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GENERAL 
Purpose of the COVID-19 Safety Plan 

The COVID-19 Safety Plan has been developed from the policies outlined in the RDBN 
Pandemic plan, taking into consideration the recommendations of WorkSafeBC to limit 
the spread of COVID-19 and to help ensure the safety of all RDBN employees during 
the COVID-19 pandemic. This plan is subject to change as recommended by the BC 
Provincial Health Authority and WorkSafeBC.  

Authority 

The Regional District of Bulkley-Nechako COVID-19 Safety plan has been constructed 
for the use of all RDBN personnel. It contains procedures and responsibilities in 
accordance and compliance with the following legislation: 

➢ Emergency Program Act 1996; 
➢ Public Health Act 2008; 
➢ Workers Compensation Act, 2019; and, 
➢ Provincial Health Orders as outlined in Appendix 1. 

RESPONSIBILITIES 
Regional District of Bulkley-Nechako 

Occupational Health & Safety (OH&S) Committee 

The OH&S Committee will ensure: 

➢ an adequate supply of cleaning supplies is provided to staff; 
➢ information about effective hygiene etiquette is posted for all staff; and, 
➢ sufficient training is provided for all staff on sanitizing and cleaning procedures. 

Protective Services Department (PSD) Responsibilities 

The PSD will: 

➢ provide updated information of the evolving situation to the Senior Management 
Team; 

➢ ensure all levels of social media, media, information technology are being monitored 
for up-to-date information and what response trends are transpiring locally and 
internationally; 

➢ coordinate and prepare pertinent public information notices for CAO approval; 
➢ ensure the RDBN is compliant and practicing the Pandemic Response Orders and 

recommendations from the Provincial Health Officer; 
➢ coordinate the posting of COVID-19 safety rules and guidelines at all RDBN 

worksites; and, 
➢ ensure there are sufficient supplies available for staff to adhere to the following 

procedures. 
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Senior Management Team (SMT) Responsibilities 

The SMT will ensure: 

➢ all staff are aware of and have received the required training in COVID-19 safety 
procedures; 

➢ proper policy and protocols are implemented to ensure public and staff safety; 
➢ proper policy and protocols are implemented to ensure minimal service disruption; 
➢ all staff adhere to the Pandemic Response Protocols and recommendations from the 

Public Health Officer; and, 
➢ where staff are unable to attend work in the office, but are able to work from home, 

develop a ‘Work from Home’ agreement with that staff member. 

Supervisor Responsibilities 

All supervisors are responsible to ensure all staff under their supervision: 

➢ wear a mask when in all public areas of all RDBN facilities and when in a room with 
more than 1 person and they are unable to social distance from each other; 

➢ adhere to the appropriate health and safety precautions;  
➢ have access to proper hygiene etiquette information and supplies for their 

workstation;  
➢ are aware of sanitizing and cleaning procedures; 
➢ adhere to the Pandemic Response Protocols and recommendations from the Public 

Health Officer; and, 
➢ are aware of and have received required training in COVID-19 safety procedures. 

Staff Responsibilities 

All staff are responsible to: 

➢ monitor health of themselves and family members for symptoms associated with the 
pandemic; 

➢ take reasonable care and precautions to protect their health and safety including 
staying home if you or your family members are presenting symptoms of COVID-19; 

➢ adhere to the Pandemic Response Protocols and recommendations from the Public 
Health Officer; 

➢ complete their ‘Daily Health Self-Check’ before entering any RDBN facilities (see 
appendix 5); 

➢ comply with and understand policies and recommendations directed by the Chief 
Administrative Officer and Senior Management Team; and, 

➢ speak with your supervisor to address any concerns regarding your safety at work 
during a pandemic situation. 

Province of British Columbia 

Ministry of Health 

The Ministry of Health (HLTH) has overall responsibility for health services within B.C. 
Normally, HLTH provides administrative and strategic guidance to the health system, 
with operational work being carried out by the health authorities and health 
professionals across the Province of BC. During an emergency, the HLTH can take on 
direct control of the health system to facilitate province-wide response. This is done 
through the activation of the Health Emergency Coordination Centre (HECC). 
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BC Centre for Disease Control 

The BC Centre for Disease Control (BCCDC) is a program of the Provincial Health 
Services Authority that provides provincial and national services in disease surveillance, 
detection, treatment, prevention, and consultation. Working closely with the Provincial 
Health Officer (PHO) and the medical health officers (MHO), the BCCDC provides 
technical expertise, research services, and testing support to the public health system. 

Emergency Management BC 

Emergency Management BC (EMBC) maintains and updates the BC Pandemic 
Provincial Coordination Plan.  Should it be required that the RDBN need to activate their 
EOC, EMBC may support the response depending on the scope of the event.  

RISK ASSESSMENT & PROCEDURES IN 
PLACE 
The Senior Management Team and the Occupational Health & Safety Committee will 
monitor the COVID-19 situation as it continues to evolve.   

All RDBN worksites will be continually assessed to ensure risks are identified and safety 
procedures where applicable are modified, enhanced and/or established.  

If there is a substantial risk to RDBN staff and/or the general public, the RDBN Chief 
Administrative Officer in collaboration with Senior Management will decide what actions 
will be taken moving forward. 

The following items have been addressed: 

➢ occupancy limits have been established for each area of the main office based on 
physical distancing requirements of 2 meters between each person and have been 
posted at the listed locations; 

➢ the tools, machinery, and equipment which workers share while working have been 
identified at all RDBN worksites and sanitization supplies have been provided at 
each listed location; 

➢ masks are available for employees and/or visitors;  
➢ the surfaces which are touched often by more than one person have been identified; 
➢ ‘Social Distancing’ and ‘Maximum Capacity’ signage has been posted at each listed 

location; and, 
➢ All meetings with visitors (non-RDBN employees or Directors) exceeding 4 people in 

total are to take place in the Board Room or the upstairs meeting room (room 202). 

Identified Risks and Procedures in Place 

Main Office 

RDBN Main Office 

Areas 
Occupancy 

Limits Procedures in Place 

Bathrooms 1 person  

Director of Planning – room 105 4 people Only 4 chairs are available in the room. 

Downstairs Cubicles 3 people  
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RDBN Main Office 

Areas 
Occupancy 

Limits Procedures in Place 

Downstairs Front Counter 2 people Sneeze Guards are in place 

Downstairs Kitchen 2 people Only 2 chairs are available in the room. 

Downstairs Reception 3 people Sneeze Guards are in place. 

Elevator 1 person 
Only 1 person or family group to a 
maximum of 5 people may be in the 
elevator at the same time. 

Hallways  

All staff are required to adhere to the 
following procedures: 
➢ when exiting your office, you must 

proceed as per directional signage: 
▪ those on the hallways closest to 

3rd Avenue on both floors will 
travel east bound; 

▪ those on the hallways closest to 
back parking lot on both floors, 
foot traffic will travel west bound; 

▪ when in the hallway they will 
always maintain six feet between 
individuals in the hallway; 

▪ will use the stairway in the front 
entrance to go upstairs (one at a 
time); and, 

▪ use the stairway at the back 
entrance to go downstairs (one at 
a time). 

All members of the public are 
required to adhere to the following 
procedures: 
➢ upon arrival they will wait to be 

escorted to an office or meeting 
room; 

➢ when moving through the hallways 
they will always maintain six feet 
between individuals in the hallway; 
and, 

➢ when their meeting is completed, 
they will be escorted out of the 
building by a staff member. 

Boardroom 24 people 
Only 30 chairs will be available in the 
Board Room. 

Room 105 4 people 
Only 4 chairs will be available in the 
room. 
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RDBN Main Office 

Areas 
Occupancy 

Limits Procedures in Place 

Room 117B 
4 people 

Sneeze Guard between workstations 
and only four chairs are available in the 
office. 

Meeting Room 202 4 people 
Only 4 chairs will be available in the 
Meeting Room. 

Room 206 Meeting Area 6 people Only 6 chairs are available in the room. 

Room 213 4 people Only 4 chairs are available in the room. 

All other Offices 3 people 
No more than 3 chairs will be available 
in each of these offices. 

Upstairs Kitchen 10 people 
Provided 2-meter distancing can be 
achieved. 

Upstairs Reception 3 people Sneeze Guards are placed on counter. 

Tools, Machinery and Equipment 

Item & Location Safety Measures in Place 

Printers – throughout the office 
Disinfecting wipes are provided at each 
location – each person is responsible for 
disinfecting equipment prior to using 
them.  

Photocopier/fax – upstairs and downstairs 
Photocopy rooms 

water coolers – upstairs and downstairs kitchens 

coffee maker – upstairs and downstairs kitchens 

company vehicles Onsite – outside parking lot 
Administration – 6, 
Environmental Services – 4,  
Building Inspection – 2 

See OH&S Procedure 16-4: Vehicle 
Travel During a Pandemic 

Tasks & Processes 

Task or Process Safety Measures in Place 

Greeting members of the public who enter the 
building 

Staff and the public are required to wear 
masks and maintain 2 metre distancing. 

In-person meetings between staff All in attendance will: 
➢ adhere to the 2-meter distancing and 

Maximum Capacity signage; 
➢ wear a mask; and, 
➢ at a refreshment break only 10 

people will be in the upstairs kitchen 
at a time while adhering to the 2-
meter distancing and wearing 
masks. 

In-person meetings with members of the public 
and/or other agency representatives 

RDBN Board meetings 

Internal staff meetings 

Staff travelling in RDBN vehicle All staff will adhere to the OH&S 
Procedure 16-4: Vehicle Travel During a 
Pandemic – See Appendix 3 

Staff coffee breaks All in attendance will adhere to the 2-
meter distancing and Maximum 
Capacity signage. 
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Waste Management Sites 

Transfer Station & Landfill Facilities 

Location Safety Measures in Place 

Transfer Station Office – All Transfer Stations Not open to the public 

Recycle Depot Office – All Transfer Stations Not open to the public 

Weight Scale shed – All Landfills Only 2 people at the shed at a time – 
masks required 

Recycle Depot – All Transfer Stations Only 2 people at the bins at one time 

Transfer station (2 bays) Only 2 vehicles at the bays at one time 

Reuse Bays Everyone will maintain a 2-metre 
distance from each other 

Yard Waste Bay 
Customers must adhere to Social 
Distancing signage 

Wood Waste pile 

Metal pile 

Tools, Machinery and Equipment 

Item & Location Safety Measures in Place 

Equipment interiors 
Staff will ensure the equipment is 
cleaned with disinfectant every hour 
during their shift. 

Equipment exteriors 

Knife cutter  

Recycle Tables 

Tasks & Processes 

Process Safety Measures in Place 

Greeting members of the public who enter the 
reception area 

Staff will maintain a 2-metre distance 
from members of the public and provide 
verbal assistance only.  Staff will also 
ensure that the public does not go 
beyond the public reception area unless 
they are escorted by someone to a 
meeting room. 

EXPOSURE CONTROL PLAN 
Staff 

Daily Health Self-Checks 

Staff are required to perform daily health self-checks prior to entering the workplace. 

➢ are you displaying any of the following new or worsening symptoms: 
▪ fever or chills; 
▪ cough; 
▪ loss of sense of smell or taste; 
▪ difficulty breathing; 
▪ sore throat; 

 

▪ loss of appetite; 
▪ extreme fatigue or tiredness; 
▪ headache; 
▪ body aches; 
▪ nausea or vomiting; or 
▪ diarrhea. 

You are not able to enter the workplace if you are displaying any of the above noted 
symptoms. 

Exhibiting Symptoms of COVID-19 
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For a complete and up to date list of COVID-19 symptoms go to 
http://www.bccdc.ca/health-info/diseases-conditions/covid-19/about-covid-19/symptoms.  

Recommended Procedures 

1. If you are experiencing any of the COVID-19 symptoms, please follow the 
recommended steps below: 
a. consider completing the COVID-19 Self-Assessment Tool as a first step located 

at https://bc.thrive.health; or, 
b. call the Northern Health COVID-19 hotline at 1-844-645-7811 or your doctor to 

obtain medical guidance on whether you should be tested;  
c. follow the guidance received;  

i. if the medical guidance you have received is to have COVID-19 testing 
completed, you will have to isolate (https://www.canada.ca/en/public-
health/services/publications/diseases-conditions/covid-19-how-to-isolate-at-
home.html) until the test results are completed, and update your supervisor 
accordingly;  

ii. if the test results for all of the members of your household who were 
exhibiting symptoms and who were tested come back negative for COVID-
19, you may return to work once you have been symptom free for 24 hours;  

d. regardless of whether you are tested or not, stay home until you are symptom 
free for 24 hours 

2. If a member of your household is experiencing any of the COVID-19 symptoms, the 
steps below are recommended to be followed: 
a. consider completing the COVID-19 Self-Assessment Tool as a first step located 

at https://bc.thrive.health; or, 
b. call the Northern Health COVID-19 hotline at 1-844-645-7811 or your doctor to 

obtain medical guidance on whether they should be tested; 
c. follow the guidance received and contact your supervisor if you will be absent 

from work; and  
d. if you are symptom free and return to work, until your family member COVID-19 

test is returned negative: 
i. please ensure that you maintain physical distancing from other staff; 
ii. ensure you utilize hand sanitization supplies provided; and, 
iii. ensure you utilize cleaning wipes to wipe down your work area. 

Sick Time 

If you are sick and need to use sick time to cover time missed from work, you can use 
up to 70 hours of sick time to be banked retroactively.  

 

 

Working from Home 

To ensure that all staff feel safe, and that as an organization, we are working together to 
protect each other and our communities as we continue to provide essential services, 
explore working from home or an alternative work schedule, if your position is suitable 
to these measures, with your supervisor. 

Hygiene Etiquette 

http://www.bccdc.ca/health-info/diseases-conditions/covid-19/about-covid-19/symptoms
https://bc.thrive.health/
https://www.canada.ca/en/public-health/services/publications/diseases-conditions/covid-19-how-to-isolate-at-home.html
https://www.canada.ca/en/public-health/services/publications/diseases-conditions/covid-19-how-to-isolate-at-home.html
https://www.canada.ca/en/public-health/services/publications/diseases-conditions/covid-19-how-to-isolate-at-home.html
https://bc.thrive.health/
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It is required that all staff practice the following: 
➢ Complete a thorough Handwashing or Hand Cleaning Procedure (see guidelines in 

Appendix 2 & 3 of this document): 
▪ upon arrival at an RDBN site;  
▪ before and after eating; 
▪ after sneezing or coughing;  
▪ after using a restroom; and, 

➢ sneezing and coughing into the elbow. 

Staff have access to antiviral and antibacterial hand soap and hand sanitizer and have 
been provided with sanitizing wipes to clean their workstations and offices. If any of 
these supplies are getting low, staff are to notify the Protective Services Assistant 
immediately. 

Social Distancing 

All staff and members of the public present in attendance at a RDBN facility are 
required to follow social distancing recommendations. This includes interactions 
between staff members and between staff and members of the public. These 
recommendations ensure people keep a safe distance of a minimum of 2 metres 
between individuals to limit the potential transmission of COVID-19. Signage has been 
posted to communicate this requirement to the public.  

Areas which have been identified in the Identified Risks section of this document as not 
allowing for 2 meters of space between workstations or between staff and a member of 
the public have had physical barriers installed. 

Masks 

Masks are required to be worn by staff and visitors in all reception areas, common 
areas and shared work areas where 2 meters distancing cannot be maintained.  

This includes kitchen, hallways, breakrooms, reception areas, stairwells, elevator, and 
copy rooms. 

Masks can be removed in your workspace area, and during meetings with other staff 
members, provided other barriers and/or 2 m distancing can be achieved. 

Meetings 

During the COVID-19 pandemic, it is strongly recommended that meetings be held 
virtually whenever possible. Departments should ensure they have access and the 
capacity to do so through the following programs: 

➢ Microsoft Teams; 
➢ Zoom; 
➢ Skype; and, 
➢ Pragmatic Conferencing Bridge. 
In-person meetings must adhere to the posted occupancy limits and physical distancing 
requirements. 

Personal Protective Equipment (PPE) 
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Personal protective equipment will be provided to minimize exposure to potential illness 
when needed. If staff require additional PPE, they are to notify the Protective Services 
department immediately. Guides for correct usage of PPE can be found in Appendix 2. 

Office Sanitization Plan 

Staff 

Workstations and areas with public access have been provided with sanitizing materials 
for use by staff.  All staff will ensure that their own workstations, including equipment, 
and other surfaces are sanitized using an appropriate disinfecting agent daily.  

Common Areas 

The Protective Services Assistant will be responsible to use disinfectant wipes to wipe 
down all common surfaces. 

Janitorial Services 

Sweeping Beauties Janitorial Services is responsible to ensure the RDBN Main Office 
implements the recommendations referenced in the ‘Office Sanitization Plan’. Janitorial 
staff will ensure that all commonly touched surfaces identified in the ‘Identified risks’ 
section of this document are sanitized using an appropriate disinfecting agent daily.  

Janitorial staff will ensure that they comply with the ‘Office Sanitization Plan’ by 
adhering to the following procedures: 

➢ ensure disinfectant product has a Drug Identification number (DIN) on its label; 
➢ follow product instructions for dilution, wet contact time, and safe use; 
➢ clean visibly soiled surfaces before disinfecting; 
➢ regularly disinfect physical barriers which have been setup between close 

workstations; and, 
➢ all high traffic areas and heavily used surfaces are to be cleaned and sanitized using 

appropriate cleaner. 

Surfaces 

Type Safety Measures in Place 

light switches 

Janitorial staff will ensure the equipment 
is cleaned with DIN identified 
disinfectant at a minimum at the end of 
their shift. 

common area door handles 

door keypads 

coffee maker 

hand sanitizer bottles 

cupboard doors 

tap handles 
 

Working from Home 

When determined feasible by the RDBN CAO and Department Head, working from 
home options will be considered where an employee: 

➢ is self-isolating due to potential or confirmed exposure to COVID-19;  
➢ is sick due to COVID-19 and is exhibiting mild infection symptoms that do not impede 

their ability to complete their work assignments; 
➢ is prevented from attending to their regular workplace due to Orders from the Public 

Medical Health Officer or other event that causes the closure of the workplace; or 
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➢ does not feel safe attending the workplace.  

All employees who work from home will be required to follow the ‘RDBN Work from Home’ 
Procedure (see Appendix 4). 

Operations 

The Senior Management Team in consultation with the Chief Administrative Officer will 
determine whether services will be modified or disrupted to ensure the safety of 
employees and the public.   

Building Inspection 

Building inspections will continue to be conducted during the COVID-19 pandemic. The 
RDBN building inspectors will enter building inspection sites for the purpose of 
conducting these inspections at their discretion. If they deem a situation to pose a risk to 
their health and safety, they will not conduct the building inspection, and will make 
alternative arrangements if applicable to maintain service delivery. 

Site Access Restrictions 

The following entry restrictions are in place for all RDBN worksites. These apply to both 
RDBN staff and members of the public and have been posted at all RDBN worksites.  

Do not enter an RDBN facility if: 

➢ you have a fever, cough or difficulty breathing; and, 
➢ you have come in contact with someone who has an active case of COVID-19 or 

another respiratory illness. 

If you have travelled outside of Canada, please follow the orders of the Federal 
Government upon your return. 

PUBLIC COMMUNICATION 
Objectives 

Communication is essential to inform the RDBN residents of RDBN service disruptions 
and other operational changes.   

Like all other emergencies, the public should be provided access to information directly 
from reputable government response agency links on the RDBN website and social 
media platforms. 

Potential forms of communication to consider are: 

➢ public notices at sites; 
➢ COVID-19 Safety Plan posted at the RDBN Front entrance and on the RDBN 

Website; and, 
➢ changes to operations, such as hours of operation, posted to the RDBN Front 

entrance, Bulkley-Nechako Emergency & Public Alerts, RDBN website and social 
media sites. 

Communications Strategies 

Website 
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A specific page has been created for public information relating to COVID-19. The 
website is to be updated with new information as it is available. These updates should 
be dated with the time of the update.  

Each department with service impacts will provide key messages regarding the impact 
to the EOC.  All website updates and content will be approved by the CAO before being 
published. 

The website will also include links to associated supports for residents like, Federal and 
Provincial Health Authorities or affiliated agencies with relevant information pertaining to 
the pandemic. 

Social Media 

Some approved website updates may be posted on RDBN social media pages. Any 
pertinent information distributed by reputable and reliable agencies regarding support or 
assistance may also be shared pending CAO approval. 

Public Notices 

All public notices and intended posting locations are to be approved by the CAO. 

Bulkley Nechako Emergency and Public Alerts Mass Notification System 

Public Notices may be provided through the Mass Notification System to communicate 
service disruptions.  

Key Messages 

➢ The RDBN follows the advice and guidance of Northern Health and the Provincial 
and Federal Health Authorities for messaging relating to the COVID-19 pandemic. 

➢ The RDBN is here to support the community and exploring options to partner with 
local authorities to ensure our communities are prepared for the COVID-19 
pandemic.  

➢ The RDBN’s priority during this COVID-19 pandemic is to maintain essential 
services. There may be changes to the delivery of some services to protect the 
health and safety of workers and public. 
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APPENDIX 1 
Provincial Health Officer Orders 

The Regional District of Bulkley-Nechako Workplace COVID-19 Safety Plan has been 
developed to ensure compliance with the Provincial Health Officer’s Orders. 
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Workplace COVID-19 Safety Plans, May 14, 2020 
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Gatherings and Events, December 22, 2021 
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COVID-19 Prevention Regional Measures, November 19, 2020 
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Workplace and Post-Secondary Institution Safety, May 2, 2021  
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APPENDIX 2 
PPE Usage Guides 

These guides for PPE use are based on recommendations from the BC Health Authority.
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APPENDIX 3 
Procedure 16-4: Vehicle Travel During a Pandemic 

These guides for PPE use are based on recommendations from the BC Health 
Authority. 
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APPENDIX 4 
‘Draft RDBN Work from Home’ Procedure  
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APPENDIX 5 
‘Daily Health Check Form’ 
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