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1. PURPOSE  

To provide guidance for the safe resumption or continuance of operations during the COVID-19 
pandemic. 
 
2. SCOPE 

This policy applies to all employees of the Town, as well as to Council, the public, and 
contractors visiting Town facilities, where appropriate.  
 
3. BACKGROUND 

The Town of Sidney has developed a COVID-19 Safety Plan (Plan) for the protection of Town 
staff, members of Council, the public, and any other party doing business with the Town. This 
Plan represents the minimum standards that the employer must meet, based on the information 
from the Provincial Health Officer (PHO), the Ministry of Health, the Province of BC and 
WorkSafe BC, in order to allow for the safe operation of municipal services.  The Town will 
continue to take direction from the advice of the PHO and the Provincial Government, and 
accordingly, how the Town interacts with the public will change.  
 
To develop this Plan, a hazard analysis was completed based on the “Hierarchy of Controls for 
COVID-19” as recommended by the PHO. This framework addresses Physical Distancing, 
followed by Engineering Controls, Administrative Controls and lastly, Personal Protective 
Equipment (PPE) to reduce transmission.  The application of these control measures will assist 
in mitigating potential hazards to maintain a safe workplace. 
 
 
This Plan relies on the implementation of associated Safe Work Procedure – Pandemic 
Response, which contains more details in respect to the controls outlined in this Policy. 
 
To address COVID-19 health and safety concerns in the workplace, the Chief Administrative 
Officer (CAO), or Managers as directed by the CAO, will be communicating updates in respect 
to the pandemic response and any changes to necessary steps or actions required. 
 
4. PRINCIPLES 
 
A. STAYING INFORMED: 

 

i. Town management, the Town’s Safety Officer and the EOC will remain up to date on 

new information provided by the PHO and WorkSafe BC, and will communicate this 

information to employees as appropriate. Employees are required to review this 

information as it comes out, and to follow all new safe work procedures that may be put 

in place.  
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B. SELF MONITORING & SELF ISOLATION: 

 

i. Self-monitoring means being aware of the symptoms of COVID-19 (see Appendix A) and 
of possible contact with those who may have been exposed, and monitoring for 
symptoms or signs that COVID-19 may be present.  Self-monitoring will help to identify 
possible COVID-19-positive employees, and proactively remove risks that they could 
inadvertently introduce coronavirus into the workplace.   

 
ii. Self-isolation means staying home and avoiding situations where you could come in 

contact with others.  You should not self-isolate in a place where you will be in contact 

with vulnerable people, such as seniors and individuals with underlying health 

conditions. 

 
iii. Employees with COVID-19 or similar symptoms, or those exposed to someone with a 

confirmed case, must stay home from work to avoid spreading illness to others. These 
employees must either complete the B.C. COVID-19 Self-Assessment Tool, contact their 
health care provider or call 8-1-1 (HealthLink BC) and have their symptoms analyzed. If 
the healthcare professional believes the symptoms may be COVID-19, they will 
immediately schedule a test.   

 
If the test for COVID-19 comes back negative, the employee shall return to work once 
they are feeling better and no longer have any COVID-19 symptoms listed in Appendix 
A, with the exception of those symptoms that are deemed mild and often associated with 
seasonal allergies or mild cold symptoms.   
 
If the test for COVID-19 is positive, the employee must follow the advice of the 
healthcare professional and the following general guidelines will have to be met prior to 
a return to work following a positive test: 

 At least 10 days have passed since any symptoms started; and  

 The fever is gone without the use of fever-reducing medications (i.e. Tylenol, 
Advil); and 

 The employee is feeling better (there is improvement in runny nose, sore throat, 
fatigue, etc.). Coughing may go on for several weeks, so a cough alone does not 
mean you need to continue to self-monitor and self-isolate. 

 
The employee is required to provide a copy of the test results to substantiate either a 
return to work or the granting of Pandemic Leave (if eligible). 

 

Employee Health Checks  

 

On November 19 a Provincial Health Oder was issued that includes a requirement for 

employers to ensure that every employee conducts a daily health check before entering the 

workplace.  This order remains in place until midnight on December 7, or as otherwise advised 

by the PHO.  

 

Prior to entering the workplace all Town employees, including Councillors, must conduct a daily 

health check. A poster checklist is located at the entrance to all municipal buildings (refer to 

Appendix D) and employees are not to enter if any of the prohibited criteria apply to them. If an 

employee has any of the symptoms or potential exposures listed on the health check, they 

cannot enter the workplace and instead must return home and use the BC COVID-19 Self-

Assessment Tool or follow the public health advice they have been given.  
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C. SICK TIME: 

i. In response to the COVID-19 pandemic, the Town has provided up to 10 days of 

Pandemic Leave to supplement regular Sick Time provisions.  This applies to all 

employees, but is pro-rated for those who work less than full time.  Any employees who 

must stay home from work due to the above-noted COVID-19 symptoms (as outlined in 

4Biii), and who cannot work from home, may use Pandemic Leave.  Once Pandemic 

Leave has been used up, Sick Time provisions apply.  If no Sick Time remains, 

employees may use Vacation or Banked Time, or take time off without pay; employees 

with symptoms will not be allowed in the workplace.  For clarity, Pandemic Leave is 

available to Auxiliary employees, but will be pro-rated based on their start date and 

expected length of tenure.  Once Pandemic Leave has been used up, Auxiliary 

employees must follow the above guidelines for staying away from work when sick.   

 

ii. Pandemic Leave will not be available for those employees who choose to travel outside 

Canada for holiday purposes (or outside BC when advised by the Provincial Health 

Officer to avoid doing so).  If the purpose of your travel is not recreational, special 

provision for Pandemic Leave may be given with the prior, written approval of the CAO. 

 

D. PHYSICAL DISTANCING: 

 

i. Physical distancing reduces the potential of coronavirus being transmitted through 
airborne droplets. There is a possibility that even non-symptomatic carriers of 
coronavirus may transmit the virus in this manner, so physical distancing should always 
be observed.  

 
ii. In order to reduce the number of employees in the workplace and thus increase physical 

distancing, the Town will continue to consider, where practicable, work-from-home 
arrangements as per Policy PR-2.10, virtual meetings, and rescheduling work tasks. In 
addition, the number of customers and contractors permitted in the workplace will be 
limited to ensure physical distancing remains in place wherever possible. 

 
iii. Lunchrooms, break rooms, meeting rooms, foyer/reception areas and other common 

areas will be arranged to follow physical distancing practices (e.g. entering and exiting 
single file and wearing a face covering). Maximum occupancy limits have been 
established and posted for each of these areas (refer to Appendix B).  

 
iv. Employees are encouraged to eat outside or at their desk. 

 
v. When using hallways, stairs and corridors, where two-way access is not possible, 

employees should defer access to the employee already in the space to avoid close-
proximity passing. 

 
vi. Whenever possible, employees should travel alone in vehicles to ensure physical 

distancing. Where travelling alone in a vehicle is not possible, appropriate PPE must be 
used by both the driver and passenger. 

 
vii. Should a task require close personal contact, appropriate PPE or additional mitigation 

measures must be put in place.  If these are unclear, please discuss with your manager. 
 

viii. Only essential business travel should be considered until further notice.  
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E. PERSONAL HYGIENE: 

 

i. Employees should practice proper “hand hygiene” techniques often, as it is the single-
most effective way of reducing the spread of infection. 
 

ii. Employees should practice proper “respiratory etiquette” to minimize transmission 
through coughing or sneezing. 

 

iii. Touching your face, including eyes, nose or mouth, should be avoided and hands 

washed or sanitized following such touching.  

 
F. ENHANCED CLEANING/DISINFECTING: 

 

i. It will be necessary for employees to ensure that appropriate cleaning and/or disinfecting 
occurs throughout the workday in common areas and other high touch surfaces. 
Physical barriers / partitions should be included as part of regular cleaning. 
 

ii. Employees should ensure regularly touched surfaces are disinfected frequently within 
their own workspace(s). Follow the proper procedural guidelines outlined in Safe Work 
Procedure – Pandemic Response. 
 

iii. Cleaning protocols will be established and monitored for all common areas and surfaces 
(e.g. washrooms, tools equipment, vehicle interiors, shared tables, desks, light switches 
and door handles).   

 
iv. Employees should bring their own dishes and utensils, rather than use the common 

dishes and utensils in the lunchroom. If common dishes and utensils are used, they must 
be placed in the dishwasher for cleaning and not cleaned by hand in the sink. 

 
G. SHARED WORKSPACES/EQUIPMENT INCLUDING VEHICLES: 

 

i. Employees are discouraged from sharing equipment (i.e. pens, phones, other tools). 
 

ii. The need to share workspaces and equipment will be minimized.  
 

iii. When it is necessary to use a common workstation or piece of equipment, such as 
photocopiers, cash registers, countertops, the surface should be disinfected regularly. If 
in doubt about the cleanliness of an area or item, employees are encouraged to disinfect 
the area or item before use to reduce the risk of contamination. 
 

iv. In the event of a potential COVID case in a shared workspace, workstation or with a 
person using shared equipment, the station/equipment should not be used until a deep 
clean can be performed. See Safe Work Procedure – Pandemic Response for details.  
 

v. Limit the exchange of papers. If documents must be exchanged, follow the proper 
procedural guidelines outlined in Safe Work Procedure – Pandemic Response. 
 

vi. Employees who use municipal vehicles must ensure that high contact surfaces within 

the vehicle are routinely disinfected.  
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H. PERSONAL PROTECTION EQUIPMENT (PPE): 

 

i. Use of Masks and/or Face-Coverings: 
 
Effective November 19, all employees working indoors must wear a face-covering when 
they are out of their personal office or away from their workstation.  This includes when 
travelling throughout the building (hallways, reception areas, lobbies, common areas, 
washrooms, lunchrooms – when not eating). 
 
Employees who are unable to maintain a minimum physical distance of 2 meters from 
others when in an office or at their workstation or in a meeting room must wear a face-
covering. 
 
Employees working indoors in areas accessed by visitors, including contractors and 
members of the public, must wear a face-covering when visitors are present. 
 
Employees working outdoors who are unable to maintain a minimum physical distance 
of 2 metres from others must wear a face-covering. 
 
Any visitors to Town of Sidney premises, including contractors and members of the 
public, are expected to wear a face-covering before entering any indoor facility or 
whenever outdoors and physical distancing of 2 metres cannot be maintained.  If visitors 
do not have a face-covering, a disposable mask will be provided. 
 
Town staff have previously been provided with one cloth mask and are expected to 
maintain their own supply of face-coverings.  The exception to this will be those staff that 
provide a high level of customer service throughout the day (e.g. Driver Services), which 
will be regularly provided with a disposable mask.  If, however, any staff member forgets 
or does not have a mask or face-covering for their particular shift, a disposable mask will 
be made available at staff entrances to all municipal facilities.   
 
Signage shall be posted at facility entry points to convey this message. 
 

ii. While gloves may provide protection for your hands, they do not prevent the transfer of 
coronavirus to other surfaces. Frequent hand washing is mandatory even after wearing 
gloves.  

 
I. STRESS/ANXIETY/MENTAL HEALTH AWARENESS: 

 

i. Practice self-care. Emotional stress, anxiety or concern is natural under the present 
circumstances. Anyone who feels they are experiencing negative mental health impacts 
should seek assistance as soon as possible.  The Employee and Family Assistance Plan 
remains available. 

 
J. BUILDING ACCESS (PUBLIC): 

 

i. Public/customer access to the Town Hall will be limited to minimize non-essential in-
person interaction. Whenever possible, visits should be prearranged and staggered, and 
safety protocols should be communicated before entry into the workplace (e.g. email to 
public/customer in advance of visit and/or signage posted to the entrance). 
 

ii. When scheduling appointments, visitors should be reminded to reschedule if they 
experience symptoms typical of COVID-19 or are placed on self-isolation. 
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iii. All visitors must wear a face-covering prior to entering any municipal facility. 

 
iv. Visitors should attend appointments alone, and minimize time spent in waiting area 

before their appointments. 
 

v. Remove non-essential community items, such as candy, magazines and pens. 
 

vi. Provide a safe place for visitors to dispose of used sanitizing wipes and other personal 
protective equipment. 
 

vii. All potential visitors to a Town Facility shall be appropriately screened, and given 
protocol instructions prior to entering a municipal facility. 

 
5. DOCUMENTATION AND TRAINING 

 
a. The Town’s Safety Officer will train employees on the policies, practices, and procedures 

associated with the COVID-19 pandemic, and keep records of that training. 
 
b. If employees have any concerns, they may discuss them with their manager or with the 

Town’s Safety Officer. 

 
6. POSITIVE COVID-19 TEST  

 
An employee in receipt of a positive test result for the COVID-19 virus must notify their 
manager/supervisor immediately (see Appendix C).  
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Appendix A 
 

Symptoms of COVID-19 
 
 
The symptoms of COVID-19 are similar to other respiratory illnesses including the flu and 
common cold. The most common symptoms of COVID-19 include: 
 

 Fever (average normal body temperature taken orally is about 37°C) 

 Chills 

 Cough or worsening chronic cough 

 Shortness of breath 

 Sore throat 

 Loss of sense of smell or taste 

 Headache 

 Fatigue 

 Diarrhea 

 Loss of appetite 

 Nausea or vomiting 

 Muscle aches 
 
While less common, symptoms can also include: 

 Stuffy nose 

 Conjunctivitis (pink eye) 

 Dizziness, confusion 

 Abdominal pain 

 Skin rashes or discoloration of fingers or toes. 
 
Symptoms can range from mild to severe. Sometimes people with COVID-19 have mild illness, 
but their symptoms may suddenly worsen in a few days. 
 
Testing is recommended for anyone with the above symptoms. Some symptoms can also be 
signs of other conditions. If you are unsure, contact your health care provider or call 8-1-1.   
 
If you develop symptoms, you will need to self-isolate while you wait for your test results so you 
do not potentially spread illness to others. 
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Appendix B 
 

Maximum Room Occupancy 
 

1. Council Chambers:       Fifteen (15) people  

2. Arbutus Room:       Seven (7) people 

3. Dogwood Room:       Six (6) people 

4. Oak Room:        Three (3) people 

5. Reception Area (Town Hall):     Three (3) people 

6. Town Hall Gym:       Three (3) people 

7. Staff Washrooms (Town Hall):    One (1) person 

8. Staff Lunch Room (Town Hall):   Six (6) people 

9. Public Washrooms (Town Hall):   One (1) person 

10. Parks Meeting Room:     Eleven (11) people 

11. Parks Locker Room:     Six (6) people 

12. Parks Washroom:     One (1) person 

13. Parks Lunch Room:     Twelve (12) people 

14. Public Works Lunch Room:    Fourteen (14) people 

15. Public Works Locker Room:    Six (6) people 

16. Public Works Washroom:    One (1) person 

17. Reception Area (Driver Services):   Three (3) people 

18. Fire Department Turnout Gear Room:  Four (4) people 

19.  Fire Department Alarm Room:   Three (3) people 

20.  Blue Card Training Room:    Eight (8) people 

21. Training Room 1:     Five (5) people 

22.  Training Room 2:     Twelve (12) people 

23. Fire Department Kitchen:    Eleven (11) people 

24. Fire Department Gym:    Six (6) people 

25.  Fire Department Locker Room:   Four (4) people 
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Appendix C 
 

Positive COVID-19 Test 
 
The Vancouver Island Health Authority (VIHA) will provide guidance in the case of a 
positive COVID-19 test for an employee or a close contact of an employee. The Town will 
defer to the following procedure as we wait for instructions from VIHA.  
 
1)  Employee calls manager/supervisor and informs them that they, or someone they have 

had close contact with, have tested positive for COVID-19.  
 

If a health authority contacts the Town directly to let us know we’ve had a positive case, 
the manager/supervisor must contact the Occupational Health & Safety Officer (Safety 
Officer) and the Chief Administrative Officer (CAO) to coordinate any necessary actions. 
 

2)  Manager informs employee that the CAO will contact them immediately. In preparation 
for that phone call, the manager asks the employee to gather information (the employee 
will have this information readily available, as VIHA collects similar information for their 
contact tracing):  

 

✓  Last day at work  

✓  First day the employee experienced any symptoms of illness  

✓  A list of work locations visited 48 hours before experiencing symptoms until their last 

day at work  

✓  A list of employees that they were in close contact with, 48 hours before experiencing 

symptoms up until their last day at work (close contact is defined as being within 
approximately 6 feet of a COVID-19 case for a prolonged period of time – 15 minutes 
or longer)  

 
Manager asks employee to follow medical recommendations and states requirement to 
provide medical clearance directly to the Manager prior to returning to work. (The 
Manager will provide the documentation to the CAO and Safety Officer, who will 
determine if the medical documentation is sufficient).  

 
3)  Manager works with the Safety Officer to identify work areas that need to be restricted to 

co-workers/public. The Safety Officer arranges appropriate workplace deep cleaning 
treatment with Facilities. The Safety Officer determines when area is safe for use again.  

 
4)  Manager works with the CAO and Safety Officer to appropriately inform the “close 

contact” staff that they have been in close contact with a co-worker that has tested 
positive. Staff are told to immediately go home (with pay through Pandemic Leave) and 
to call 8-1-1 or their doctor to determine next steps. Employees must contact their 
Manager to inform him/her of medical direction (cleared, 14-day self-isolation, testing 
required, etc.). Employees informed of EFAP services for support.  

 
It is more likely that “close contact” staff will self identify, as they would have received a call from 
Island Health and received instruction on steps to follow.  
 
Steps 1-4 should be completed ASAP within a maximum of 24 hours.  
5)  Manager meets with their entire section/work group with HR representative to 

calm/support/answer questions.  
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Appendix D 
 

Poster Checklist 
 

 


