
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

COVID-19  
Policies  
 
As the threat of COVID-19 is increasing we are taking additional steps to 
better prepare and protect our staff. We have updated our existing policies 
and have also purchased protective masks for the staff. The policy below 
discusses best use for these masks as well as other preventative measures 
staff should take to help avoid the risk of exposure. 

Along with the information below, we have also attached a couple of guides 
to help in identifying risks and protecting yourself. Should you have any 
questions, please reach out to Brandon Kelly or Mike Stier. 
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Staff Members Traveling On-Site:  

In an effort to reduce the risk of transmission, we have reduced the amount of site visits being 

performed by our technicians. Any of our regular recurring site visits that are not for support will 

be temporarily put on hold. We will reassess any of these recurring site visits that are for support 

to determine if they can be done remotely. Prior to going on-site, we must ask each client 

qualifying questions. These questions have been sent to Dispatch directly and are meant to 

identify any risks that may face our staff-members and better prepare us prior to deployment. 

Should a site be considered too risky, this must be communicated to the client and alternatives 

must be arranged. 

Employees are required to wash their hands each time they arrive at a worksite (prior to touching 

any work tools). They must also clean all equipment that was used and their hands, prior to leaving 

the site. Should gloves be available, employees are to utilize these gloves whenever they are on-

site and interacting with clients or client equipment. 

Masks are to be utilized by employees whenever they are on-site, there are no exceptions to this 

rule. 

Staff Members Working from the Office: 

Employees in the office are to utilize the lanyards to keep their mask attached at all points during 

the day. This allows them to quickly affix the mask should the need arise. Employees that are 

maintaining appropriate social distancing measures (2 metres) while in the office are not required 

to wear the mask at all times, though it is recommended. Employees who need to work in close 

proximity, are travelling throughout the office or who are engaged in a meeting where the correct 

social distancing measures are not possible, are required to wear their masks until such a time 

where they are no longer within the unsafe distance. 
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Additional protective equipment (gloves, hand sanitizer, sanitizing wipes, etc.) will be supplied by 

the company. Should stock levels get low, please report this to your manager immediately so they 

can coordinate with the appropriate resources. 

Guest Visits 

Effective immediately we will be initiating contact tracing at each location. To facilitate this, we 

will be providing a contact tracing form to each location that is to be printed and attached to a 

clipboard at each location. This is to be left in the main entrance at each site so that guests can 

sign it when they first enter. 

Guests will also be required to wear masks to enter the premises. Signage MUST be placed at the 

entrances of each location to reinforce this policy for guests. Each location is responsible for 

putting up this signage. This includes staff visiting other locations. While visiting a different office, 

staff members are required to wear their masks for as long as they are in a common space, or in 

close proximity to other staff members. If the staff member is working from a private office, they 

can remove the mask, keeping the lanyard attached, as long as they are not sharing the space or 

working in close proximity with another staff member.  

Commuting to and from Work: 

Employees MUST ensure they are following all government and public health authority guidelines 

when traveling to and from work. If traveling with others, ensure proper physical distancing is 

being maintained. Report any symptoms to work immediately. If any symptoms appear prior to 

arrival at the office, employees MUST report it to management and are not permitted to enter. 

Cleanliness Within the Office: 

At the office Employees are expected to follow proper cleanliness protocols such as: 

• Wiping down their workstation upon arrival and prior to leaving work 
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• Practicing physical distancing within the office (2 metres) 

• Washing their hands and/or using hand sanitizer throughout the day (when and where 

appropriate) 

If any symptoms appear while working in the office, employees MUST report it to management 

immediately. If any employee contracts and tests positive for COVID-19, they MUST report it to 

management immediately and are required to self-isolate for a minimum of 14 days.  

Staff Members Thinking About Travelling Outside the Country: 

Please note the Provincial and Federal governments have provided the following global travel 

advisories dur to COVID-19: 

• Avoid non-essential travel outside Canada until further notice 

• Avoid all cruise ship travel outside of Canada 

For more information on travelling within BC and other provinces and territories please visit this 

link. 

All staff members who have traveled out of the country (including to the United States), must self-

quarantine and work from home for a minimum of 14-days. Anything that is required to support 

staff in this (equipment, permissions, etc.) will be provided by the company. If a staff member is 

unable to perform their standard duties from home, the company will make an effort to find 

alternative work that they can perform during this period; however, if none should exist the staff 

member will need to take unpaid time off or use any available paid-sick days. At this time we 

strongly encourage all staff to halt any international travel and monitor updates from our provincial 

and federal governments.  

Reporting Concerns: 

It is imperative that all staff notify management in any of the following cases: 

http://www.bccdc.ca/health-info/diseases-conditions/covid-19/prevention-risks/travel
http://www.bccdc.ca/health-info/diseases-conditions/covid-19/prevention-risks/travel
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• If you, or a family member visiting or living with you, have attended a site, school, college, 

restaurant, or other location where the coronavirus has been reported to have been 

discovered, 

• If you are feeling unwell with any of the symptoms (cough, fever, respiratory distress) you 

should first phone 811 (per the links above) and then notify management immediately so 

that we can notify other employees who may have had contact. 

For more information regarding the virus, please visit this link. 

Our primary concern is the health and safety of all of our staff members. We will continue to stay 

informed as to what’s happening within our Country and aboard and notified everyone 

immediately of any changes in policy. 

On and Off Duty: 

The company expects all employees to follow the laws and safety measures put in place by our 

government and health authorities. We do not condone any actions that go against these laws and 

safety measures and strongly encourage staff to follow them even during their time away from 

work. For example, employees should not engage in social gatherings and are instead encouraged 

to spend their after-hours time with those in their respective household. This, of course, does not 

include time required to procure essential items such as supplies and food from the grocery store 

and is merely outlining leisure time.  

Our company is deemed an essential service and so we are permitted to continue operations and 

on-site activities; however, once again we must follow protocol surrounding social distancing and 

our internal policies on cleanliness. 

 

 

https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection.html

