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1. Scope 

This Covid-19 Safety Plan applies to all District of Kitimat employees who 
could be exposed to the COVID-19 virus while doing their assigned work. 
 

2. Statement of Purpose 

The District of Kitimat is committed to providing a safe and healthy 
workplace for all of our employees. A combination of preventative 
measures will be used to minimize worker exposure to the COVID-19 
virus, including the most effective control technologies available. Our work 
procedures will protect not only our employees, but also other workers 
and/or the public who enter our facilities.  All employees must follow the 
procedures outlined in this plan to prevent or reduce exposure to the 
COVID-19 virus. 
 
The purpose of this Safety Plan is to protect employees from harmful 
exposures to the COVID-19 virus, to reduce the risk of infection in the 
event of an exposure, and to comply with Provincial orders regarding the 
development and posting of a Covid-19 Safety Plan. 
 
The District of Kitimat 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 its employees.   
 
The District of Kitimat will follow direction and controls as specified by the 
BCCDC, the Ministry of Health, WorkSafe BC, and the Provincial or 
Northern Health Medical Health Officer. 

 

3. Acronyms 

BCCDC – British Columbia Centre for Disease Control 

ECP – Exposure Control Plan 

EOC – Emergency Operations Centre 

MHO - Medical Health Officer 
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PHAC – Public Health Agency of Canada 

PPE – Personal protective equipment 

SWP – Safe work procedures 

WHO – World Health Authority 

4. Responsibilities

District of Kitimat 

• Ensure that the materials (i.e. gloves, alcohol-based hand rubs, washing 
facilities, respiratory protection [i.e. cloth masks, disposable masks] and 
other resources - such as worker training materials required to implement 
and maintain the plan) are readily available where and when they are 
required. If due to supply chain disruption, and the District of Kitimat 
becomes unable to obtain the necessary resources, the District of Kitimat 
will advise the appropriate emergency agency and re-evaluate this plan;

• Select, implement and document the appropriate site-or scenario specific 
control measures;

• Ensure that supervisors and employees are educated and trained to an 
acceptable level of competency;

• Ensure that employees use appropriate personal protective equipment 
(i.e., gloves, gowns, eye protection, masks or respirators when required);

• Conduct a periodic review of the plan’s effectiveness;

• Maintain records as necessary;

• Ensure that a copy of the Safety Plan is available to Directors, Supervisors 
and employees and posted in all facility locations.

• Through the EOC or Administration, modify service models and levels,
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using a risk based approach, unless otherwise ordered by national, 
provincial or local health authority; 

• Ensure Directors /Supervisors follow the direction of the EOC
Administration.

OHS Advisor 

• Ensure the Safety Plan is developed, reviewed annually and updated as
necessary;

• Support the development of supporting resources (such as Toolbox
talks, Pre-start meetings, FAQs, posters, SWPs);

• Assist with the risk assessment process and consult on risk controls, as
needed;

• Be familiar with the factors used to assess risks associated with Covid-19.

Directors and/or Designate 

• Assess the risk(s) related to the COVID-19 virus for the positions under
their management;

• Ensure that awareness and information resources are shared with
employees;

• Ensure that training, SWPs, PPE and other equipment are provided as
required.

Supervisors/Crew Leaders 

• Assess the risk(s) related to the COVID-19 virus for the positions under
their supervision;

• Share awareness and information resources with employees;

• Provide or arrange for training, SWPs, PPE and other equipment as
necessary;
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• Ensure employees have been trained on the selection, care, maintenance 
and use of any PPE, including fit testing for those employees who may be 
issued a respirator that requires fit testing (i.e. N95, Half Face/ Full Face 
Mask)

• Direct work in a manner that eliminates and if not possible, minimizes the 
risk to employees;

• Ensure employees follow SWPs, and utilize PPE as required;

• Share information regarding worker concerns with Directors and/or 
Designate.

All Employees 

• Read awareness and information resources, ask questions and follow-up 
with supervisor/crew leader to ensure understanding and adherence;

• Take part in training and instruction;

• Review and follow related SWPs;

• Selection, care, maintenance and use any assigned PPE as trained and 
instructed;

• Take part in fit testing if issued a respirator that requires fit testing

(i.e. N95, Half Face/ Full Face Mask)

• Understand how exposure can occur and when and how to report 
exposure incidents;

• In unwell, stay at home and contact 8-1-1 for further direction;

• Avoid touching their face;

• Practise social distancing by working at least 2 metres apart from co-
workers whenever possible;
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• Rely on information from trusted sources including the District of
Kitimat, Northern Health, BCCDC, PHAC and WHO.

Kitimat Fire may have additional or different responsibilities/protocols. 
These will be documented in the appropriate departmental documents. 

5. Risk Identification and Assessment

Covid-19 Virus 

The COVID-19 virus is transmitted via larger liquid droplets when a 
person coughs or sneezes. The virus can enter through these droplets 
through the eyes, nose or throat if an employee is in close contact with a 
person who carries the COVID-19 virus. The virus is not known to be 
airborne (e.g. transmitted through the particles floating in the air) and it 
is not something that comes in through the skin. The COVID-19 virus can 
be spread by touch if a person has used their hands to cover their mouth 
or nose when they cough or sneeze. 

Droplet Contact: Some diseases can be transferred by large infected 
droplets contacting surfaces of the eye, nose, or mouth. For example, 
large droplets that may be visible to the naked eye are generated when a 
person sneezes or coughs. These droplets typically spread only one to 
two metres and are too large to float in the air (i.e. airborne) and quickly 
fall to the ground. Influenza and SARS are two examples of diseases 
capable of being transmitted from droplet contact. Currently, health 
experts believe that the COVID-19 virus can also be transmitted in this 
way. 

Airborne transmission:  This occurs when much smaller evaporated 
droplets or dust particles containing the microorganism float in the air for 
long periods of time. Transmission occurs when others breathe the 
microorganism into their throat or lungs. Currently, health experts believe 
that the COVID-19 virus cannot be transmitted through airborne 
transmission. 
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6. Risk Assessment

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 to our
workers, depending on their potential exposure in the workplace.

Attachment CSP-001: Risk Assessment document utilized for assessing the
level of risk and controls in place for all workers through all 4 stages of re-
opening.

Low Risk Moderate risk High risk 

Workers who typically 
have no contact with 
people infected. 

Workers who may be 
exposed to infected 
people from time to 
time in relatively 
large, well-ventilated 
workspaces  

Workers who may have 
contact 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 
workers. 

Aprons, 
gowns, or 

similar 
body 

protection  

Not required Not required Yes, in some cases, 
such as when working 
directly with infected 
workers. 

Eye 
protection 
– goggles

or face
shield 

Not required Yes, in some cases, 
such as when working 
directly infected 
workers. 

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

Respiratory 
Protection- 
cloth mask, 

Surgical 
mask, KN95, 

Yes (minimum is a 3-
layer cloth mask and/or 
surgical mask)  

Reference facility or 
task specific risk 

Yes (minimum is a 3-
layer cloth mask and/
or surgical mask) 

Reference facility or 
task specific risk 

Yes (minimum is a 3-
layer cloth mask and/or 
surgical mask)  

Reference facility or 
task specific risk 
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N95, Half 
Face, Full 

Face  

assessment for further 
details  

assessment for further 
details 

assessment for further 
details 

Risk Control 

The Regulation requires that the District of Kitimat implement infectious 
disease controls in the following order of preference: 

Controls used to mitigate the risks of exposure include: 
• Elimination
• Engineering Controls
• Administrative Controls
• Education and Training
• Safe Work Practices
• Personal Protective Equipment

Elimination of face-to-face contact is the best control possible. Controls 
would include distance control at reception counters, relying on phone, 
email or regular mail to answer public questions and limiting the number 
of people in the workplace at any given time. Work spaces are configured 
in such a manner that allows for at least 2m (6ft) distancing between co-
workers. As reasonably practicable, conducting financial transactions by 
electronic means rather than cash or cheque. Work rotations have been 
established to allow for working from home where possible. Occupancy 
limits have been established for break and meeting rooms. 

Engineering controls include physical barriers such as Plexiglass 
(installed at all facility locations), which limit personal human contacts. 

Administrative controls include posters or bulletins that outline hand 
washing and cough/sneeze etiquette. Allowing a reasonable personal 
distance space to reduce human-to-human transmission. An increase in 
cleaning frequencies for shared work surfaces and equipment, including 
DoK operated vehicles. SWP that outlines best practices and specific 
requirements for safe handling of tools and equipment. Risk assessment 
orientations and training for all employees. Mandating that a face mask 
(i.e. cloth, surgical) must be worn in all indoor District of Kitimat facilities 
as per the Provincial Health Officer and the DoK Covid-19 Mask Policy-
Attachment CSP-008:   
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Personal Protective Equipment is the last resort of mitigation such, as 
wearing of masks, respirators, coveralls, gloves, goggles and/or face-
shields. The use of PPE is required when working in close proximity to 
other workers or members of the public where 2m (6ft) distancing is not 
practical or feasible due to the nature of the work. 

7. Safe Work Practices

Hand Hygiene 

Hand washing, proper coughing and sneezing etiquette, and not touching 
your face are the key to the prevention of transmission and therefore 
minimize the likelihood 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” with soap and water for at least 20 
seconds (the time it takes to hum the “Happy Birthday” song twice). If 
soap and water is not available, use an alcohol-based hand rub to clean 
your hands. 

“Often” includes: 

• Upon arriving and when leaving work
• After coughing or sneezing
• After bathroom use
• When hands are visibly dirty
• Before, during and after you prepare food
• Before eating any food (including snacks)

“Well” means: 

• Wet hands and apply soap
• Rub hands together vigorously for at least 20 seconds ensuring the

lather covers all areas – palm to palm, back of hands, between fingers,
back of fingers, thumbs, fingernails (using palm) and wrists



Covid-19 Safety Plan
• Rinse hand thoroughly with water
• Dry you hands with paper towel (or a hand dryer), use the paper

towel to turn off the tap and open the door, dispose of the paper
towel

Additionally: Avoid touching your eyes, nose or mouth with unwashed 
hands 

Attachment CSP-002: Reference document for Handwashing and Hand 
Hygiene tips. 

Note: For facility or task specific SWP please contact your facility Director 
and/or supervisor. 

Cough/Sneeze etiquette 

All employees are expected to follow cough/sneeze etiquettes, which are a 
combination of preventative measures that minimizes the transmission of 
diseases via droplet or airborne routes.  Cough/sneeze etiquette includes 
the following components: 

• Cover your mouth and nose with a sleeve or tissue when coughing or
sneezing to reduce the spread of germs;

• Use tissues to contain secretions, and immediately dispose of any
tissues you have used into the garbage as soon as possible and wash
your hands afterwards;

• Turn your head away from others when coughing or sneezing

Use of cloth or surgical masks 

Cloth and/or Surgical masks must be used by all personnel to prevent 
transmission to other people. These masks help keep a person’s droplets 
in and to protect others from the risk of getting infected. 

The use of a surgical mask is required when working in close proximity to 
other workers or members of the public where 2m (6ft) distancing is not 
practical or feasible due to the nature of the work.  
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Use of KN95 or N95 Respirators 

A KN95 or N95 mask is a protective barrier that is worn on the face, 
covers at least the nose and mouth, and is used to contain large droplets 
generated during coughing and sneezing.  These masks help minimize the 
spread of potentially infectious material. A KN95 and N95 masks must 
be fit tested. 

Workers must follow all manufacture recommendations including being 
clean shaven when wearing a KN95 or N95 mask with the exception being 
during the use of a cloth or surgical mask. Workers must be clean shaven 
before the start of work, which enables the respirator to seal to the users 
face more effectively.  

Note: Kitimat Fire Department (KFD) will have additional responsibilities 
and will follow all applicable internal Operational Guidelines (OG’s) as it 
relates to PPE. 

Attachment CSP-003: About the Coronavirus Disease (Covid-19) 

Attachment CSP-004: First aid attendant procedure 

Additional Safe Work Practices 

The District of Kitimat is developing additional safe work procedures as 
part of the COVID-19 response.  

8. Six - Step Safety Plan Process

Assessing the risks 

The District of Kitimat has involved the Joint Occupational Health Safety 
Committee (JOHSC), employees and supervisors when assessing all 
workplaces and site-specific activities through the use of Risk 
Assessments.  The Risk assessment process has identified: 
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• Areas where employees gather such as conference rooms and break
rooms;

• Job tasks or processes where workers conduct work in close proximity
less than 2m (6ft) or interact with members of the public;

• Tools, machinery and equipment that workers share when working;

• Surfaces that people touch often, such as doorknobs, light switches,
front counters.

Protocols implemented to reduce the risk 

The District of Kitimat has selected and implemented protocols to 
minimize the risks of transmission. The following has been utilized for 
information, input and guidance: 

• WorkSafeBC Covid-19 Industry safety – Phase 1 (Construction, Health
care, Municipalities, Retail);

• Joint Occupational Health Safety Committee (JOHSC), employees and
Supervisors;

• Orders and notices issued by the provincial health officer that are
relevant to municipal activities.

The District of Kitimat has also gone to great measures to reduce the risk 
of surface transmission through effective cleaning and hygiene practices.  

• Workplace handwashing facilities for all workers;

• Communication regarding good hygiene practices, along with
handwashing and respiratory etiquette posters and bulletins;

• Implemented cleaning protocols for all common areas and surfaces (i.e.
washrooms, tools, vehicle interiors, office equipment, light switches
and door handles;
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• Clearly identified cleaning product to be utilized (Oxiver) along with
safe handling requirements.

Program Developed  

The District of Kitimat has a comprehensive Occupational Health and 
Safety Program that has well developed polices to manage the workplace, 
including how to address illness that arises in the workplace and how 
workers can be kept safe in adjusted working conditions. 

Our program ensure that workers showing symptoms of Covid-19 are 
prohibited from the workplace, which include: 

• Direction to self-isolate if anyone has symptoms of Covid-19;

• Direction to self-isolate if anyone has arrived from outside of Canada or
who has had contact with a confirmed case of Covid-19.

• Visitors are prohibited or limited in the workplace.

• First aid attendants have been provided OFAA protocols for use during
Covid-19 pandemic.

• Workers provided with a policy regarding Vehicle use during pandemic.

Communication Plans and Training 

The District of Kitimat in response to the Covid-19 virus has established 
the following means of sharing information across the organization: 

• District of Kitimat internal staff emails
• District of Kitimat webpage
• Covid-19 working committee
• Covid-19 Information page
• Posters and information bulletins posted
• Risk Assessment orientations for all employees
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Additionally, the OHS advisor and Joint Occupational Health and Safety 
committee (JOHSC) is working with various departments to create safe 
work procedures and provide training as needed in collaboration with 
Supervisor and Managers. 

Monitoring the workplace and making updating 

The District of Kitimat will continue to monitor all facilities and the 
return to work of all employees. If there is an area of concern or 
something is shown not to be effective, the DOK will make the 
necessary changes to update policies and procedures. Joint 
Occupational Health Safety Committee (JOHSC), employees and 
supervisors will be involved in this process. 

Assessing and addressing risks from resuming operations 

The District of Kitimat will continue to assess and address all risk 
associated with resuming operations. The DOK is using a four (4) stage 
approach in regards to resuming operations. A risk assessment will be 
developed in conjunction with each progressing stage and the 
associated risks and required controls will be established. Joint 
Occupational Health Safety Committee (JOHSC), employees and 
supervisors will be involved in this process. 

9. Health Monitoring

Workers who are experiencing symptoms of COVID-19 or who are
concerned that they may have come into contact with someone who may
be ill, are to take the following actions:

1. Report the incident to your supervisor.
2. Call BC’s Health Link at 8-1-1 to share information regarding the

incident and determine if any action needs to be taken.

Note: Employees are encouraged to utilize the BC Covid-19 Self-assessment Tool 
prior to reporting to work.  https://bc.thrive.health/covid19/en 

https://bc.thrive.health/covid19/en
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If you’re feeling stressed or worried, please remember that all District of 
Kitimat employees and their eligible dependents have access to an 
Employee and Family Assistance Program (EFAP) through Homewood 
Health.  

10. Record Keeping

Records shall be kept as per the District of Kitimat’s already established
processes.

11. Attachments

• Risk assessment template for assessing risk and controls (Attachment: CSP-001)
• Handwashing and hand hygiene tips (Attachment: CSP-002)
• About the coronavirus disease- Covid-19 (Attachment: CSP-003)
• First aid attendant procedure (Attachment: CSP-004)
• SWP: Vehicle use during Covid-19 pandemic (Attachment: CSP-005)
• Direction on the use of masks (Attachment: CSP-006)
• Policy: Return to work plan during the Covid-19 Pandemic (Attachment: CSP-007)
• DoK Covid-19 Mask Policy (Attachment: CSP-008)
• WorkSafe BC - Mask are mandatory poster ( Attachment: CSP-009)
• Employee Daily Health Check (Attachment: CSP-010)
• Confirmation of Employee Health Check (Attachment: CSP-011)
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Date of Initial Assessment: Location: 

Revision number: Assessment Activity:            

Revision Date: Prepared by:

Item # Activity Hazards
Likelihood with 

No Controls 
Pre-control 

Hazard Rating 
Risk controls and Strategies 

Likelihood with  
Controls 

Post-control 
Hazard Rating 
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Likelihood with 

No Controls 
Pre-control 

Hazard Rating 
Risk controls and Strategies 

Likelihood with  
Controls 

Post-control 
Hazard Rating 





Help prevent the
spread of COVID- 19

20
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t
seconds

Wash your hands often with soap and water for
20 seconds. lf soap and water aren't available,
use an alcohol-based hand sanitizer"

Wash your hands:
. When you arrive at work
. Before and after going on a break

. After using the washroom

. After hand!ing cash or other materials that have come
into contact with the public

. Before and after handling shared tools and equipment

. Before and after using masks or other personal
protective equipment

a

I I D t
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ABOUT CORONAVIRUS DISEASE (COVID-19)
COVID-19 is an illness caused by a coronavirus. Human coronaviruses are common and are typically associated 
with mild illnesses, similar to the common cold.

Symptoms of human coronaviruses may be very mild or more serious, such as:

Symptoms may take up to 14 days to appear after exposure to the virus.

Coronaviruses are most commonly spread from an infected person through:

ff respiratory droplets when you cough or sneeze

ff close personal contact, such as touching or shaking hands

ff touching something with the virus on it, then touching your eyes, nose or mouth before washing your hands

These viruses are not known to spread through ventilation systems or through water.

The best way to prevent the spread of infections is to:

ff wash your hands often with soap and water for at least 20 seconds;

ff avoid touching your eyes, nose or mouth, especially with unwashed hands;

ff avoid close contact with people who are sick;

ff cough and sneeze into your sleeve and not your hands; and

ff stay home if you are sick to avoid spreading illness to others.

COUGHFEVER DIFFICULTY BREATHING

KNOW THE FACTS

For more information on coronavirus:
1-833-784-4397
canada.ca/coronavirus
phac.info.aspc@canada.ca

CSP-003

mailto:phac.info.aspc@canada.ca
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SAFE OPERATING PROCEDURES 

FIRST AID PROTOCOLS DURING COVID-19 PANDEMIC 

Prepared By Authorized By  Signature 

David Faria Marli Penner 

Revision 
# 

 Date Description Prepared By Authorized 
By 

0 June.-2020 Initial release OHS Advisor Marli Penner 

Objective 

To provide guidelines through a Safe Operating Procedure (SOP) for all District of 
Kitimat (DOK) occupational first aid attendants who continue to provide 
treatment to workers as necessary throughout the COVID-19 pandemic. This 
document outlines additional precautions such as physical distancing, hand 
hygiene and disinfection of PPE. 

Applicable Work Areas 

This SOP applies to all personnel who facilitate first aid treatment on behalf of the 
District of Kitimat. 

Note: This Standard Operating Procedure (SOP) does not apply to the Kitimat Fire 

Department (KFD) who will follow all applicable internal policies and BCEHS 

procedures. 

Note: This Standard Operating Procedure (SOP) would apply to any first aid 

attendants who facilitate first aid for members of the public (patrons). 

Note: Aquatic center lifeguards will follow all applicable guidelines and best 

practices set forth by the lifesaving society.  

CSP-004
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Scene Assessment 

If possible, before responding or facilitating first aid, gather the following 
information:  

 What are the circumstances surrounding the call for assistance or need
for first aid treatment;

 Are critical interventions likely required? If so, call 911 immediately;

 Are there any obvious signs of COVID-19? Attempt to collect information
from patient if possible and practical;
Note: You may have to pass this information on to primary care

paramedics (911).

 If patient is stable, not in distress but has mild COVID-19 symptoms,
instruct the patient to contact 8-1-1 for further direction;
Note: Patient must be given a surgical mask to help prevent the spread

of COVID-19.

 If the patient is having difficulty breathing, call 911 immediately;

 If no critical interventions are required, if possible and appropriate,
interview the patient from at least 2m (6ft.) and ask the following
questions:

 Is anyone in your household sick or in self-isolation due to COVID-
19 or suspected COVID-19?

 Have you been in contact with anyone who has been sick with
COVID-19?

Primary Assessment 

When the first aid attendant arrives on scene or the patient arrives at first aid, 
assess the situation and ask: 

 Does the patient have a minor injury that the patient can self-treat while
the first aid attendant provides direction and supplies;

 If yes, direct the patient to self-treat per the attendants direction;
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 Alternative options may include a patron caregiver or family member
administering first aid treatment with attendant’s direction (i.e. direct
pressure to a wound, cleaning and bandaging).

 Regardless of direct or indirect contact, proper hand hygiene is
important following all first aid treatment.

Direct Patient Care 

First aid attendants who provide direct patient care (within 2m) must don the 
appropriate level of personal protective equipment (PPE) for the situation. PPE 
could include the following items:  

 Surgical mask;
 Face shield or safety eyewear ( safety glasses or goggles);
 Gloves;
 Coveralls (disposable or washable);
 Patients can don either a surgical mask or clear face shield.

If critical interventions are required and there is no way of determining background 
information, anyone providing close assistance (2m or closer) must don appropriate 
PPE. Access to the patient must be limited to the number of people required to deal 
with the critical intervention. This will help prevent exposure to others. 

CPR and AED Protocols 

First aid attendants should: 

 Perform compression-only CPR during the COVID-19 pandemic;

 Utilize additionally trained first aid attendants (with required PPE) to
change places while performing compressions (every minute).

Note: Performing continuous compressions at a rate of 100 per minute

will be fatiguing with full PPE on.
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Upon approaching the scene the first aid attendant will: 

 Conduct a scene assessment and don the appropriate PPE;

 Once PPE is on, the attendant approaches the patient and applies
appropriate PPE on them (i.e. clear face shield) and ensures an open
airway.

If no air movement is felt, the attendant must start continuous chest compressions 
at a rate of 100 per minute.  

AED 

While providing compression-only CPR, when and if an AED becomes available: 

 Stop compressions and prepare the patients chest;

 Apply AED pads and allow AED to analyze;

 After no shock or shock advised, give 2 minutes of compression only
CPR;

 Repeat cycles of analyze/shock or no shock and 2 minutes of
compression only CPR until medical aid arrives.

Scenario 1: Self-Treatment with Direction 

A first aid attendant receives a visit from a worker who has injured their hand. The 
attendant collects as much information about the severity of the injury as possible. 
The injury is deemed to be minor with no other concerns (attendant maintaining 2m 
distance). The attendant asks the patient: 

 Is anyone sick or in self-isolation in your household due to COVID-19?

 Are you able to administer first aid to yourself if direction is given on
what to do and how to do it;

After the attendants has conducted the interview, the attendant visually assesses 

CPR 
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the patient and the wound from a distance and asks the patient about underlying 
conditions relating to the injury. The attendant then places the required first aid 
supplies on a surface 2m from the patient and directs the patient to pick up and 
apply the supplies. The attendant then verbally conducts a modified secondary 
survey and documents the findings. 

Scenario 2: First Aid Treatment with an Intervention 

A first aid attendant receives a call about a worker who has been struck in the head 
and is unresponsive. The attendant immediately ensures that 911 is called. On 
approaching the scene, the attendant conducts a scene assessment and dons the 
appropriate PPE (i.e. surgical mask or face shield, gloves, etc.) Once the PPE is on, 
the attendant approaches the patient and places the appropriate PPE (i.e. clear face 
shield) on patient prior to conducting the primary survey and performing any critical 
interventions that are required. The attendant positions the patient in the three-
quarter-prone position to ensure the airway is open and no further interventions are 
needed. Only one person (the attendant) needs to be in contact with the patient; all 
others stay 2m away. The attendant monitors the patient until the ambulance 
arrives.  

Cleaning of Reusable PPE

Remove and wash any PPE that is not disposable (i.e. face shield, goggles) and 
prepare for cleaning and disinfecting  

 Don a new pair of gloves;

 Using a clean cloth, wipe with soap and water, cleaning from the inside
to the outside;

 Rinse with water and remove any excess water;

 Using disinfectant wipes, carefully wipe the interior than exterior of PPE;

 Rinse equipment with tap water. Allow to air dry;

 Remove gloves and perform hand hygiene;

 Store PPE in designated clean area.
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SAFE OPERATING PROCEDURES 

        VEHICLE USE DURING COVID-19 PANDEMIC 

Prepared By Authorized By    Signature 

David Faria Marli Penner 

Revision 
# 

 Date Description Prepared 
By 

Authorized 
By 

0 Apr 7, 2020 Initial release OHS Advisor Marli Penner 

1 Jun 10, 2020 • Clarifies the use of
respiratory protection
when transporting
multiple workers

OHS Advisor Marli Penner 

Objective 

To provide guidelines through a Safe Operating Procedure (SOP) for all District of 
Kitimat (DOK) employees who operate a DOK vehicle and play a critical role in 
ensuring the District of Kitimat maintains service levels throughout this 
pandemic.  

Applicable Work Areas 

This SOP applies to all personnel who operate a DOK vehicle on behalf of the 
District of Kitimat. 

Note: This Standard Operating Procedure (SOP) does not apply to the Kitimat Fire 
Department (KFD) due to the configuration of their ambulances. KFD members 
will follow all applicable internal policies and BCEHS procedures. 

CSP-005
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DOK Work Vehicles 

The sharing of work vehicles must be minimized as reasonably practicable. 
Whenever possible, workers should travel alone in their work vehicles in order to 
maintain and practice physical distancing. 

Where not possible or practical, additional workers may travel in the same vehicle 
provided all workers are wearing some form of respiratory protection (minimum 
requirement is a surgical mask) along with practicing all other controls in this 
SWP including but not limited to proper hand hygiene and frequent vehicle 
sanitation. 

Cleaning Frequency 

• Vehicles must be cleaned and disinfected before and after use. Emphasis
of cleaning must be on high touch areas such as steering wheels, gear
shifters, radios, handles, arm rests and seat belts.

• The preferred cleaning product to be used for cleaning and disinfecting is
Oxivir or a comparable substitute.

• Oxivir contains Accelerated Hydrogen Peroxide (AHP) that rapidly kills
common pathogens such as viruses and bacteria effectively.

 Note: Ensure product sits on surfaces for a minimum of 1 minute
to ensure disinfection can occur before wiping.

 Note: If vehicle compartment components such as dashboard or
steeling wheel begin showing signs of discoloration notify your
supervisor immediately.

Required Hygiene Practices 

• Practice respiratory etiquette (coughing / sneezing into elbow or tissue).

• Avoid touching your face.

• Hand washing for 20 seconds using hot water and soap or an alcohol
based hand sanitizer if soap/water is unavailable during a shift.
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elp prevent the spread of COV D-19: How to use a mask

ani a a a 
l�1 o(]iii) o �
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� 
Wash your hands with 

soap and water for at 

least 20 seconds before 

touching the mask. If 

you don't have soap and 

water, use an alcohol

based hand sanitizer. 

Put the loops around 

each of your ears, or 

tie the top and bottom 

straps. 

a 

Don't wear the mask if it 

gets wet or dirty. Don't 

reuse the mask. Follow 

correct procedure for 

removing the mask. 

�CJiiiD 

Inspect the mask to 

ensure it's not damaged. 

Make sure your mouth 

and nose are covered 

and there are no gaps. 

Expand the mask by 

pulling the bottom 

of it under your chin. 

Turn the mask so the 

coloured side is facing 

outward. 

a 

Press the metallic strip 

again so it moulds to the 

shape of your nose, and 

wash your hands again. 

Put the mask over your 

face and if there is 

a metallic strip, press 

it to fit the bridge of 

your nose 

a 

Don't touch the mask 

while you're wearing it. 

If you do, wash your 

hands. 

Note: Graphics adapted from BC Centre for Disease Control (BC Ministry of Health), "How to wear a face mask." 
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 POLICY-PROCEDURE MANUAL 

Return to Work Plan During the COVID-19 Pandemic 

Page 1 of 3 

Prepared By: Authorized By: Date of Issue: 

Marli Penner        Warren Waycheshen June 08, 2020 

Special Background: 

The District of Kitimat has developed a Return to Work Plan (Plan) now that the pandemic curve 
is flattening. 

This Plan represents the minimum standards that employers must meet based on the 
information from the Provincial Health Officer (PHO), the Ministry of Health, the Province of BC 
and WorkSafe BC. The District of Kitimat will continue to take direction from the advice of the 
PHO and the Provincial Government.  

To develop this Plan, a risk assessment 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 help reduce transmission. The application of these control measures will 
assist in mitigating potential hazards to maintain a safe workplace. 

The District of Kitimat has focused on non-PPE controls being put in place, specifically physical 
distancing and information signage/bulletins outlining specific employee requirements. 

To address COVID-19 health and safety concerns in the workplace, the Chief Administrative 
Officer (CAO), or Directors as directed by the CAO, will be communicating updates in respect to 
the pandemic response and any changes to necessary steps or actions required. 

Purpose: 

To provide guidance for employees returning back to work during the COVID-19 worldwide 
pandemic. 

Scope: 

This policy applies to all employees, including exempt staff and Council, Unifor Local 2300 
members, IAFF Local 1304 members, summer students, committee members and volunteers. 

Principles: 

1. STAYING INFORMED

a) Employees are encouraged to stay up-to-date and informed on the pandemic and follow
public health advice, as information may change from time to time. It is important to use
trusted sources such as the BCCDC, Ministry of Health, Northern Health, and Health
Canada.

CSP-007
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2. SELF MONITORING:

a) Pre-mitigation, including reporting and self-screening, will help to identify possible
COVID-19 positive employees and proactively remove risks that they could inadvertently
introduce coronavirus into the workplace.

b) Employees with COVID-19 symptoms must stay home and contact 8-1-1 for further
direction and report that direction to your supervisor.  Employees will not be permitted
back into the workplace until cleared by a physician or negative test result.

3. PHYSICAL DISTANCING:

a) 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, even in cases when people do not display symptoms of COVID-19.

b) Access to District of Kitimat workplaces should be limited and alternative methods, such
as video or conference calls, be used for conducting business to prevent close personal
contact

c) Lunchrooms, break rooms, boardroom, reception and common areas will be arranged to
follow physical distancing practices.

d) Employees should remain in their primary work site and not visit other work sites unless
absolutely necessary.

e) Should a task require close personal contact, appropriate PPE and additional mitigation
measures must be considered and discussed with your supervisor.

f) Only essential business travel should be considered until further notice.

g) If there are cases where, in a shared workspace, physical distancing cannot be
maintained, a more comprehensive risk assessment should be undertaken in
collaboration with the OH&S Advisor and Joint Health and Safety Committee Rep.
Consideration will be given to the type of task(s), and whether there are alternative
solutions.

4. PERSONAL HYGIENE

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

b) Proper respiratory etiquette should also be followed.

c) Touching your face, including eyes, nose or mouth should be avoided and hands
washed or sanitized following such touching.

5. ENHANCED CLEANING/DISINFECTING:

a) Janitorial services have been increased and employees should disinfect common areas
and other high touch surfaces before and after use.
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b) Employees should ensure regularly touched surfaces are disinfected frequently within
their own workspace(s). Follow the proper procedural guidelines outlined in your
department area Risk Assessment or SWP.

6. SHARED WORKSPACES/EQUIPMENT INCLUDING VEHICLES:

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

b) The need to share workspaces and equipment will be minimized as reasonably practical.

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

d) Limit the exchange of papers. Where possible, share documents electronically.

e) Employees who use municipal vehicles must ensure that high contact surfaces within
the vehicle are routinely disinfected. Follow the proper procedural guidelines outlined in
the SWP- Vehicle use during Coivd-19 Pandemic.

7. PERSONAL PROTECTION EQUIPMENT (PPE)

a) PPE specific for the task at hand will be determined and provided by the supervisor in
accordance with WorkSafe BC regulations, including fit testing where required.  Surgical
masks are available for employees who prefer to wear this optional method of PPE for
their own comfort.

b) Firefighters will adhere to PPE requirements as specified by BCEHS.

8. STRESS/ANXIETY/MENTAL HEALTH AWARENESS

a) Practice self-care. Emotional stress, anxiety or concern is natural under the present
circumstances. Anyone who feels they are experiencing negative mental health
implications should seek assistance as soon as possible from Homewood Health at 1-
800-663-1142.

Documentation, Training, and Concerns 

1. Department heads or delegates will train employees on the policies, practices, and
procedures due to the COVID-19 pandemic and keep records of that training.

2. If employees have any concerns, they must discuss them with their supervisor without
delay and may enlist the support of the OH&S Advisor, Joint Health and Safety
Committee representative, or Union representative.



COVID-19 MASK POLICY 

Prepared By Authorized By     Signature 

David Faria Marli Penner 

Revision #  Date Description Prepared By Authorized By 

0 Nov 9, 2020 Initial release OHS Advisor Marli Penner 

1     Dec.1, 2020 Policy updated to reflect the 
mandatory use of masks when 

in indoor public spaces 

OHS Advisor Marli Penner 

PURPOSE 
This policy and related guidelines are meant to supplement the District of Kitimat’s COVID-19 
Safety Plan and provides instruction and guidance on the wearing of masks and face coverings 
for employees of the District of Kitimat.  

The most effective ways to prevent the spread of COVID-19 include: 
 Frequent handwashing.
 Cleaning and disinfecting of work areas.
 Physical distancing - maintaining a distance of two (2) metres or six feet (6’)
 Employees staying at home if they are not feeling well.

Each employee has the responsibility to maintain physical distancing which requires everyone 
to be mindful and proactive when at work. 

The Provincial Government has stated that it is mandatory that people wear masks in all indoor 
public spaces. As part of this, businesses are asked to review their COVID-19 safety plans with 
this in mind.  
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POLICY 
In addition to the controls put in place in all District facilities, employees are mandated to wear 
a mask in any situation or location (indoors or outdoors) where 2m of physical distancing 
cannot be maintained.  

This policy applies to all District employees. 

Employees are required to carry a mask with them at all times while at work, in case of 
unplanned interactions/proximity with others where physical distancing isn’t possible. 

GENERAL MASK REQUIREMENTS 

Situation/Location Masks are 
Mandatory 

Masks are 
Strongly 

Encouraged 

Masks are 
a Personal 

Choice 
Any situation or location where 2m of physical distancing 
cannot be maintained (indoor or outdoor) X 

Inside a DOK vehicle with another staff member or worker X 

Inside a member of the public’s home or business  
(i.e. building inspections, fire code inspections) X 

Publicly-accessible spaces in District facilities         
(i.e. public hallway, foyer, entry, lobby, washroom) X 

Meetings with staff members (physical distancing 
maintained; room occupancy limits followed) 

NOTE: Must wear a mask when in transit or transition from 
one meeting room/office to another. 

X 

Working outdoors and 2m of distance from others is 
maintained. X 

Personal offices or workstations (provided 2m distance 
from others is maintained) X 
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PUBLIC MASK USAGE 
The general public has been mandated by the Provincial Government to wear masks when they 
are inside all indoor public spaces which include District facilities. The District will ensure that 
disposable non-medical masks available to the public.  

The District of Kitimat recognizes there may situations and/or public patrons who refuse to 
comply with the mandatory mask order issued by the PHO on November 24, 2020.  

Staff are encouraged to approach these situations with an abundance of caution and ask them 
a series of questions. Such as: 

 Ask if they are exempt from wearing a face mask.
Exemptions are:

 People with health conditions or with physical, cognitive, or mental impairments
who cannot wear one.

 People who cannot remove a mask on their own.
 Children under the age of 12

 Ask that they wear a mask if they do not meet that exemption. Offer them a disposable
mask if they do not already have one or point out where disposable masks are located.

 Workers are to enforce this policy like any DoK policy.

Note:  Immediately notify your supervisor and/or RCMP if someone becomes threatening or
abusive in response to a request to put on a mask.

REUSABLE AND DISPOSABLE MASKS 
District employees will be issued 2 reusable masks by their supervisor and are responsible for the 
care and maintenance of their masks.  Should additional masks be required, employees are to make 
this request to their supervisor for consideration.  Disposable masks will also be available for use at 
all work locations.  Should an employee prefer to wear a mask of their own, employees are to make 
this request to their supervisor for consideration; masks must not contain offensive or inappropriate 
text, images, or logos including but not limited to profanity or nudity.  

IN-VEHICLE MASKS AND FACE COVERING USE 
All employees who are sharing a vehicle are required to wear a mask.  See ‘Vehicle Use during 
COVID-19’ Safe Operating Procedure – Attachment CSP-005 
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OUTDOOR WORK LOCATIONS 
There may be unique department work or task specific situations where the wearing of non-
medical masks or face coverings will not be required when the 2m physical distancing cannot be 
maintained. These situations will need to be addressed by conducting a situation-specific risk 
assessment with the appropriate parties. Contact the OHS Advisor for further clarification. 

EXCEPTIONS AND CLARIFICATIONS 
If an employee is unable to comply with this policy due to medical reasons, medical 
documentation may be requested by the employer in order to facilitate any accommodations that 
may be required.  An employee must make an accommodation request to their supervisor.  
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Employee Daily Health Check 

1) Are you experiencing any of the following?

Severe difficulty breathing (e.g. struggling to breath or speaking in single words   Yes   No 
Severe chest pain   Yes   No 
Having a very hard time waking up   Yes   No 
Feeling confused   Yes   No 
Losing consciousness   Yes   No 

2) Are you experiencing any of the following?

Mild to moderate shortness of breath   Yes   No 
Inability to lie down because of difficulty breathing   Yes   No 
Chronic health conditions that you are having difficulty managing because of difficulty breathing   Yes   No 

3) Are you experiencing cold, flu or Covid-19 Symptoms, even mild ones?

Symptoms include: Fever*, chills, cough or worsening of chronic cough, shortness of breath, sore 
throat, runny nose, loss of sense of smell or taste, headache, fatigue, diarrhea, loss of appetite, 
nausea and 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. 

*Fever: Average normal body temperature taken orally is about 37°C.

  Yes   No 

4) Travelling?

Have you travelled to any countries outside Canada (including the United States) within the last 
14 days? 

  Yes   No 

5) Providing care

Did you provide care of have close contact with a person with confirmed Covid-19? 

Note: This means you would have been contacted by your health authority’s public health team 

  Yes   No 

Disclaimer: The DoK will not be collecting any personal information about workers, including responses to 
health check questions. The DoK just requires confirmation that an employee daily health check was 
completed. 
Note: If a worker answers yes to any of the above questions, they are to immediately notify their 
supervisor and then contact HealthLinkBC (8-1-1) for further direction. 

(circle one) 

(circle one) 

(circle one) 

(circle one) 

(circle one) 

CSP-010



Confirmation of Employee Daily Health Check 

Name: 

Date: 

I have conducted my daily self-assessment and deem myself fit for work. 

Signature: 

If a worker is not fit for work, they must notify their supervisor immediately. 
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