place markings on the floor directing visitors where to stand when approaching front counters.
• Remove non-essential communal items, such as candy, magazines, and pamphlets.
• Beverages (coffee, tea, water) should not be offered at this time.
• Provide a safe place for visitors to dispose of used sanitizing wipes and other personal protective
equipment.
• Ensure that delivery zones are clearly identified and limited to receivers and deliverers only.
• Arrange for suppliers and/or delivery persons to drop off goods at building entrance to avoid searching
for departments within the premises.
• Request contactless delivery to maintain physical distancing requirement (e.g., delivery person leaves
packages in a pre-arranged location). This option may be limited if signing or proof of receipt is
required, or theft of items is possible before being retrieved by staff.
Parks and Recreation
Worker to Worker – indoor or outdoor spaces
• Review and coordinate roles and responsibilities with all contractors, suppliers, and staff. Employers
should develop procedures to ensure contractors are aware of your health and safety program
requirements, including relevant COVID-19 related protocols, and are following protocols of their own.
• For locations where parks staff are working from multi-ministry or regional offices, coordination is
required to ensure plans align across locations.
• Limit the number of staff on shift to the number required.
• Stagger arrival and departure times.
• Assign staff to one facility only.
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•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Limit the number of workers allowed in common areas at any one time. Consider staggered break
times to reduce large gatherings and encourage workers to take breaks at their own desk or outside.
Limit or stagger workers entering change areas or rooms with assigned lockers.
Consider distancing the tables in lunchrooms, limiting the number of chairs, placing “x’s” on
Tables where people should not sit, or installing dividers at the tables made from Plexiglass, acrylic,
polycarbonate or similar materials. See WorkSafeBC publication “Designing effective barriers”.
If breaching the physical distancing requirement is unavoidable, plan the work task and provide
instructions to workers to ensure that time spent in close proximity is minimized.
If face to face meetings cannot be avoided, consider requiring staff to wear cloth face masks.
Restrict eating to a clearly identified and dedicated area with handwashing stations, cleaning and
disinfectant supplies, and adequate space to maintain the physical distancing requirement.
Consider having cleaning staff disinfect eating areas hourly.
Require workers to bring their own dishes and utensils.
Refrain from providing and consuming communal foods.
Allow communal doors to remain open throughout the workday to reduce contact with door handles.
If face to face meetings are unavoidable, consider holding them outdoors and maintain appropriate
physical distance at all times.
If meetings must occur indoors, limit face to face participation to only those absolutely required to be
present. Ensure proper cleaning and disinfecting before and after meeting room use.
Consider requiring all staff in meetings to wear non-surgical cloth face masks.
Review staffing levels and adjust as needed to ensure enhanced cleaning of high-touch areas and
enhanced staff presence to manage park visitors.
Determine the maximum number of people in each area or space to maintain physical distancing
requirements. See the COVID-19 Safety Plan template for guidance on establishing occupancy limits.
In welcoming visitors, send out information through regular marketing channels and social media about
limitations, rules, limited facilities, and service to manage expectations during partial openings.
Provide signage and information regarding rules and process throughout the Parks and Recreation
facilities including parks, beaches, sport courts, and general outdoor areas. Consider posting signage
in other majority languages or provide pictograms.
Consider enhanced measure to maintain the physical distancing requirement.
Control entry and exit points for visitors and workers.
Manage the flow of people by implementing one-way walkways or marking off designated walking
areas.
Consider creating cohorts of workers who work together and who do not interact with other cohorts.
This will assist in reducing transmission throughout the workplace in the event that a staff member
becomes ill.
Ensure workers who have been away, or are new to the workplace, are oriented as necessary so that
all COVID-19 related procedures are explained and understood.
Identify situations where personal protective equipment (PPE) will be required. Clarify who will provide
PPE and train workers accordingly.
Identify a process to regularly review and/or update protocols and include workers and the joint
occupational health and safety committee in your review process.
Establish and post occupancy limits for office spaces, lunchrooms, vehicles and other common areas.
Ensure physical distancing can be maintained. It is recommended that five square meters of
unencumbered space be available for each person (staff and public).
Establish hygiene practices that address the needs of the workplace that includes the requirement to
wash or sanitize hands after coming into contact with public items.
Post cleaning procedures and worker expectations in all common spaces.
Before entering any shared space such as vehicle or office, wash hands or use hand sanitizer.
Clarify procedures to wipe down or disinfect shared office equipment before use.
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Consider the use of thin micro-shields on computer keyboards, computer mouse, point of sale
machines and any other equipment that must be shared. Each worker to be issued their own shields
and be responsible for proper use and cleaning.
Maintain at least a 2 meter distance from other workers. If the physical distancing requirement cannot
be maintained, hold a meeting to address solutions, which may include physical barriers.
Employers should assess the number of workers being transported or sharing vehicles at any given
time and employ measures to ensure at least 2 meters of distance between workers is maintained.
Whenever possible, workers should travel alone in their vehicles. Employers must implement all the
necessary safeguards related to working alone or in isolation to ensure the safety of these workers.
Measures that may be taken to ensure at least 2 meters of distance include the following:
o Have workers sit one to a seat
o Stagger riders to allow for maximum distance
o Adjust the number of workers per trip and the overall number of trips needed to transport
workers to a worksite
o If possible, use larger vehicles or multiple vehicles
Track who drives which vehicles and minimize changes in teams or vehicle assignments. Consider
creating consistency in crews of workers using vehicles together and performing shifts or work tasks
together.
If it is not possible to ensure 2 meters of distance between workers in a vehicle through these
measures, the employer must consider other control measures, such as physical barriers where
practicable or PPE where appropriate.
Employers must also implement a process that allows for physical distancing when loading and
unloading vehicles. Workers waiting for loading and unloading should maintain physical distancing
while remaining safely away from traffic.
Employers should have handwashing facilities or sanitizing stations available to workers as they enter
and exit the vehicle.
Employers must ensure that high contact surfaces within the vehicle are routinely cleaned and
disinfected. These include seatbelts, headrests, door handles, steering wheels, and hand holds.
Incorporate end-of-shift vehicle wipe downs, include a method for tracking end of shift cleaning and
provide workers with appropriate supplies, like soap and water, hand sanitizer, and disinfectant wipes.
Manage location of personal gear and care items to minimize exposure.
Clarify and follow cleaning and disinfecting schedules.
First Aid Attendants should follow the WorkSafeBC Guideline “OFAA Protocols during the COVID- 19
Pandemic”

Public to Worker – outdoor spaces
• Ensure any workers that are expected to manage groups of visitors are trained in protocols.
• Ensure staff have the support and strategies for dealing with visitors who may be unwilling or are unable
to understand the approach to managing visitor volumes. This should include reviewing your violence
risk assessment, policies and procedures, and training and reporting requirements under the
Occupational Health and Safety Regulations for minimizing the risk of violence to workers.
• Provide signage and determine how crowd limits and spacing will be controlled, and who will be
responsible.
• Provide markers or indicators to ensure spacing:
o Limit parking
o Space out or limit bike valet or bike racks
o Space out or limit the number of picnic tables, and put signage on table for the maximum
number of people per table
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When working amongst members of the public, set up barriers or tape to delineate the worksite and to
discourage the public from entering the area.
Ensure there is sufficient staff to manage the volume of customers and associated line ups and food
pick-up areas.

Public to Worker – indoor spaces
As the Province navigates through and beyond Phase 2 of the provision of services during the COVID-19
pandemic, aquatic centers, fitness and recreation facilities may be re-opened. As information becomes
available it will be added to this document.
Gyms and Workout facilities
• Continually monitor current orders and best practices through the BCCDC, WorkSafeBC and BCMSA
websites.
• Limit the number of patrons in the facility at one time to allow for 2 meters of physical distance.
• Provide hand cleaning or sanitizing station at the entrance to the facility.
• Limit the amount of equipment in the facility to allow for 2 meters of physical distance between patrons;
allow greater distancing for treadmills and other aerobic fitness equipment where a high exertion is
common.
• Aerobic fitness equipment can be arranged in an “X” pattern to provide greater distancing.
• Physical barriers can also be helpful to create distancing or segregate exercise areas.
• Consider developing online sign-up systems on a first come, first serve basis with set-duration (one
hour) workout periods.
• Consider creating specific hours for “reservation-only” admittance to limit access for older members.
• Train gym personnel on distancing guidelines and ways to communicate them to patrons.
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Use social media and other communication (signage/email/text lists) to educate patrons on the
distancing guidelines and procedures.
Utilize self-check-in or place barrier/partition between front desk staff and members.
Consider offering planned circuit type workouts that facilitate distancing and allow for
wiping/disinfection of equipment during recovery between exercises.
Group exercise classes should only be offered if distancing requirements can be maintained and there
is no person-to-person physical contact.
Basketball courts and other areas where sports with physical contact occurs should remain closed.
Staff should monitor physical distancing requirements in large whirlpools or swimming pools in outdoor
or well-ventilated spaces and based on the size of the pool or whirlpool, limit the number of patrons.
Personal trainers and staff assisting patrons with exercise should consider distancing. If distancing
cannot be maintained, the use of non-medical face masks should be used by both patrons and staff.
Water fountains must be closed, and patrons encouraged to bring their own water.
Juice bars and other food service areas must follow guidelines for restaurants.
Increase the number of wipe stations or hand cleaning facilities through the facility.
Get fresh air into the gym; open windows and doors if possible.
Maximize fresh air through ventilation system.
Maintain relative humidity at 40-60%.
Encourage outdoor activity and classes if feasible.
Ensure restroom is under negative pressure.
If fans, such as pedestal fans or hard mounted fans, are used in the gym, take steps to minimize air
from fans blowing from one person directly at another. If fans are disabled or removed, ensure
employees and patrons remain aware of, and take steps to prevent heat hazards.
Provide disinfecting materials for patrons to disinfect equipment before and after exercise at each
location/station/piece of equipment
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If feasible consider providing “ready to clean” tags that patrons can access and place on equipment
after use. Trained staff can then ensure equipment is disinfected in a timely manner.
Establish a disinfection routine for staff at regular intervals.
Ensure disinfection protocols follow product instructions for application and contact time.
Contact surfaces should be disinfected frequently.
Consider using a checklist or audit system to track how often cleaning is conducted.

Restrooms/Showers/Locker Rooms
• Doors to multi-stall restrooms should be able to be opened and closed without touching handles, if at
all possible.
• Place a trash can by the door if the door cannot be opened without touching the handle.
• For single restrooms, provide signage and materials (paper towels and trash cans) for individuals to
use without touching the handles, and consider providing a key so disinfection measures can be better
controlled.
• Place signs indicating that toilet lids (if present) should be closed before flushing.
•
•
•
•
•

Place signs asking patrons and employees to wash hands before and after using the restroom.
Provide paper towels in restrooms and disconnect or tape off hand air dryers.
Only allow shower and locker room use if there are partitions, or place signage to maintain proper
physical distancing. If partitions or proper distancing are not possible, these facilities should remain
closed.
Shoes should be worn in locker rooms/showers.
Double efforts to keep bathrooms/showers/locker rooms clean and properly disinfected frequently,
every two to four hours.

Additional information specific to Parks and Recreation may be obtained through the following websites:
BC Municipal Safety Association
BC Recreation and Parks Association
American Industrial Hygiene Association
Lifesaving Society BC and Yukon
Engineering
Worker to Worker
• Ensure workers who have been away, or are new to the workplace, are oriented as necessary so that
all COVID-19 related procedures are explained and understood.
• Review and coordinate roles and responsibilities with all contractors, suppliers, and staff. Employers
should develop procedures to ensure contractors are aware of your health and safety program
requirements, including relevant COVID-19 related protocols, and are following protocols of their own.
• Determine the maximum number of people in each area or space to maintain physical distancing
requirements, i.e. 3-4 workers per 1000 square feet outdoors. In buildings, two square meters of
unencumbered space per person should be established.
• Establish and post occupancy limits for office spaces, lunchrooms, vehicles and other common areas.
Ensure physical distancing can be maintained.
• Maintain at least a 2 meter distance from other workers. If the physical distancing requirement cannot
be maintained, hold a meeting to address solutions, which may include physical barriers, planning the
work task so time spent in close proximity is minimized, or PPE.
• Consider the use of non-surgical face masks when physical distancing is not possible.
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Consider enhanced measures to maintain the physical distancing requirement:
o Control entry and exit points for workers
o Manage the flow of people by implementing one-way walkways or marking off designated
walking areas
Consider creating cohorts of workers who work together and who do not interact with other cohorts.
This will assist in reducing transmission throughout the workplace in the event that a staff member
becomes ill.
Identify situations where personal protective equipment (PPE) will be required. Clarify who will provide
PPE and train workers accordingly.
Identify a process to regularly review and/or update protocols and include workers and the joint
occupational health and safety committee in your review process.
Limit in-person meetings and other gatherings and hold any completely necessary meetings in larger
open spaces.
Establish hygiene practices that address the needs of the workplace that includes the requirement to
wash or sanitize hands after coming into contact with public items.
Post cleaning procedures and worker expectations in all common spaces.
Before entering any shared space such as vehicle or office, wash hands or use hand sanitizer.
Provide hand sanitizer to each worker and instruct them to use it regularly.
Clarify procedures to wipe down or disinfect shared equipment before use.
Employers should assess the number of workers being transported or sharing vehicles at any given
time and employ measures to ensure at least 2 meters of distance between workers is maintained.
Whenever possible, workers should travel alone in their vehicles. Employers must implement all the
necessary safeguards related to working alone or in isolation to ensure the safety of these workers.
Measures that may be taken to ensure at least 2 meters of distance in vehicles include the following:
o Have workers sit one to a seat
o Stagger riders to allow for maximum distance (i.e. in crew cab vehicle, limit to two people, the
driver and the passenger sitting on the far right of the back seat)
o Adjust the number of workers per trip and the overall number of trips needed to transport
workers to a worksite
o If possible, use larger vehicles or multiple vehicles
Track who drives which vehicles and minimize changes in teams or vehicle assignments. Consider
creating consistency in crews of workers using vehicles together and performing shifts or work tasks
together.
If it is not possible to ensure 2 meters of distance between workers in a vehicle through these
measures, the employer must consider other control measures, such as physical barriers where
practicable or PPE where appropriate.
Maintain physical distancing when loading and unloading vehicles. Workers waiting for loading and
unloading should maintain physical distancing while remaining safely away from traffic.
Employers should have handwashing facilities or sanitizing stations available to workers as they enter
and exit the vehicle.
Employers must ensure that high contact surfaces within the vehicle are routinely cleaned and
disinfected. These include seatbelts, headrests, door handles, steering wheels, and hand holds.
Incorporate end-of-shift vehicle wipe downs, include a method for tracking end of shift cleaning and
provide workers with appropriate supplies, like soap and water, hand sanitizer, and disinfectant wipes.
Clarify and follow cleaning and disinfecting schedules.
Eliminate shared food stations.
Ensure workers use their own plates and cutlery.
Limit the number of workers allowed in common areas at any one time. Consider staggered break
times to reduce large gatherings and encourage workers to take breaks at their own desk or outside.
Limit or stagger workers entering change areas or rooms with assigned lockers.
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Consider distancing the tables in lunchrooms, limiting the number of chairs, placing “x’s” on
o Tables or benches where people should not sit, or installing barriers at the tables made of
Plexiglass, acrylic, polycarbonate or similar materials.
See WorkSafeBC Publication
“Designing effective barriers”
First Aid Attendance should follow the WorkSafeBC Guideline “OFAA Protocols during the COVID-19
Pandemic”

Public to Worker
• When working amongst members of the public, set up barriers or tape to delineate the worksite and to
discourage the public from entering the area.
• Ensure staff have the support and strategies for dealing with public who may be unwilling or are unable
to understand the approach to managing physical distancing. This should include reviewing your
violence risk assessment, policies and procedures, and training and reporting requirements under the
Occupational Health and Safety Regulations for minimizing the risk of violence to workers.
• If possible, by-law and inspection staff should not enter any premises where other people are present.
If this cannot be avoided, ensure physical distancing is maintained. Consider the use of PPE.
• Limit the number of workers who need to enter the premises, keeping in mind working alone or in
isolation procedures and prevention of workplace violence protocols.
Fire Department
Fire Departments across the Province have not curtailed their operations, but this document provides some
of the best practices currently in place to prevent exposure to COVID-19.
Worker to Worker
• All personnel will perform good hand hygiene including frequent hand washing and sanitizing of hands
when entering and exiting the fire station
• No personnel will attend with symptoms of COVID-19 including fever, chills, cough, shortness of
breath, sore throat and painful swallowing; they must self-isolate at home for a minimum of 10 days
after the last symptom (see the COVID-19 Screening Tool)
• Anyone under the direction of the provincial health officer to self-isolate must follow those instructions
• Anyone who has arrived from outside of Canada, or who is a contact of a confirmed COVID-19 case,
to self-isolate for 14 days and monitor for symptoms
• Maintaining 2 meters physical distancing and not congregate prior, during or after training in training
rooms, offices, apparatus bays, on apparatus or while donning or doffing PPE.
• Identify where members are to wait prior to the start of training
• Send home anyone who becomes sick during training
• Ensure their attendance at any training event is logged
• Communicate the procedure for cleaning apparatus and after use
• Communicate the procedure for use and cleaning high touch surfaces
• Communicate the procedure for use and cleaning of firefighting tools and PPE
• Provide clear direction for all personnel upon arrival for training; personnel are informed of the
identified risks and mitigation(s) for the planned training prior to commencement
Public to worker
• Continue to follow Operational Guidelines to prevent exposure to blood or body fluids, including the
use of appropriate personal protective equipment when physical distancing is not possible.
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Gather as much information as possible through Dispatch; check for risk factors associated with
COVID-19, such as: fever, acute respiratory illness or new/worsening cough, travel outside Canada,
or direct contact with someone who has travelled or has been suspected of having COVID-19.
Direct contact can happen when treating individuals. Always follow routine practices and prevention
measures, including:
o Source control – Enhance screening procedures by assessing individuals beyond 2 metres, and
put on appropriate PPE if positive results are noted or if screening results are uncertain.
o Individual’s assessment - Only the required responders needed for care work should be within 2
metres of the individual. Other responders should remain 2 metres away from others. Ask the
individual and any accompanying persons to wear a surgical mask. If this is not possible or not
tolerated, ask the individual to cough or sneeze in their arm and to perform hand hygiene.
o Hand hygiene – Clean hands with soap and water or alcohol-based hand sanitizers.
o Contact and droplet precautions – When you are within 2 metres of an individual under
investigation, wear turnout gear, gloves, a face shield, and an N95 respirator. Remove your eye
or face shield after leaving the individual’s location. Perform hand hygiene and remove the N95
respirator using the straps. Always perform hand hygiene before, between, and after removing
any pieces of PPE, and after leaving the individual.
o Vulnerable community care – Be vigilant when entering facilities (e.g., nursing or retirement
homes) associated with people who may have pre-existing conditions. Make sure responders do
not have COVID-19 risk factors.
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Appendix B: Safe Work Procedure – Pandemic Response
SUBJECT:

Safe Work Procedure – Pandemic Response

SECTION:

Human Resources

ISSUED BY:

Head of Human Resources

DATE ISSUED:
CAO SIGNATURE
PURPOSE
This Operating Procedure is to provide guidance to employees on the respiratory etiquette on how to
minimize the risks during the Return to Work directive while the province is still in a State of Emergency
or in response to the COVID-19 pandemic. The Town of Osoyoos will continue to take direction on
initiatives from the Province of BC and at the direction of the Provincial Health Officer.
HAZARDS
During the pandemic response scenario, there is a risk of transmission whenever people come into contact
with one another, share close physical space, and touch common surfaces. Pandemic-related hazards
include:
1. Physical: touching surfaces that are potentially contaminated with virus particles
2. Biological: inadvertent exposure to a viral contagion or inadvertent contamination of a shared
workspace with easily transmissible viral particles
3. Chemical: exposure to disinfectants/nitrile or latex gloves/environmental sensitivities
4. Psycho-social: mental distress/anxiety
EQUIPMENT AND MATERIAL
Type
Criteria/Recommendation
Disposable Antiseptic or Disinfectant 70% alcohol or more
Wipes
Hand Sanitizer or Hand Rub
Alcohol-based hand rub (ABHR) approved by Health Canada or the
Province of BC
Microfiber Cloth
n/a
Cleaning solution specific for computer 70% isopropyl alcohol / 30% water solution
screens
Tissues
n/a
Disposable Gloves*

Latex or nitrile based

*for cleaning purposes only and not as PPE
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PERSONAL PROTECTIVE EQUIPMENT (PPE)* – not mandatory
Type
Facial Masks (disposable or washable)

Criteria/Recommendation
N95 (paper) or cotton cloth material (hand-sewn)

Disposable Gloves**

Latex or nitrile based

*Emergency responders are to adhere to PPE requirements as specified by British Columbia Emergency Health
Services (BCEHS)
**only for those that require them for particular work duties

PROCEDURES
The Operating Procedure ensures that proper steps take place before, during, and after an employee’s
shift during a pandemic response. Procedures include requirements for orientation and screening prior to
working, actions while at work (hygiene, physical distancing, cleaning, and monitoring) and follow up after
work has concluded each day.
MITIGATION STEP

SELF-MONITORING

TASK INSTRUCTIONS
Define how each step is to be performed safely, ensuring all hazards are
addressed.
Before entering into a workplace or vehicle, and throughout the day,
employees should self-monitor for symptoms associated with COVID-19 by using
the BC Health COVID-19 Symptom Self-Assessment Tool located here:
https://bc.thrive.health/ and answer the prompted questions, which include:
1. Are you experiencing symptoms consistent with COVID-19 (refer to the
link above for the most up to date list of symptoms)?
2. In the past fourteen (14) days have you been outside of Canada or BC?
3. In the past fourteen (14) days have you been in close contact with
anyone who is symptomatic or has been diagnosed with COVID-19?
If you answer ‘yes’ to any of the above questions, employees must stay home or
if at work, go home immediately and contact their manager for advice.

(Note: As symptoms and information on the pandemic change, other questions
may arise in the survey. Follow the advice provided after the survey has
concluded and if advised to stay home, notify your manager immediately.)
PHYSICAL DISTANCING*
During all activities, maintain physical distancing from others, including coworkers and members of the public by:
1. Remaining two (2)-metres or six (6)-feet apart; and
2. Not engaging in any physical contact, such as handshaking.
PERSONAL HYGIENE
Handwashing
Employees should either:
a) Wash your hands, upon arriving at or leaving work, and often with soap
and water for at least 20 seconds; OR
b) If soap and water are not available, alcohol-based hand sanitizer or rubs
(ABHR) can be used to clean hands.
Respiratory
Employees should either:
a) Turn their head away from others and cover their mouths with a sleeve
(i.e. cough into elbow); OR
b) Use a tissue when coughing or sneezing, and immediately after, discard
tissue(s) into a garbage receptacle and wash hands.
*While Fire fighters are required to maintain physical distancing wherever possible, it is recognized that the
nature of their job does not always allow for it.
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MITIGATION STEP

CLEANING/ DISINFECTING
Note:
It is important to make the
distinction between cleaning
and disinfecting:
Cleaning refers to the
removal of germs, dirt, and
impurities from surfaces. It
does not kill germs, but by
removing them, it lowers
their numbers and the risk of
spreading infection.
Disinfecting refers to using
chemicals, for example,
Health Canada-registered
disinfectants, to kill germs
on surfaces.
Deep Cleaning by disinfecting
(kill germs) on a surface after
cleaning (removal of germs), it
can further lower the risk of
spreading infection.

TASK INSTRUCTIONS
Define how each step is to be performed safely, ensuring all hazards are
addressed.
Workspaces and Equipment
Employees should follow these steps at least twice daily (i.e. start and
end of day) or more often when visibly soiled throughout the day:
1. Wash your hands and then using hand sanitizer, disinfect your hands
(and put on gloves if you choose to).
2. If surfaces are visibly dirty, they should be cleaned using a detergent
or soap and water prior to disinfection (aka “deep clean”).
3. Use a disposable antiseptic wipe to disinfect hard non-porous
surfaces by wiping the surfaces. These include, but are not limited to:
•
keyboard, mouse
•
phone, headset
•
desktop surfaces
•
chair seats and armrests
•
cabinet door, drawers
•
doorknobs, handles
•
light switches
•
photocopiers, cash registers and other shared equipment
or surfaces
4. Carefully dispose of the wipe into a garbage receptacle immediately
after use (and remove gloves and dispose of also if you have chosen
to wear them).
5. Wash your hands with soap and water or an alcohol-based hand
sanitizer.

Soft (Porous) Surfaces
1. For soft (porous) surfaces such as carpeted floor, fabric chairs, and
drapes, remove visible contamination when present and clean with
appropriate cleaners appropriate for use for the particular material of
which it is made.
2. After cleaning, dispose of items (such as cleaning cloth) as
appropriate in accordance with the manufacturer’s instructions.
Note: Never use a soiled or dirty cloth to clean any surface.
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MITIGATION STEP

TASK INSTRUCTIONS
Define how each step is to be performed safely, ensuring all hazards are
addressed.

CLEANING/ DISINFECTING
(Continued)

Vehicles
Disinfect high-touch areas every time you enter and leave a commonly
shared municipal owned vehicle using these steps, (remembering to wear
gloves if you choose to following Step 1):
1. Using hand sanitizer, disinfect your hands.
2. Using a disposable disinfectant wipe open the vehicle door.
3. Using the same disposable disinfectant wipe, clean the following
non-porous surfaces:
• Steering wheel
• Seatbelt clasp
• Door handles
• Visor
• Switches and knobs
• Seat base and back
• Other areas that are commonly touched
4. Carefully dispose of the wipe immediately after use (and remove
gloves and dispose of also, if you have chosen to wear them).
5. Clean your hands with hand sanitizer.

Electronic Screens
This process is for cell phone screens, tablets, touch screens,
computer and TV monitors and other sensitive electronic products:
1. Moisten a microfiber cloth with a mixture of 70% isopropyl alcohol /
30% water. The cloth should be damp, but not dripping wet.
2. Wipe down monitor or computer screen.
3. Dry surfaces thoroughly to avoid streaking or pooling of liquids.
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MITIGATION STEP

TASK INSTRUCTIONS
Define how each step is to be performed safely, ensuring all hazards are
addressed.
Notes:
1. Using any material other than a microfiber cloth could cause
damage to the product.
2. Avoid using any of the following chemicals or products
containing these chemicals:
• Any chlorine-based cleaner, such as bleach
• Peroxides (including hydrogen peroxide)
• Solvents such as; acetone, paint thinner, benzene,
methylene chloride or toluene
• Ammonia (i.e. Windex)
• Ethyl alcohol
SIGNAGE
Each morning front-end employees will set out or ensure the following
signage is in place:
a) Post clear signs outside the main doors indicating distancing
requirements.
BUSINESS
MEETING Employees should conduct business virtually as much as possible (i.e.
PROTOCOLS
conference calls, video conferences, email, telephone) with
customers/clients and co-workers.
1. Besides customers, limit business-related visitors to essential
services only. This may include tradespeople, pest control or
compliance officers. Schedule visits to eliminate people gathering in
reception areas.
2. When booking appointments, employees are encouraged to remind
customers to reschedule if they become sick or are placed on selfisolation.
STRESS, ANXIETY AND Anyone who feels they are experiencing negative mental health
MENTAL
HEALTH implications should seek assistance as soon as possible:
AWARENESS
1. Review the COVID-19 materials from the (insert here)’s
employed health assistance providers under the Resources
section in SharePoint: AND/OR
a) Contact the Employee Assistance Program (EFAP) hotline at 1800-663-1142 AND/OR
b) Contact the Head of Human Resources for more information or
assistance.
DOCUMENT HANDLING
1. Wash or disinfect their hands before and after contact.
2. Gloves can be used at the employee’s discretion. Gloves should be
properly disposed of and hands washed or sanitized after removing
gloves.
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PPE*

Facial Masks
If an employee chooses to wear a mask or is required to wear a mask, ,
they are responsible for proper disposal or frequent cleaning of them,
dependent on which type they choose to utilize. Information for the care
and disposal of facial masks can be found on the BC Centre for Disease
Control website.
a) Fabric masks should be laundered after each day and dried on the
highest temperature setting possible. They must be thoroughly
dried before re-use.
b) Paper masks should be disposed of after each day of use in
accordance to the link above.
Disposable Gloves
These are not required unless an employee is conducting first aid or
carrying out duties that regularly require the use of them. Gloves are not
to be used as replacement for proper and frequent hand hygiene. Wearing
gloves may actually help spread the coronavirus as workers may
unintentionally touch something or someone contaminated with the
coronavirus with their gloved hand.
* Emergency responders are required to wear PPE in accordance with risk of task and as specified by
BCEHS. If a staff member is required to wear a protective mask (N95 or greater), they must be fit tested
in accordance with WorkSafeBC and tested annually in accordance with Occupational Health and Safety
Regulation 8.4(2.1)
Important Information
The employee assumes responsibility and risk of infection if they do not follow the guidelines provided in
this document.
Procedure Number:
Procedure Owner:
Endorsed By:
Final Approval:
Date Approved:
Review Date:
Revision Date:
Amendments:
Related Policies, Procedures, Schedules:
Contact Person
Contact Person:
Position:
Phone:
Email:
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Appendix C: Risk assessment for pandemic influenza
The following risk assessment table is adapted from WorkSafeBC Occupational Health and Safety
Regulation Guideline G6.34-6. Using this guideline as a reference, the employer can determine the risk
level to workers, depending on their potential exposure in the workplace.
Low Risk
Workers who typically
have no contact with
people infected.

Moderate Risk
Workers who may be
exposed to infected
people from time to time
in relatively large, wellventilated workspaces

High Risk
Workers who may have
contact with infected
patients or with infected
people in small, poorly
ventilated workspaces

Hand Hygiene

Yes (washing with soap
and water, using an
alcohol-based hand rub,
or using hand wipes that
contain effective
disinfectant)

Yes (washing with soap
and water, using an
alcohol-based hand rub,
or using hand wipes that
contain effective
disinfectant)

Yes (washing with soap
and water, using an
alcohol-based hand rub,
or using hand wipes that
contain effective
disinfectant)

Disposable gloves

Not required

Not required, unless
handling contaminated
objects on a regular
basis

Yes, in some cases,
such as when working
directly with infected
patients.

Aprons, gowns, or
Not required
similar body protection

Not required

Yes, in some cases,
such as when working
directly with infected
patients.

Eye protection
Not required
– goggles or face shield

Not required

Yes, in some cases,
such as when working
directly infected
patients.

Airway protection –
respirators

Non-medical mask

Yes (minimum N95
respirator or equivalent).

Non- medical mask
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Appendix D: Risk Assessment for Office and Field Workers
POSITION

LEVEL OF RISK

CONTROL
PROCEDURES

Front Counter Staff Positions Municipal Hall

Low to Moderate

Parks & Recreation facilities
Front Counter Clerks, Program
Leaders, Instructors
First Aid Attendants

Low to Moderate

Firefighter/First Responders

High

Lifeguard

Moderate

Supervisors

Low

General Staff (Bylaw
Enforcement Officers, Park
Ambassadors, Building
Inspectors)

Low

Regular and effective hand
hygiene, non-medical mask if
required
Regular and effective hand
hygiene, non-medical mask if
required
Regular and effective hand
hygiene and PPE (depending on
injury)
Hand
hygiene,
disposable
gloves, turnout gear, goggles
and/or face shield, N95 respirator
Regular and effective hand
hygiene, non-medical mask if
required
Regular and effective hand
hygiene, non-medical mask if
required
Regular and effective hand
hygiene, non-medical mask if
required

Moderate

Office Staff
Risk levels posed to office staff are dependent on the level of community transmission, where the workers
are located (office or home), whether it is a front facing customer service office usually open to the public
or a private office, and the size of staff in the office area. Figure 1 below identified risk levels based on
different work type, location and capacity to allow for minimum of 2 meters distance apart.
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Field Staff
Risk levels posed to field staff are dependent on the level of community transmission, the work being
performed, where the worker is located and the size of the work crew. Figure 2 below identified risk levels
based on different types of work type, location, and capacity to allow for a minimum of 2 meters distance
apart. Note that in addition to work location, an increased exposure to members of the public (by by-law
or inspection staff, for instance) could increase the risk level, and an in-field risk assessment must be
performed.

Figure 2 Field Staff Risk Assessment
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Appendix E: Personal Protective Equipment
Recommended
Optional
Not required
Hazard Risk Factors

Cloth Face
Covering/NonMedical Mask

Respirator N95
or better (fit
tested)

Gloves

Eye Protection:
Glasses, Face
Shield,
Physical Barrier

Apron/Gown/
Disposable
Coverall

Close Proximity to Co-Workers
Optional – if not
able to maintain
physical
distancing
Close Proximity to Public
Optional – if not
able to maintain
physical
distancing
Close Proximity to Potential Irate
Individual – Spitting/Coughing

Optional

Optional

Close Proximity to Sick Persons
Caring for a Sick person
Providing CPR/Procedure Producing
Aerosolized Droplets on a Sick
Person.
Non-medical mask must be placed
on patient.
Entering Private Residence
Optional – Hand
Hygiene
mandatory

Optional – if not
able to maintain
physical
distancing

Optional

Cleaning Biohazard/ Splashing
Cleaning Biohazard/ Nonsplashing
Handling Mail/ Packages/ Internal
Paperwork

Optional – Hand
Hygiene
preferred

Customer Service Counters
Optional if
exchanging
documents/ other
materials with
customers
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Appendix F: COVID-19 Screening Tool
There are two methods that Employees and Visitors may complete the daily COVID-19 Screening form:
1. Online, by using the QR code(s) or Screening Form Links below, by department
2. In-person, using printed copies of the COVID-19 Screening Tool
All staff and visitors must complete the COVID-19 Screening Form daily, prior to commencement of
work.

Administration Department

https://www.surveymonkey.com/r/OsoyoosAdministration
Community Services

https://www.surveymonkey.com/r/OsoyoosCommunityServices
Corporate Services

https://www.surveymonkey.com/r/OsoyoosCorporateServices
Financial Services

https://www.surveymonkey.com/r/OsoyoosFinance
Fire Department

https://www.surveymonkey.com/r/FireDepartment
Operational Services

https://www.surveymonkey.com/r/OsoyoosOperations
Planning and Development Services

https://www.surveymonkey.com/r/OsoyoosPlanning
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Appendix G: Hand Hygiene
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Appendix H: Glove Donning and Removal
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Appendix I: WorkSafeBC Poster: Cover Coughs and Sneezes
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Appendix J: WorkSafeBC Poster: Occupancy Limits
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Appendix K: WorkSafeBC Poster: How to use a mask
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Appendix L: Best Practice – Physical Distancing in an Office Environment
Physical distancing requires us to make changes to our everyday routines and to minimize close contact
with others. This means keeping approximately 2 metres distance between ourselves and others (Source:
WorkSafeBC).
Hallways, walkways and stairways
•

Wider hallways allow two individuals to pass each
other while maintaining physical distance. As noted
above, we are to maintain approximately 2 metres
distance between ourselves and others. This means
that wider hallways can still accommodate two
individuals even if there is not a full two metres
separation, as long as individuals do not congregate.
To avoid congregation and congestion in hallways,
conversations should be moved to open areas (e.g. lobby, meeting room, outdoors). If
this is not possible, the two individuals should move to the same side of the hallway,
maintain physical distancing, and open the other side of the hallway or walkway for
others to use.
•

Narrow hallways or walkways do not have sufficient space for two individuals to pass
each other while maintaining physical distancing. If necessary, these
hallways can be marked with a “1” using yellow and black floor tape,
noting one person at a time.
•

Staff exiting workstations or offices
are encouraged to pause, look both
ways and then proceed into
hallways or walkway. Yellow and
black floor tape can be placed at
the end of workstations or offices as
a reminder.

•

In narrow hallways, where the path
of two individuals cross, staff are
encouraged to converse with their
colleague to successfully navigate
the hallway. This may mean one
person backtracks to where they
started or into an open area,
providing the other person with the
ability to pass.
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•

If the path of two individuals cross at an “intersection” or
corner, staff are asked to pause and wait for the other
person to clear the area, prior to proceeding. In some
situations, yellow and black floor tape can provide helpful
visual cues.

•

When using walkways adjacent to workstations, try to walk
in a manner that provides the greatest physical distancing
possible.

•

A similar approach as outlined above for hallways and
walkways is recommended for narrow stairways, however
the use of yellow and black tape is not recommended on
stairs.

•

Staff are encouraged to work together rather than
establishing a designated direction of travel in narrow
hallways, walkways and stairways.

•

When facilities re-open to citizens, there may be a need to establish a designated
direction of travel considering that these individuals infrequently move through the
facility.

Transaction counters and service points
•

•

•

Depending on the service provided, some transaction counters and service points can
operate with physical distancing and no other risk
control measures. Yellow and black floor tape can
provide helpful visual cues. If use of the transaction
counter is required, the staff members may be able to
maintain physical distancing by moving back, allowing
the person to use the transaction counter. Verbal cues
can be used to inform the person when they should
approach the transaction counter.
Remember that physical distancing means keeping approximately 2 metres distance
between ourselves and others and that outstretched arms provide approximately this
distance. This means that staff can pass lightweight items (such as paper) to others
using an outstretched arm as long at the item is received with an outstretched arm. For
heavier items, staff are encouraged to place the item down, step back and verbally cue
the other person to pick up the item.
Some transaction counters and service points may require additional risk control
measures such as transparent barriers or counter extensions. Barrier should be at least
207 cm (81.5”) in height is sufficient as it represents the nose height of the 95th
percentile male plus the 30 cm (12”) breathing zone.
Barriers need to be wide enough to account for the normal movement of both people.
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Workstations
•

•

•

Physical distancing means keeping approximately 2 metres
distance between ourselves and others. This distance
should be measured from the head or facial area of one staff
member to the head or facial area of another considering the
areas that they are most likely to be working in (e.g. in front
of computer or in areas of desk where paperwork is
completed, handled or sorted).
Less than approximately 2 metres can separate spaces if there is a partition or barrier
that separates the workstations:
o If both individuals normally
sit while working and there is
not sufficient physical
distancing, a partition or
barrier between 133 cm
(52.6”) and 143 cm (56.3”) in
height is sufficient as it
represents between eye
height and top of head while
sitting for the 95th percentile
male.
o If one or both of the
individuals stand(s) while
working and there is not
sufficient physical distancing,
a partition or barrier between 177 cm (69.8”) and 187 cm (73.5”) in height is sufficient
as it represents between eye height and top of head while standing for the 95th
percentile male.
In areas where a walkway is adjacent to a workstation and where there is less than
approximately 2 meters, the frequency and duration of foot traffic should be considered.
o If foot traffic is infrequent (less than 15 minutes cumulative in the day), the partition
or barrier can be at the sitting height noted above.
o If foot traffic is frequent (greater than 15 minutes cumulative in the day), or if people
tend to pause (e.g. to use a photocopier) or congregate, the partition or barrier
should be at the standing height noted above.
o For offices location on a corner where two hallways intersect or at the end of a series
of workstations, foot traffic should be considered as above when determining the
partition or barrier height.
o The above takes into consideration risk information from BC Centre for Disease
Control that describes walking by someone as a low risk or no risk activity.

For workstations that share a common entry point, a partition or barrier should be considered if
there is less than approximately 2 metres between the entry point and the areas that staff are
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•

•

distancing. Additionally, as discussed in the Hallways, walkways and stairways section
above, staff are encouraged to converse with each other to successfully navigate the
entry point. This may mean that one person slides within their workstation to allow the
other person to enter. Foot traffic should be considered as above when determining the
partition or barrier height. Alternately, it may be possible to reconfigure the workstations
as discussed below.
Staff should be encouraged to congregate in more open areas rather than in hallways,
walkways or adjacent to workstations.

Configuration of workstations
Some workstation configurations provide unique challenges for physical distancing. Below we
address some of these and provide potential solutions:
•

Multiple workstations in one area and the need to converse.
Recommendation: to
measure between
workstations to determine
the best place for standing.
This spot can be designated
by creating a box with yellow
and black floor tape and be
used for speaking with any
of the individuals.

•

Workstations configured with open communal space in middle.
Recommendation to see if furniture can be reconfigured to allow use of all workstations
with the addition of barriers or partitions. This may require some furniture to be
temporarily relocated
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•

Open workstations adjacent to walkway within office.
Recommendation to add barriers or partitions to create separation. Alternately, explore
to see if workstations can be re-oriented to allow more distance between walkway and
the areas that are most likely used for work (e.g. in front of computer or in areas of desk
where paperwork is completed, handled or sorted).

•

There are many other configurations and every effort should be made to use as many
workstations as possible, while still adhering to physical distancing.

•

Options to reconfigure workstations should consider physical distancing, ergonomics,
work flow, access to common areas (e.g. photocopier), phone and data access points,
emergency egress and any challenges posed by the reconfiguration.

•

Reconfiguration could result in staff moving into different workstations or areas within the
office environment. The impact on the frequency and duration of foot traffic and
conversations in hallways and pathways (considering physical distancing) should be
considered.

•

For any workstations that are not being used, departments are asked to contact
Facilities and/or Occupational Health and Safety to discuss options. This allows us to
maximize the number of available workstations.

Common areas
•

•

It may be beneficial to establish a 1-at-a-time approach
for some common areas. Alternately someone can be
designated to distribute materials
Adding yellow and black floor tape to delineate these
areas can be helpful.
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Other considerations:
•

•
•

•
•

Staff are reminded to wash their hands often with soap and water for at least 20
seconds. If soap and water is not available, alcohol based hand sanitizer can be used to
clean hands as long as they are not visibly soiled.
Staff are reminded to not touch their face, eyes, nose or mouth.
Surfaces (including high touch surfaces) are cleaned and disinfected using a product
approved by Health Canada or the BCCDC at the frequency determined by the Risk
Assessment for Cleaning approved by the Emergency Operations Centre.
Building ventilation should be considered so as to determine the best practices to
support staff health and safety.
Signage/visual cues and continued communication are needed to support physical
distancing.

Questions regarding current workstation configurations should be referred to the
Manager or Director for initial response. For additional information and assistance
related to this Corporate Standard, please contact Occupational Health and Safety and/or
Facilities.
This corporate standard has been created in the absence of other guidance from WorkSafeBC,
BC Centre for Disease Control, Provincial Health Officer or Local Health Authority. If a similar
document is published by an agency noted above, this document will be updated accordingly.
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Appendix M: Workplace Violence Policy
SECTION

HUMAN RESOURCES

TITLE

WORKPLACE VIOLENCE POLICY

POLICY NUMBER

HR-011

The Town of Osoyoos recognizes that the potential for violent acts or threats against staff by persons other
than employees. Any act of violence committed against a worker is unacceptable and such conduct will
not be tolerated. The Town of Osoyoos believes all municipal workers have the right to work in an
environment that is protected from violence and the threat of violence
We are committed to:
a) Completing an organizational risk of violence assessment that identifies the sources of violent actions;
b) Educating our employees in the recognition of violence and operation of our policy and procedure in
this regard;
c) Investigating reported incidents of violence in an objective and timely manner;
d) Taking necessary action in response to such reported incidents; and
e) Providing appropriate support for victims.
DEFINITION
For the purpose of this policy, “Violence” means the attempted or actual exercise by a person, other than
a worker, of any physical force so as to cause injury to a worker, and includes any threatening statement
or behavior which gives a worker reasonable cause to believe that he or she is at risk of injury.
RISK ASSESSMENT
The Town of Osoyoos has completed a risk assessment that took into consideration of:
a)
b)
c)

Previous experiences in the workplace;
Occupational experiences in similar workplaces, and
Location and circumstances in which takes place.

INSTRUCTION AND TRAINING FOR EMPLOYEES
The Management staff will ensure that all staff members are aware of the hazards and are trained in the
appropriate action to take for protection from acts or threats of violence. This training will include the
following:
a)

b)
c)
d)

Inform employees who may be exposed to the risk of violence of the nature and extent of the risk
including advising the employees of persons who have a history of violent behavior for whom the
employee may encounter in the course of their work;
How to recognize workplace violence;
Appropriate response to incidents of violence;
The procedures for reporting, investigating and documenting incidents of workplace violence pursuant
to policy and procedure.

The above training shall be provided to each new employee and shall be provided to all employees on an
ongoing basis.
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PROCEDURES
Employees shall follow procedures implemented for their protection, and immediately report all incidents
of violence. The procedures below outline the process in place to give effective operation of this policy.
Formal Reporting
1. An employee who has been subject to violence should advise their immediate supervisor and if this is
uncomfortable, the Human Resource Officer. All incidents of violence and/or threats of violence shall
be reported and investigated in accordance with WCB regulations. Employees should use the
attached Violent Incident Report form.
Investigation
1. The Town of Osoyoos is dedicated to conducting thorough and timely investigations. The Town of
Osoyoos will appoint an investigation team, which may include the complainant’s supervisor, the CAO
and the Occupational Health and Safety Committee.
2.

Investigations of violence will be carried out in accordance with the following:
• Incidents will be investigated as promptly as possible and in no case more than 10 days
following a formal complaint.
• Only those individuals absolutely necessary to verifying the complaint will be interviewed in
order to maintain the confidentiality of the complainant and the offender to the greatest extent
possible.
• Individuals with knowledge of the incident will be encouraged not to discuss the details with
others; and
• The safety of the complainant will be a paramount consideration throughout the investigation
process.

Disposition of the Complaint
1. Following the investigation process, the Town of Osoyoos will determine whether or not the complaint
has been substantiated. In the event that the complaint is not substantiated, the complainant and the
alleged offender will both be advised and the complaint is dismissed.
2. If the complaint is substantiated, the appropriate corrective measures will be investigated and
implemented where possible.
Victim Support
The Town of Osoyoos understands that victims of violence may need support. As a result, the Town of
Osoyoos will ensure that all victims are advised that they are not to blame for the aggressive behavior
directed at them. The Town of Osoyoos recognizes that victims of violence or other workers exposed to a
violent incident may require emotional support and reassurance. The Town of Osoyoos will ensure that
victims, as well as other exposed to violence, are advised to consult a health professional of their choice
for treatment or referral.
PROGRAM EVALUATION
The Town of Osoyoos will engage in a program evaluation process to monitor the effectiveness of this
policy and related procedures. The evaluation program will include:
• A needs assessment;
• Process evaluation to measure whether the program is meeting its intended objective
• Canvassing individuals who have made complaints as well as other employees as to their perception
of the efficiency and fairness of the process.
APPROVAL DATE

December 23, 2004

APPROVED BY
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TOWN OF OSOYOOS
PROCEDURE MANUAL
SECTION

Human Resources

TITLE

WORKING ALONE AND IN ISOLATION

PR-HR-002

PURPOSE
The purpose of this document is to provide a procedure for staff to follow when they are "working alone". Work Safe
BC requires contact arrangements be established, introduced and followed where workers are assigned to work alone
where they may not be able to summon assistance in the event of an emergency. Staff are responsible to review and
be familiar with their respective procedure and follow the instructions.

Working Alone Procedure:
The staff that need to follow specific procedures when they are working alone include:
➢ Building Inspectors
➢ Public Works Staff on regular day shift
➢ Staff called out at night
➢ Sun Bowl Arena, Sonora Community Center and Town Office staff
➢ Staff working outside of regular working hours (statutory holidays, weekends, and evenings)
The procedure for all staff is identified within this policy.

APPROVAL DATE

February 9, 2021

MEETING
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THE TOWN OF OSOYOOS
WORKING ALONE PROCEDURE FOR
ALL STAFF
Purpose
WorkSafe BC requires contact arrangements to be established, introduced and followed where Workers are
assigned to work alone where they may not be able to summon assistance in the event of an emergency.
Definition
To work alone or in isolation means to work in circumstances where assistance would not be readily available to
the worker
(a) in case of an emergency, or
(b) in case the worker is injured or in ill health.
Explanatory Note
A worker is considered to be working alone or in isolation when they do not have assistance that is readily available
in case of emergency, injury, or ill health.
In order to determine whether or not assistance is readily available, an “on-the-day” assessment must be
conducted as part of job planning that includes consideration of the following:
1. Presence of others: Are other people in the vicinity?
2. Awareness: Is it reasonable to assume that the other persons in the vicinity will be aware of the worker's
needs and be capable of providing assistance if need be?
3. Willingness: Is it reasonable to expect those other persons will be willing to provide assistance?
4. Timeliness: If YES to 1, 2 & 3 above, will assistance be provided within a reasonable period of time?
5. Encounters with hostile members of the public who may pose a risk of violence.
6. Confrontation with disgruntled customers.
Contact Procedures
1. When a staff member is assigned to work alone either on a regular shift or called in over the weekend or an
after-hours call out they will check in using Lightship Status (app on device) at the start of the shift and
again at the end of the shift.
2. See attached PROCEDURE FOR SETTING UP YOUR DEVICE.
Procedure In The Event Of a Failed Check-In

1. Should a worker fail to check-in, the Supervisor will try and contact the worker.
2. If the Supervisor is unable to contact the Worker within 5 mins of the missed check-in, the Supervisor will
access Lightship to find the location of the worker. They will attend the scene and/or where appropriate
contact 911 for additional emergency resources.
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THE TOWN OF OSOYOOS
Procedure for setting up your device
Login into LIGHTSHIP STATUS
Username and Password will be provided.
Once you have logged in press the + button
1. Select STATUS
▪ Set your status to AVAILABLE
▪ Set your expiration time to (END OF REGULAR SHIFT or APPROXIMATE TIME FOR CALL OUT)
▪ Set your status after expiration to UNAVAILABLE
▪ Press PLAY button
▪ To CANCEL press and hold the HOLD TO CLEAR button displayed under STATUS
2. Select LOCATION SHARING
▪ Set your end time to (END OF REGULAR SHIFT or APPROXIMATE TIME FOR CALL OUT)
▪ Press PLAY button
▪ To CANCEL press and hold the HOLD TO CLEAR button displayed under SHARING MY LOCATION
3. Select CHECK-IN
▪ Set how often to (EVERY 2 HOURS - unless it is an afterhours call out then every 30 MINS)
• If the call out is involving hostile members of the public who may pose a risk of violence
check-in is required every 15 MINS.
▪ Set start time to (SHIFT START or when CALL OUT comes in)
▪ Set end time to (END OF REGULAR SHIFT or APPROXIMATE TIME FOR CALL OUT)
▪ Set who to notify to (YOUR DIRECT SUPERVISOR - EMAIL and PHONE)
▪ Set message to send as (“YOUR NAME” FAILED TO CHECK IN PLEASE CALL ME AT “CELL#”)
▪ Press PLAY button
• A reminder will be sent to your device 10 MINS prior to when you need to check-in.
• Press and hold the button to send check-in within that 10 min timeframe.
•

To CANCEL press on the CHECK-IN then press and hold the HOLD TO CANCEL button displayed at
bottom.

*Make sure Check-In; Location Sharing and Status are cancelled and closed at end of shift or call out.

TRAINING WILL BE PROVIDED TO ALL STAFF THAT WILL BE WORKING ALONE OR MAYBE
REQUIRED TO WORK ALONE.
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Appendix O: Working from Home Policy
SECTION

HUMAN RESOURCES

TITLE

WORK FROM HOME

POLICY NUMBER

HR-034

PREAMBLE
The Town is providing administration with the authority to allow employees to work from home (WFH)
under certain conditions. The COVID-19 global pandemic created awareness of risks of transmission and
infection in the workplace and highlighted practices and procedures to reduce the risk of exposure, help
ensure healthy workplaces and allow continued provision of essential services during times when
infectious disease exposure may be a concern. The Provincial Health Officer and WorkSafeBC BC
recommend protocols that offer differing levels of protection to reduce the risk of transmission and infection
by viruses. The highest level of protection is elimination of the risk and it is recommended that employers
encourage working from home wherever possible as a first level protection. Approval to work from home
is discretionary and subject to operational requirements and authorization may be revoked if deemed
necessary or appropriate by management.
PURPOSE
Work from home (WFH) arrangements are intended for the mutual benefit of the Employer and the
Employee, and as such the Town is expecting a fair representation of work performance, hours of work,
staff availability, etc. While the Town is committed to implement and evaluate requests that allow
Employees to work from home where it is operationally feasible under circumstances where it may be
necessary to reduce the risk of workplace illness, it is recognized that not all requests may be supported,
or that all job roles may be conducive for a work from home arrangement.
This policy is not intended to replace or supersede any normal requirements of an applicable collective
agreement or employment contract with regards to hours of work, which may otherwise require agreement
of the Employer and Union.
1.0

GENERAL
1.1

1.2

1.3
1.4
1.5

1.6

Once a Departmental Working from Home Plan is approved by the Chief
Administrative Officer (CAO), directors may proceed with implementation in
accordance with the administrative directive.
While it is intended that mutually agreeable arrangements for Working from Home are
developed between the employer and the employee, the administrative directive to
Work from Home may be imposed on employees by the CAO.
Approvals will be evaluated on a case-by-case basis by recommendation of the
director.
Requests and approvals will be documented on the Working from Home form,
attached to this policy.
The employee will be available and will undertake employer directed work consistent
with their regular designated work schedule or during periods agreed to by the
employer.
Detailed performance objectives and expectations will be agreed to by the employee
and their director, for all WFH arrangements and may be modified from time to time
as necessary.
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1.7

1.8

1.9
1.10

1.11

2.0

REPORTING AND SAFETY
2.1
2.2
2.3
2.4

2.5
2.6
2.7
2.8

3.0

While working from home employees must check-in with their manager immediately
prior to the start of their work day and the end of the work day.
Employees shall check-out with the manager for any period of time they need to leave
the home, for example on a personal matter, and check-in upon returning.
Employees must track projects and work when working from home, including any
check-out, check-in period.
The employee is responsible for ensuring that the home office meets the department's
normal workplace occupational health & safety requirements. The Employee will need
to do an ergonomic assessment and report their findings to the Employer.
Employees working from home, for the periods of time actually worked, are covered
for injuries arising out of and in the course of performing their job duties in their homes.
There must be a relationship between employment expectations and the time and
place an accident occurs.
Each case is judged on its own merits using the same general criteria that are applied
to any workplace injury.
If an Employee is injured at work while WFH, the employee must immediately report
their injury to their supervisor. The Town’s Incident Reporting and Investigation Policy
(HR-023) would be applicable.

FAMILY RESPONSIBILITIES
3.1

3.2

4.0

Employees are expected to confirm up-to-date contact information and are expected
to respond to phone calls, email, and other communication as is normal workplace
practice.
In the event that there is not enough work that can be done from home to fulfill a
regular work schedule, employees who have been approved to work from home will
be eligible to use personal time (vacation, banked time, or unpaid leave) to top up
hours.
Additional time and/or overtime must be pre-approved by the director before it is
worked by the employee.
The employee is expected to attend meetings by alternative means using the
technology available to them. The Town may require in-person meetings as may be
deemed necessary.
Working from home arrangements are being provided as an administrative practice,
and may be modified, extended or stopped at any time. Operational requirements may
require that WFH opportunities be rotated amongst staff.

Regular dependent care arrangements should be in place to allow the employee to
work in a distraction-free environment. A safe, dedicated space or room where the
employee is not distracted and is able to concentrate, and will ensure business calls
will not be disrupted (e.g. children, pets, loud noises) is required.
Working from home is highly beneficial to meeting Town responsibilities and ensuring
workplace health, however it is not to be used as a substitute for dependent/elder care
where otherwise work responsibilities could not be fully and safely performed.

RESTRICTIONS
4.1
4.2

All Town documents must not be saved or transferred to personal home computers.
All Town related business must be conducted on work email. Using personal email
for Town business is strictly prohibited.
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4.3
4.4
4.5

5.0

EQUIPMENT AND FURNITURE
5.1

5.2

5.3
5.4

5.5

6.0

Where the Town cannot provide technological equipment, the Town is permitting the
use of personal equipment for WFH arrangements, provided all Town policies
regarding equipment use are maintained.
The Employee will provide suitable furniture and technology necessary to work at
home. The Town will not be responsible for loss, damage, or costs associated with
the provision of home use equipment.
On a case-by-case basis as it may be available and not otherwise required for office
use, technology may be provided as available and suitable.
The use of the Town’s equipment, software, data and or supplies is limited to
purposes relating to the Town’s business. Appropriate office supplies may be provided
by the Town, and should be discussed in advance of removal with the director.
All Town policies regarding the retention of records, acceptable use, freedom of
information, and related matters applies to the home environment.

TECHNICAL SUPPORT
6.1
6.2

6.3

6.4

7.0

Work phones must be forwarded to home or cell phones, requiring professional
conduct when answering calls on personal phones because they may be work related.
Any Town documents must be kept in a safe place and confidentiality maintained.
The Town will not reimburse employees for office space, internet connectivity, data
charges or office supplies.

Based on department and employee needs, an employee working at home will have
access to remote "help desk" services when using Town systems.
If an employee is using their own equipment, they are required to provide their own
support, including the repair and replacement as may be needed. If technology cannot
be maintained, the employee will be required to return to the workplace to provide
services.
Personal equipment used for WFH arrangements is expected to meet the following
requirements:
• Windows 10 or Mac OS. 10.13
• Antivirus software installed with up to date definitions
Information Services shall be contacted to arrange remote gateway access where
applicable.

RELATED POLICIES AND OTHER INFORMATION
7.1
7.2

7.3

This Policy articulates the position of the Town of Osoyoos and all Town policies and
procedures continue to apply in WFH arrangements.
Work information and /or work property remains the property of the Town. Any work
product produced offsite remains the property of the Town. Confidential information
must continue to be treated in a secure manner. No copies of the Town’s information
will be retained on personal computers or as hard copies. All other privacy and
confidentiality expectations of the Town must continue to be maintained at all times.
In the event of operational emergency or other circumstance as required, the Town
reserves and retains the right to recall staff to the workplace as required.

APPROVAL DATE

JULY 6, 2020

MEETING
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Appendix P: Working from Home Form
Working from Home applications must be complete for each employee upon the understanding that
arrangements may be modified, extended or stopped at any time. Daily check-ins are required via phone,
e-mail or other as set by the Director. Please forward this form to the Corporate Services Department.
Employee Information
Name
Position
Department
Current Hours of Work
Date Submitted
Date Approved
Town Electronic Equipment (if not using home equipment)
Device Description

Model

Serial

Notes

All Electronic Town equipment being used must be sent to the Executive Assistant/Communications Coordinator for inventory.

Town Supplies
Description

Quantity

Date Taken

Date Returned

Permission must be obtained by Director prior to taking Town supplies.

Workplace Location
Address
Phone Number
Cell number
Hours of Work
Start Time

Finish Time

Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
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Employee and Director have agreed to the following:
(e.g.: listing performance objectives, phone meeting schedule, etc.)
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
Attach additional page(s) if required.
Please discuss with your Director your goals, projects and objectives and use them as a guide to your daily
activities.
All employment contract provisions apply.
By signature, the Employee confirms they agree to the Working from Home Policy (HR-034):
Name

Signature

Date

Employee
Director
CAO
Human Resources
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APPENDIX A
Working from Home Policy
Log Schedule
Start Date:

End Date:

Enter daily hours of work completed for Monday

Enter daily hours of work completed for Tuesday

Enter daily hours of work completed for Wednesday

Enter daily hours of work completed for Thursday

Enter daily hours of work completed for Friday

Please complete this form in its entirety and submit to your Director.

Signature

Printed Name
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