FESBC COVID-19 Safety Plan
May 29, 2020
Employers must develop a Workplace COVID-19 Safety Plan in accordance with the following Order of
the Provincial Health Officer:
https://www2.gov.bc.ca/assets/gov/health/about-bc-s-health-care-system/office-of-the-provincialhealth-officer/COVID-19/class_order_employers_COVID-19_safety_plans_COVID-19_may_14_final.pdf
Although WorkSafeBC will not be reviewing or approving this plan, it must be posted at the worksite and
will be shared electronically with all staff.
The FESBC COVID-19 Safety Plan is based the recommended six-step process developed by WorkSafeBC
for offices returning to operation, as follows:
Step 1: Risk Assessment (Assess the risks at your workplace)
Step 2: COVID-19 Policies (Develop policies)
Step 3: Office and Off-Site COVID-19 Protocols (Implement protocols to reduce the risks)
Step 4: Communication and Training (Develop communication plans and training)
Step 5 & 6: Monitoring, Assess and Adjustment Procedures (Monitor your workplace and update your
plans as necessary after resuming regular operations)
Definitions:
COVID-19-like symptoms: fever, chills, new or worsening cough, shortness of breath, sore throat, and
new muscle aches or headache.
Self-isolate:
•
•
•
•
•
•

Stay at home. Do not go to work, school, or public areas, do not use public transport or taxis.
Wash your hands or use alcohol-based hand sanitizer often.
Ask friends or relatives to help you with buying groceries, other shopping or picking up
medication. Alternatively, you can order groceries and medication by phone or online.
Do not have visitors in your home except if they are providing care or delivering goods and
supplies and, in that case, maintain physical distance of 2 metres.
Clean and disinfect high-touch surfaces.
Self-isolation can end 14 days after the last contact or return to Canada if you have not
developed symptoms.

Physical distance: keep at least 2 metres apart from others, whenever possible.
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WorkSafeBC COVID-19 Health and Safety Bulletins and Posters used for guidance for this plan can be
found on the following website:
•

•

https://www.WorkSafeBC.com/en/formsresources#sort=%40fcomputeditemdatefield343%20descending&f:languagefacet=[English]&tags=COVID-19|a96b6c96607345c481bb8621425ea03f
Primary documents referenced:
o COVID-19 Safety Plan
o COVID-19: A guide to reducing risk
o Help prevent the spread of COVID-19: Cover coughs and sneezes (poster to be posted)
o COVID-19 health and safety: Cleaning and disinfecting
o Help prevent the spread of COVID-19: Entry check (poster to be posted)
o COVID-19 health and safety: Selecting and using masks

Step 1: Risk Assessment:
The virus that causes COVID-19 spreads in several ways. It can spread in droplets when a person coughs
or sneezes. It can also spread if you touch a contaminated surface and then touch your face. The risk of
person-to-person transmission increases the closer you come to other people, the more time you spend
near them, and the more people you come near. The risk of surface transmission increases when many
people contact the same surface and when those contacts happen over short periods of time.
Areas where there may be risks, either through close physical proximity or through contaminated
surfaces:
•
•

•
•
•
•
•

Common building entrance used by multiple tenants (approximately 10 staff), door handles,
o Most of the non-FESBC tenants use the back door which is not used by FESBC staff
Common office touch points,
o All office doors (external and internal)
o Light switches
o Thermostat
Common entrance area and office equipment,
o Photocopier
o Misc. office equipment and supplies
Shared bathroom,
o Toilet, sink, soap and paper towel dispenser
Shared kitchen/coffee area,
o Counter, microwave, fridge, taps and cupboards
o Utensils, etc.
One office shared by two employees,
o All other staff have a private office or isolated working areas
Conference room,
o Used by more than one staff at a time
o Used occasionally for meetings with non-FESBC staff
o Small area will be difficult to physical distance
o Poor ventilation
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•
•
•
•

Warehouse area used by FESBC, other tenants and landlord,
o Rarely used at the same time by various users
Vehicle use and travel,
o FESBC vehicles
o Personal vehicles (only if FESBC staff or clients ride inside a personal vehicle)
Off-site meetings and field trips with clients, FESBC Board, PWC and government staff, and
o Occasionally shared vehicles with non-FESBC staff
FESBC staff in contact with individual verified to have COVID-19.

Step 2: FESBC COVID-19 Policies
1. FESBC staff, contractors or visitors showing symptoms of COVID-19 are prohibited from the
FESBC office, FESBC vehicles, or any other off-site workplace. This includes the following
circumstances:
o Anyone who has had COVID-19 like symptoms in the last 10 days,
o Anyone directed by Public Health to self-isolate, and
o Anyone who has arrived from outside of Canada or who has had contact with a
confirmed COVID-19 case must self-isolate for 14 days and monitor for symptoms.
2. All FESBC staff who have the symptoms of a cold, flu, or COVID-19 including a cough, sneezing,
runny nose, sore throat, fatigue must stay at home until those symptoms have completely
disappeared.
3. Working at the office is not mandatory.
o Consider your own personal circumstances (the risks to your own social circle). If you
feel coming to the office is beyond your personal physical distancing requirements,
continue working from home. This choice is to be respected by all staff.
4. Visitors must follow FESBC office protocols.
5. Follow all Provincial Health Orders and WorkSafeBC COVID-19 requirements.
Step 3: FESBC Office and Off-Site COVID-19 Protocols
The following protocols are to be followed by all FESBC staff and visitors to the office:
1. Practice good hygiene (frequent hand washing with soap and water and use of hand sanitizers;
avoid touching one’s face; respiratory etiquette; disinfect frequently touched surfaces).
2. All FESBC staff, contractors, or visitors exhibiting any COVID-like symptoms are not to enter the
FESBC office, FESBC vehicles or any other off-site workplace. Work from home.
o Post signage at building and office entrances indicating that employees, contractors, or
visitors exhibiting COVID-like symptoms are not allowed to enter the building/office,
and
o If you require items from the office, arrange for other FESBC staff to safely deliver them
to your home.
3. If you have come into close contact with any individuals verified to be infected with COVID-19,
self-isolate as per provincial guidance.
o If you need to visit the office, plan with your co-workers so they will not be in the office
during your visit.
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4. At the building entrance, ensure physical distancing with others entering and exiting the building
at the same time.
5. No more than seven people in the office at one time:
o Four private workspaces, including conference room,
o One workspace with barrier, maximum occupancy is two, and
o Reception working area.
6. Use hand sanitizer, available at the office entrance. If none is available, wash your hands with
soap at one of the office sinks.
7. Personal responsibilities inside the office:
o Maintain physical distance, whenever possible,
i. Occasional encroachment of the physical distance of 2 metres with other
individuals can occur if required to effectively complete a task and is mutually
agreed upon.
o Wash your hands after touching common touch points like doorknobs, microwave,
cupboards, countertops, and toilet,
o Always avoid touching your face,
o Wipe off touch points on the photocopier and shared office equipment with sanitizer
wipes. If they are not available, wash your hands afterwards, and
o If you feel you may have touched anything that was previously touched by a person and
are not sure it has been cleaned, wash your hands.
8. Office Cleaning Requirements:
o Clean and disinfect common surfaces that staff and visitors touch. To disinfect a surface
effectively, it must be cleaned first to remove surface dirt and debris. Any residue left on
work surfaces and equipment may deactivate the disinfectant. Follow the WorkSafeBC
COVID-19 health and safety Cleaning and disinfecting bulletin. (See link above.)
o All common areas and surfaces should be cleaned at the start of each day. Examples of
common areas and surfaces include the entryway, washrooms, shared offices, common
tables, desks, light switches, handrails, photocopier, common office equipment, and
door handles. Regular household cleaners are effective against COVID-19. Follow the
instructions on the label.
9. Post occupancy limits for all rooms.
10. Communication with outside parties:
o Avoid face to face meetings,
i. Use virtual meetings when practical, and
ii. Have meetings outdoors where you can easily physical distance.
11. If physical distancing cannot be adhered to, wear a non-medical mask as per the WorkSafeBC
COVID-19 health and safety bulletin for “Selecting and using masks”.
12. Vehicle Use:
o A single operator with no passengers is preferred,
o If passengers are necessary:
i. limit the number of passengers in the vehicle and have them sit as far from the
driver and other passengers as possible to support physical distancing,
ii. provide hand sanitizer for passengers to use at the start of the ride,
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o
o
o
o

iii. avoid using the front passenger seat, and
iv. keep tissues and wipes within reach of passengers and immediately dispose of
them in an easily reached garbage bag.
Employers need to provide drivers with an adequate supply of hand sanitizers and
alcohol-based disinfectant wipes,
Ensure seats, door handles, and windows are wiped down with after each use,
Keep windows open as much as possible when transporting passengers to allow for air
circulation, and
Sanitize all shared spaces of the vehicle at the end of the day when used, including the
steering wheel, gear shifter, dashboard, and electronic devices.

Step 4: Communication and Training
This plan is to be presented and discussed at an FESBC Occupational Health and Safety meeting, an
FESBC COVID-19 Lead Designate selected, and these items documented in the minutes.
All staff are to read and follow the requirements.
A copy of this plan will be posted on the FESBC website.
Step 5 & 6: Monitoring, Assess and Adjustment Procedures
The FESBC COVID-19 lead designate will monitor Provincial COVID-19 updates and adjust the plan if
required. Any changes of the plan will be presented at an FESBC staff Occupational Health and Safety
meeting.
All staff will monitor the implementation of the plan and bring any concerns to an FESBC Occupational
Health and Safety meeting or to their supervisor and an adjustment of the plan will be made, if required.
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