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DEFINITIONS 
 
Community Transmission: Means the occurrence of cases of an illness for which the source of infection is 
unknown. 
 
Pandemic: A pandemic is defined as an epidemic occurring worldwide, or over a very wide area, crossing 
international boundaries and usually affecting a large number of people. 
 
Self-Distancing: Means lowering the risk of infection by maintaining a distance from other people in 
accordance with current Provincial Health Officer and WorkSafeBC guidelines.  Avoid any situation where 
you may come in close contact with others, such as social gatherings, work, school, child care/pre-school 
centres, university and other education providers, faith-based gatherings, aged care and health care 
facilities, prisons, sports gatherings, restaurants and all public gatherings. 
 
Self-Isolation:  Means staying at home, completely avoiding contact with other people and monitoring 
yourself for symptoms, even if mild, for 14 days.  You need to self-isolate if you have been in contact with 
someone who has tested positive for coronavirus, if you have symptoms of coronavirus, before you get 
tested for coronavirus, while you wait for test results or if you have had a positive test result for coronavirus. 
 
Self-Monitor: Means monitoring your health and the health of your children or live-in family members for 
symptoms such as fever, cough and difficulty breathing. Individuals who are self- monitoring are allowed to 
attend work and participate in regular activities. 
 

 

BACKGROUND 
 
In January 2020 the World Health Organization (WHO) declared the outbreak of a new coronavirus in Hubei 
Province, China to be a Public Health Emergency of International Concern. WHO stated there is a high risk 
of the 2019 coronavirus (COVID-19) spreading to other countries around the world. On March 11, 2020 the 
WHO made the assessment that COVID-19 can be characterized as a pandemic. 
 
The COVID-19 Response Plan supports the strategies of Interior Health and Northern Health while 
accommodating the circumstances of the Cariboo Regional District. Where possible, activities will align with 
regional, provincial, national and World Health Organization guidelines. 
 
This plan is subject to change and discretion depending on emergent conditions and information. 



PRINT DOUBLE SIDED 
 
 
 
 
 

 

EMPLOYEE COMMUNICATIONS PLAN 
 
Key Messages 

 
• The Cariboo Regional District will follow the advice and guidance of Interior Health and Northern 

Health which have the expertise to assess the level of risk posed by COVID-19. 
• The Cariboo Regional District is preparing for a COVID-19 pandemic. Planning and procedures are open 

to the community and employees for their information and feedback. 
• The Cariboo Regional District’s priority during a COVID-19 pandemic is to maintain Essential Service 

levels. There may be changes to the delivery of services in order to protect the health and safety of 
workers, and to focus on providing the most necessary services to the community. 

 
Communications with Employees 
 
The Cariboo Regional District will take the lead role in communicating details with its employees. The 
Cariboo Regional District has the responsibility to educate employees concerning preventive measures. 
Confronted with a COVID-19 pandemic, the Cariboo Regional District must inform its employees of 
preventive measures and implement plans to help protect employees against the spread of this virus. 

 
The Cariboo Regional District will work with the Joint Occupational Health & Safety Committee by 
communicating the health and safety precautions to be followed to reduce the spread of COVID-19 and to 
educate employees about their responsibility to help protect themselves, their families, and those who 
become ill. 
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HOW COVID-19 SPREADS 
 
Human coronaviruses cause infections of the nose, throat and lungs. They are most commonly 
spread from an infected person through: 

• respiratory droplets generated when you cough or sneeze 

• close, prolonged personal contact, such as touching or shaking hands 

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

 
Current evidence suggests person-to-person spread is efficient when there is close contact. 
 
Hazard Identification 
 
Available industry information confirms that “front-line” employees such as receptionists and 
customer service clerks have an increased risk of exposure to the coronavirus through droplet or 
surface contact transmission.   
 
Employees who work alone in an office and generally do not have in-person contact with members 
of public, have a lower risk of occupational exposure to the coronavirus but may still be exposed to 
contaminated surfaces/objects.   
 
Risk Assessment 
 
The degree or severity of a worker’s risk would vary based on the following factors: 

• Proximity to people who are or who may be symptomatic 

• Frequency and duration of in-person contact with people who are or who may be 
symptomatic. 

• The quality and movement of air within a workplace or area shared with people who are or 
who may be symptomatic 

• Frequency and type of contact with objects or surfaces that may be contaminated 
 
GUIDELINES & PROCEDURES TO CONTROL RISK 
 
Based on the above, the following guidelines and procedures are established for implementation 
before or during a COVID-19 pandemic to minimize worker exposure: 

• Prevention 

• COVID-19 Guidelines 

• Office Sanitization Plan 

• Self-Monitoring and Isolation of Employees 

• Restricting Access to Worksites 
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PREVENTION 
 

The most important thing employees can do to prevent coronavirus and other illnesses is to wash 
their hands regularly and avoid touching their faces. 
 
There are currently no vaccines available to protect you against human coronavirus infection. 
 

In general, the following advice can help reduce the risk of infection or spreading infection to others: 

• stay home if you are sick 

• when coughing or sneezing: 
o cover your mouth and nose with your arm to reduce the spread of germs 
o dispose of any tissues you have used as soon as possible and wash your hands afterwards 

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

• avoid touching your eyes, nose, or mouth with unwashed hands 

• avoid visiting people in hospitals or long-term care centres if you are sick 
 

COVID-19 GUIDELINES 
 

To protect the Cariboo Regional District employees from exposure and to limit the spread of COVID-
19, the CAO will use the following stages as a guideline to implement the applicable procedures as 
recommended below. 
 

Note: Procedures from higher stages may be implemented sooner at the discretion of the CAO or 
designate. 
 
Stage One 
The Provincial Health Officer (PHO) advises of an occurrence of COVID-19 in the Province of BC: 
 
The Employer will: 

• Make provision for, support and initiate the implementation of this exposure control plan 

• Provide necessary materials and other resources 

• Provide Internal Communications 

• Make a copy of the exposure control plan and all associated information readily available to 
workers throughout the operation 

 

Department Managers and Supervisors will: 

• Ensure all the steps of the exposure control plan are implemented 

• Report all incidents of coronavirus among workers to the Employer 

• Establish a “plan don’t panic” approach to the pandemic  

• Provide relevant advice/information to workers on request 
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• Provide necessary education, training and information to workers via the Crew Talk program 

• For the duration of the pandemic, ensure orientation of new, young and returning workers 
includes a review of the contents of this exposure control plan 

• Generate and maintain all records relating to this component of the OHS Program, as evidence 
of due diligence 

• Lead by good example 
 
Workers will: 

• Ensure they understand the hazards and the controls as they relate to coronavirus 

• Follow all established safe work procedures and practices 

• Properly use Personal Protective Equipment as applicable 

• Report unsafe acts and conditions to the Department Manager and Supervisor 

• Know the signs and symptoms of coronavirus, self-monitor and report illness 

• Ask questions if they’re unsure 
 
Stage Two 
The Provincial Health Officer (PHO) and Deputy Provincial Health Officer (DPHO) advise of instances 
of COVID-19 in the local area (Cariboo Regional District Electoral Areas): 

• Implement the duties and responsibilities outlined in Stage One 

• The Employer will: 
o Initiate the Office Sanitization Plan 
o Implement means to protect employees while maintaining public access to facilities 

where employees work (ex. impose proximity limiting measures, install and require use 
of hand sanitizing stations) 

o Restrict access to worksites to employees only, as deemed necessary 
o Implement working from home/telecommuting options, when necessary 

 
Stage Three 
Stage Three activation will be at the discretion of the Cariboo Regional District CAO and will take into 
consideration: 

1. Whether or not a pandemic has been declared 
2. Characteristics of community transmission (such as number of cases and location) 
3. Multiple occurrences of COVID-19 in the local area 

 
Procedures during Stage Three may include: 

• The duties and responsibilities outlined in Stage One and Stage Two 

• The Employer will: 
o Restrict public access to the local government workspaces. 
o Determine any additional measures necessary to protect employees required to 

perform Essential Services. 
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OFFICE SANITIZATION PLAN 
 
During Stages Two and Three, all Cariboo Regional District office areas must be sanitized using 
cleaning supplies suitable to reduce the exposure and spread of COVID-19. 
 
List of disinfecting agents and their working concentrations known to be effective against 
coronaviruses: 
 

Agent and Concentration Uses 

Chlorine:  Household bleach – sodium 
hypochlorite (5.25%) 1:100 (500 ppm solution) 
10 ml bleach to 990 ml water 

Used for disinfecting general surfaces, e.g., hand 
railings, grab handles, doorknobs, cupboard 
handles. 

Chlorine: Household bleach - sodium 
hypochlorite (5.25%) 1:50 (1,000ppm solution) 
20 ml bleach to 
980 ml water 

Used for disinfecting surfaces contaminated 
with bodily fluids and waste like vomit, diarrhea, 
mucus, or feces (after cleaning with soap and 
water first). Allow surface to air dry naturally. 

Accelerated Hydrogen Peroxide 0.5% Used for disinfecting general surfaces (e.g. 
counters, handrails, doorknobs). 

Quaternary Ammonium Compounds (QUATs) Used for disinfecting of general surfaces (e.g. 
floors, walls, furnishings). 

 
Required Levels of Sanitation: 
 
Stage One 
The Provincial Health Officer (PHO) advises of an occurrence of COVID-19 in the Province of BC: 

• N/A 
 
Stage Two 
The Provincial Health Officer advises of instances of COVID-19 in the local area (Cariboo Regional 
District Electoral Areas): 

• Workstations and areas with public access will be provided with sanitizing materials for use by 
employees. 

• All employees will ensure that their own workstations, including equipment, vehicles, and 
surfaces are cleaned using an appropriate disinfecting agent on a daily basis. 

• Janitorial employees will ensure that common high-touch areas such as door handles, 
washrooms, and light switches are sanitized using an appropriate disinfecting agent on a daily 
basis. 
 

Stage Three 
Stage Three activation will be at the discretion of the CAO and will take into consideration: 
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1. Whether or not a pandemic has been declared 
2. Characteristics of community transmission (such as number of cases and location) 
3. Multiple occurrences of COVID-19 in the Cariboo Regional District 

 
Procedures during Stage Three may include: 
 

• Routine practices as per Stage Two continue. 
• All surfaces must be sanitized after each use using an appropriate disinfecting agent. 

 
SELF-MONITORING AND ISOLATION OF EMPLOYEES 
 
During the workday, employees will Self-Monitor to determine if they are experiencing any 
symptoms of COVID- 19. 
 
Symptoms 

 

• Clinical symptoms of COVID-19 may be mild or severe, and are similar to other respiratory 
illnesses, including the flu and common cold. 

 

• Mild symptoms may include some or all of the following: Low-grade fever, cough, malaise, 
rhinorrhea, fatigue, sore throat, gastro-intestinal symptoms such as nausea, vomiting, and/or 
diarrhea. 

 

• More severe symptoms may include any of the above as well as fever, shortness of breath, 
difficulty breathing and/or chest pain. 

 

• Those who are infected with COVID-19 may have little to no symptoms. Symptoms may take 
up to 14 days to appear after exposure to COVID-19. This is the longest known infectious period 
for this virus. 
 

Procedures for symptomatic employees: 
 

• Isolate yourself from others as quickly as possible. 

• Immediately call your health care professional, a local public health authority, or 8-1-1. 

• Describe your symptoms and travel history. They will provide advice on what you should do. 
 
Your health care professional may ask you to self-isolate. People asked to self-isolate should stay 
home and be prepared to limit contact with others for 14 days. 
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RESTRICTING EMPLOYEE ACCESS TO WORKSITES 
 
Unless otherwise directed by the Chief Administrative Officer or Management, healthy employees 
are expected to report for work. 
 
If an employee has cold symptoms such as cough/sneezing/fever, or feels poorly, the employee 
should request to use his/her sick leave entitlement.  
 
 
If an employee is coughing/sneezing on a regular basis due to seasonal allergies, close physical 
contact with coworkers must be avoided and extra precautionary measures taken as mentioned 
within this plan (such as taking allergy medication, coughing into your arm/elbow). 
 
Please note, an employee with a positive COVID-19 diagnosis can only return to the office after full 
recovery, with a doctor’s note confirming recovery. 
 
An employee must self-isolate for 14 days if he/she has been in contact with someone who has been 
diagnosed with COVID-19.  
 
An employee who is feeling ill, but is able to work, can request to work from home; however, this 
will be at the discretion of the CAO or designate and the employee must adhere to the COVID-19 
Working From Home Policy.  
 
At the discretion of the CAO or designate, non-essential work-related travel will be restricted. 
 
In-person meetings should be done virtually where possible, especially with non-CRD-related parties 
(e.g. candidate interviews and partners).  If in-person meetings are required, please refer to Section 
5 – Plan for Reopening of the attached Appendix. 
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SUPPLEMENTARY INFORMATION 
 
The following provides easy to understand information about the coronavirus. 
 
Department Managers and Supervisors are responsible to ensure this information is communicated 
to workers under their supervision.   
 
Pandemic Vs Epidemic 
 
A pandemic "occurs over a wide geographic area and affects an exceptionally high proportion of the 
population". In terms of illness, it is an outbreak of any virus such as typhoid or influenza (the "flu"). 
In comparison, an epidemic is similar, but the virus affects a large number of people within a 
population, community, or region at the same time whereas a pandemic is the same virus on a much 
larger more global scale. 
 
Is COVID-19 the same as SARS? 
 
No. The virus that causes COVID-19 and the one that causes Severe Acute Respiratory Syndrome 
(SARS) are related to each other genetically, but they are different. SARS is more deadly but much 
less infectious than COVID-19. There have been no outbreaks of SARS anywhere in the world since 
2003. 
 
What about vaccine? 
 
There is no vaccine and no specific antiviral medicine to prevent or treat COVID-19. However, those 
affected should receive care to relieve symptoms. People with serious illness should be hospitalized. 
Most patients recover thanks to supportive care.  
 
Possible vaccines and some specific drug treatments are under investigation. They are being tested 
through clinical trials. WHO is coordinating efforts to develop vaccines and medicines to prevent and 
treat COVID-19.  
 
Can I catch COVID-19 from the feces of someone with the virus? 

 
The risk of catching COVID-19 from the feces of an infected person appears to be low. While initial 
investigations suggest the virus may be present in feces in some cases, spread through this route is 
not a main feature of the outbreak. The World Health Organization (WHO) is currently assessing the 
ways COVID-19 is spread and will continue to share new findings. Because this is a risk, however, it 
is another reason to clean hands regularly, after using the bathroom and before eating.  
 

https://www.who.int/news-room/q-a-detail/q-a-coronaviruses
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What is the incubation period for COVID-19? 

The “incubation period” means the time between catching the virus and beginning to have 
symptoms of the virus. Most estimates of the incubation period for COVID-19 range from 1-14 days, 
most commonly around five days.  
 
How can I protect myself from the spread of infection? 
 
Standard recommendations from the World Health Organization to the public to prevent the spread 
of infection include:  

• Frequently clean hands by using alcohol-based hand rub or soap and water 
• When coughing and sneezing cover mouth and nose with flexed elbow or tissue – throw 

tissue away immediately and wash hands 
• Avoid close contact with anyone who has a fever and cough (No hand shaking or other 

unnecessary contact). 
• If you have fever, cough and difficulty breathing, seek medical care early and share previous 

travel history with your health care provider. 
• When visiting live markets in areas currently experiencing cases of Covid-19, avoid direct 

unprotected contact with live animals and surfaces that have been in contact with animals 

The consumption of raw or undercooked animal products should be avoided. Raw meat, milk or 
animal organs should be handled with care to avoid cross-contamination with uncooked foods, as 
per good food safety practices. 
 
For more Information about coronavirus and prevention, please visit our website at: 
https://www.cariboord.ca/covid-19 
 
 
 
 
_________________________________    June 12, 2020    
John MacLean        Date 
Chief Administrative Officer 
 

https://www.who.int/emergencies/diseases/novel-coronavirus-2019/advice-for-public
https://www.cariboord.ca/covid-19
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 Executive Summary  

Since the beginning of the COVID-19 crisis, the Cariboo Regional District (CRD) has been 
proactive in implementing numerous preventive measures across our workplace including 
enhanced cleaning and disinfecting protocols, mandatory handwashing, working from 
home and strict social distancing protocols.  
The Cariboo Regional District COVID-19 Response Plan including the Reopening Plan is a 
living document, and will be updated as necessary to reflect emerging information and 
advice from the Provincial Health Officer and WorkSafeBC.  

 The reopening of our offices to the public will have a financial impact and new 
administrative controls and workspace modifications are necessary to ensure current 
health guidelines are adhered to.  

 Introduction 

 The Cariboo Regional District’s reopening plan is to protect the health and safety of both 
employees and the public while serving as an essential service second line of defence 
against the COVID-19 pandemic as mandated by the Provincial Government. 

 Objectives 

 
 The Cariboo Regional District reopening plan consists of a careful approach that takes into 

account the level of risk, exposure, and ability to effectively mobilize service delivery with 
strict adherence to heath and safety guidelines.  

 Factors that were considered to determine risk and exposure included the following: 

 1. Workforce and workplace requirements 

  This includes the level of staff training required, the level of exposure of staff 
members and/or the public to other staff members and/or members of the public, 
the need for personal protective equipment, and the need to adapt the physical 
infrastructure of the work environment in order to mitigate risks and exposure. 

 2.  Ability to adhere to health protocols 

  This includes physical distancing, proper and frequent hand washing, not touching 
one’s own face, and any additional health protocols and guidelines put forward by 
the Provincial Health Officer and WorkSafeBC. 

 Approach to Service Restoration  

The reopening to the public is subject to change as the COVID-19 pandemic and provincial 
direction evolves.  
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 The additional measures to provide safe experiences for the public include, but are not 
limited to: 

• Cleaning and disinfection at all owned facilities. 

• Modification of facilities to include protective plexiglass barriers for front counters 
where appropriate. 

• Ensuring physical distancing is maintained where possible through more appointment-
based service provision, directional traffic modification and queuing strategies. 

• Ensuring participants and staff stay at home if they are sick. 

• Promoting high levels of handwashing and personal hygiene as a key preventative 
measure. This includes providing access to washroom facilities and hand sanitizing 
stations. 

• In meetings with the public, and where there is a risk that physical distancing may be 

hard to achieve or maintain consistently, ensure staff and participants wear face masks 

and use hand sanitizer or gloves. 

 Supply of materials to support these mitigating measures is not anticipated to be an issue 
based on current supplies at the Cariboo Regional District.  However, it will need to 
continue to be closely monitored for availability. 

 Plan for Reopening 

 CRD Administrative Offices 

• Entrance/exit – the main doors will remain open during work hours and hand sanitizers 
will be provided at entry and at the working stations. 

• All three (3) administrative reception areas have limited capacity. 

o Williams Lake reception capacity allows up to a maximum of 2 members of the public 
concurrently. 

o 100 Mile House reception capacity allows up to a maximum of 1 member of the public 
at a time. 

o Quesnel reception capacity allows up to a maximum of 1 member of the public at a 
time.  

• The public will primarily be guided by signage which will be posted advising of proper 
distancing. 

• Signage outlining general distancing protocols will be installed in the reception area, 
outside and on the front door. 
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• The floor will be marked with markers to direct the public around the reception area to 
maintain a safe distance.  Markers are outside to ensure the distance is maintained, 
should we have a line up of people. 

• Hand sanitizers and gloves will be provided at every worksite. Masks are also provided 
to staff when needed. 

• Cleaning of the reception area is recommended to occur before, during and after 
business hours in keeping with standards with the rest of the building. 

• All employees handling cash must wear gloves and immediately dispose them in a trash 
can after each use. 

• Any CRD equipment (ie. debit machine, monitor, door handles) used by members of the 
public will be sanitized after each use. 

• Detailed procedures can be found at the end of this appendix.  

 Planners and Building Inspectors: 

In-Person Appointments 

• Williams Lake Office 

Can schedule in-person appointments if deemed absolutely necessary.  The only 
permitted meeting room space available is the room next to the lobby/reception area. 
The employee attending the meeting would be responsible for the cleaning of the room 
after the public leaves.  The employee and the member of the public would also be 
required to wear a mask during the duration of the meeting and must use either hand 
sanitizer or gloves.   Detailed procedures can be found at the end of this appendix.  

• 100 Mile House Office 

As above, but meeting room to use is lunchroom/file room. 

• Quesnel Office 

As above, but meeting room is Directors’ Boardroom (behind Clerk’s desk). 

Building Inspections 

• Unoccupied Structures - Inspections can be performed provided the owner and/or 
contractor present adhere to current social distancing protocols in accordance with 
Provincial Health Officer and WorkSafeBC guidelines at all times, and the inspector 
follows current standard COVID-19 safety precautions (ie. wears mask, gloves and 
washes hands or uses hand sanitizer afterwards). 
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• Occupied Structures - Inspections can only be performed if the owner submits a 
completed, dated and signed Inspection Request – Occupied Structure 2020 form in 
advance of the scheduled inspection stating that the occupants or users have not 
experienced any of the symptoms of COVID-19 or been diagnosed with COVID-19 in the 
past 14 days; have not knowingly been in contact with anyone who has experienced any 
COVID-19 symptoms or been diagnosed with COVID-19 in the past 14 days; have not 
travelled outside of Canada or been in contact with anyone who has travelled outside of 
Canada in the last 14 days; and that any individual on-site during the inspection will 
adhere to current social distancing protocols in accordance with Provincial Health 
Officer and WorkSafeBC guidelines at all times.  The inspector will follow current 
standard COVID-19 safety precautions (ie. wear mask, gloves and wash hands or use 
hand sanitizer afterwards). 

• If upon arrival the inspector has reason to believe he cannot safely perform the 
inspection (ie. the owner is clearly not feeling well), he will mark the Inspection Request 
as “Declined”, note the reason for not performing the inspection, and 14 days must pass 
before it can be booked again. 

Utility Operators 

All interactions with the public will be conducted outside, while maintaining proper social 
distancing.  The Utility Operator will wash hands or use hand sanitizer once the meeting 
has concluded. 

Other 
Where there is a risk that physical distancing may be hard to achieve or maintain 
consistently, all participants must wear a mask and the facility being used must be sanitized 
after each use. An example would be in the event the EOC is activated to a level where 
many occupants are required to be in that space. 
All other departments wishing to conduct in-person meetings within the CRD are subject 
to approval by the CAO or designate. 

 Traveling to Meetings 

 All employees traveling in vehicles together must wear masks.  

 Public Hearings * 

Public hearings will be phone-in only (unless deemed controversial by the CAO, and then 
the meeting will be held in a controlled environment), with required staff members and the 
Board Chair in person in the Boardroom while maintaining proper social distancing.  

 Board Meetings * 

Board Meetings will be held in the Boardroom with the Board Chair and all Board members 
permitted to attend in person.  Plexiglass dividers have been placed around the Boardroom 
table to ensure proper social distancing is maintained.  Lunch, snacks, etc. may be eaten at 
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their designated seat around the table.  Members of the press will be permitted to attend 
and delegations may also attend, but will be situated behind the plexiglass partition and 
will be required to leave after their presentation.  Only required staff members may attend 
and must also sit in an area where there is plexiglass dividers. Everyone must still use hand 
sanitizer and maintain proper social distancing when applicable.    Members of the public 
are not permitted to attend at this time.  During Board meetings and any other time, access 
to employees by Board members is not permitted unless scheduled in advance through the 
Executive Assistant/Deputy Corporate Officer.  A mask must be worn for the duration of 
the meeting and hand sanitizer used.  This meeting will be held in the CRD Directors 
meeting room and the employee will be required to wipe down the office space after their 
use. To eliminate contact with other workers, the employee will have the Board member 
enter through the side door and exit the same way.  

 Joint Committee and Caucus Meetings * 

South Cariboo Caucus and Joint Committee Meetings will be held in the South Cariboo Arena.  
Central Cariboo Caucus and Joint Committee Meetings will be held in the Williams Lake CRD 
Boardroom.  North Cariboo Joint Committee Meetings will be hosted by the City of Quesnel.  
Proper social distancing will be maintained in each location. 

 North Cariboo Caucus Meetings will be held virtually. 

 The Williams Lake CRD Boardroom is open for use by employees, Board Members and 
politicians only; not for members of the public.  The room will be cleaned by the janitors 
after each use. 

 Other CRD-Owned Facilities 

 Each facility is required to have their own plan which must be approved by the CRD.



 
 
 
 

FRONT RECEPTION AREA SANITIZING PROCEDURES 
 

ALL CRD ADMINISTRATIVE OFFICES  
(WILLIAMS LAKE, 100 MILE HOUSE, QUESNEL) 
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Sanitizing Procedures When Dealing with Customers  
 
1. The first employee to interact with the customer is to ask if they used the hand sanitizer 

provided in the entrance cubicle.  If the answer is no, request the customer to use the 
sanitizer provided on the front counter. 

 
2. If the employee will be passing anything over to the customer, they will sanitize their hands 

before handling the items (hand sanitizer is provided at the front counter). 
 
3. After each customer, the employee who looked after them needs to clean that area before 

welcoming the next customer (cleaning wipes are supplied at the front counter). 
 
4. If taking a cash payment, employees will wear gloves and dispose of them in the trash when 

finished. 
 
5. The POS pin pad will be wiped down with a cleaning agent after each use, by the employee 

taking the payment. 
 
 
General Sanitizing 

1. Front desk employees will wipe down all front counter surfaces and door handles on both 
front doors at least twice a day – mid-morning and mid-afternoon (more often if there is high 
traffic in and out of the front desk area). 

 



 
 
 
 

IN-PERSON APPOINTMENT PROCEDURES 
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Arranging the Meeting 
 
Prior to your meeting day, please inform the person you are meeting with that the CRD requires 
all participants involved in the meeting must wear a mask for the duration of the meeting and 
use hand sanitizer. They also have the option to wear gloves. If they do not have a mask, one will 
be provided.  
 
During the meeting, the use of any other facilities within the CRD is not permitted. 
 
 
Employee(s):   
 
Williams Lake office only has one office space to use, which is the room at the front of the 
reception area, beside the Finance Department (if you are unsure which room it is, ask!).   
 
100 Mile House office – meeting room to use is lunchroom/file room. 
 
Quesnel office – meeting room to use is Directors’ Boardroom (behind Clerk’s desk). 
 
After your meeting, you are required to clean the room, which includes all surfaces, chairs, door 
handles inside and out, etc. 
 
Please date and sign the attached page, indicating you have cleaned the room.  
 
For Williams Lake office, place document in tray provided at the front reception area (if you can’t 
find the tray, ask). 
 
For Quesnel and 100 Mile House offices, please scan the document to JOHSC Co-Chairs at 
ChairsJOHSC@cariboord.bc.ca. 
 
Reminder:  If we provide guests with a pen, encourage them to take it with them when they leave 
or you must either discard it in the trash or sanitize it. 

mailto:ChairsJOHSC@cariboord.bc.ca
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Before entering the meeting space, the employee must ask the customer the following questions: 
 
Customer Name: _______________________________  
 _______________________________  
Customer Contact Number(s): 
 ___________________________   
 
Do you have a cough or shortness of breath? ________ 

Are you feeling feverish or have you had shakes or chills in the last 24 hours? ___________ 

Are you or someone who lives with you currently self-isolating? ____________ 

Has anyone in the home had influenza-like symptoms within the last 14 days? __________ 

Have you or anyone you have come in contact with travelled out of the country within the last 14 days? 
_________ 

Have you had contact in the last 14 days with a sick person? ________  

As a reminder, the CRD is unable to provide you with the use of our washroom facilities during this meeting. 

I have read and understand the above questions. 
 
Customer Signature: __________________________   
 
The following/above personal information is collected pursuant to section 26 of the Freedom of Information 
and Protection of Privacy Act (FOIPPA), and will only be used to contact you in the event of a COVID-19 case 
is confirmed within 14 days of your visit at the Cariboo Regional District office. Your personal information will 
not be released except in accordance with the FOIPPA. Questions about the collection of your personal 
information may be referred to the Cariboo Regional District’s Manager of Corporate Services, Suite D, 180 
North Third Avenue, Williams Lake, BC, V2G 2A4, (250) 392-3351 or mailbox@cariboord.ca. 

 

Employee:  If the person you are meeting with has answered yes to any of these questions listed above, 
you cannot follow through with your meeting and they must exit the building immediately. Please notify 
the CAO/Deputy CAO or the HR Department. 

 
Employee Name (print): ___________________________ Date:___________________________ 
 
 
I confirm I have cleaned the room:   _____________________  
 Employee Signature 

mailto:mailbox@cariboord.ca
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Standard Operating Procedure 
 

TITLE: SOP NUMBER: 
EFFECTIVE 
DATE: 

PREPARED BY: 

COVID-19 – 
Onsite Inspection 

BI-SOP-03 August 3, 2020 
Virgil Hoefels, Chief Building 
Inspector 

 
1. PURPOSE – The purpose of the SOP is to provide clear direction on COVID-19 

procedures surrounding On-Site Inspections. 

 
The procedures in this SOP are in addition to all instructions as detailed in the 
CRD COVID-19 Response Plan.  If there are discrepancies between the two, the 
procedures in the SOP take precedent. 
 

2. REPONSIBILITIES – Building clerks completing Inspection Request – Occupied 

Structure 2020  Building inspectors performing onsite inspections 

 
3. PROCEDURE 

 
3.1. New Unoccupied Structures 

 
3.1.1. Onsite inspections for new unoccupied structures can be performed with 

the following requirements. 

 
3.1.2. Building clerk is to complete the Inspection Request – Occupied Structure 

form (OSF) over the phone with the applicant.  This form is to be placed in 

the file for the inspector’s review.  The inspector cannot perform an 

inspection if an approved completed OSF is not in the file upon arrival at 

inspection site.  

 
The inspector should keep blank copies of the OSF in the vehicle, should 
the need arise to fill out on site. 
 

3.1.3. No one is to be on site.  If someone must be onsite, they are to wait outside 

of the structure for the duration of the inspection. The building clerk is to 

inform the inspection requestor of this requirement. 

 
Should the inspector arrive on site and various crews are on site and refuse to 
leave the site, the inspector can cancel the inspection or proceed with inspection 
if social distancing can be maintained 
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3.1.4. No hand to hand transfer of paper should occur.  Hard copy inspection reports 

are to be left on site in safe area for collection by permit owner.  Alternatively, 

inspection reports can be completed via CityView mobile and emailed to the 

owner.  

 
3.1.5. Inspector is to sanitize hands and have a face mask in place prior to exiting 

vehicle. 

 
3.1.6. Upon completion of inspection and reentry to vehicle the inspector is to sanitize 

hands and then remove mask 

 
3.2. Occupied Structure – Current Build 

 
3.2.1. These inspections can occur with the same inspection requirements as 

detailed in 3.1 

 
3.3. Occupied Structures - Expired Permits 

 
3.3.1. All inspections of this nature are to be put on hold until further notice 

 
3.3.2. If an applicant is adamant about obtaining an inspection contact CBO for 

direction on a case by case basis 

 
3.4. Sanitize Vehicle 

 
3.4.1. Care is to be taken to spot sanitize inspection vehicle after each inspection. 

 
3.4.2. At the end of each day each inspector is to sanitize their assigned vehicle. 

 
VERSION HISTORY 

 

VERSION 
EFFECTIVE 

DATE 
DESCRIPTION OF CHANGE 

2 
January 14, 

2021 
Changes to onsite inspections procedures 
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Standard Operating Procedure 
 

TITLE: SOP NUMBER: 
EFFECTIVE 
DATE: 

PREPARED BY: 

COVID-19 – BP 
Acceptance and 
Issuance 

BI-SOP-01R2 May 13, 2020 
Virgil Hoefels, Chief Building 
Inspector 

 
1. PURPOSE – The purpose of the SOP is to provide clear direction on COVID-19 

procedures surrounding accepting and issuing building permits. 

The procedures in this SOP are in addition to all instructions as detailed in the CRD 
COVID-19 Response Plan.  If there are discrepancies between the two please inform 
your supervisor. 
 

2. REPONSIBILITIES – Building clerks and building inspectors accepting and issuing 

permit applications. 

3. PROCEDURE 

3.1. Building Permit Applications – Building permit applications can be accepted 

by either digital or hard copy.  See below for instructions for both types of 

applications. 

All effort should be used to receive applications digitally.  All forms are easily 
accessible on our website and any digitally created plans can be supplied by in 
digital format. 
 

3.1.1. Hard Copy Applications 

3.1.1.1. Sanitize hands then assemble a hardcopy application package that 

suits the applicant’s requirements. 

3.1.1.2. The applicant can return the completed application via mail or drop 

off at local CRD office. 

3.1.1.3. Upon receipt, hard copy applications are to be placed on an 

isolation shelf for 48 hours prior to being assigned to an inspector 

for plan review.  Sanitize hands after handling application package. 

3.1.1.4. Application payment can be taken as per section 3.1.3 of this SOP. 
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3.1.1.5. Once plan review is complete, the inspector is to return package to 

the building clerk, building clerk then processes permit and places 

the package back on the isolation shelf for 48 hours. 

3.1.1.6. After the 48-hour isolation period the building clerk can inform 

applicant that the permit is ready for issuance. 

3.1.1.7. Permit payment can be taken as per section 3.1.3 of this SOP. 

3.1.1.8. Once payment is received permit can then be mailed or picked up 

by applicant. 

3.1.1.9. When physically issuing the permit package to the applicant the 

handler is to disinfect before handling the file. 

3.1.2. Digital Copy Applications 

3.1.2.1. Create a digital application package that suits the applicant’s 

requirements and email it to the applicant.  Alternately, applicant 

can be directed to the website to download the required documents. 

3.1.2.2. The complete application can then be returned via email or as per 

hardcopy submission procedures.  Customers who need to submit 

plotter-size plans can do so by providing a link to their virtual 

dropbox. 

3.1.2.3. Payment can be taken as per section 3.1.3 of this SOP 

3.1.2.4. Once plan review is completed, the building clerk is to call or email 

the applicant to inform them that permit is ready for issuance. 

3.1.2.5. Payment can be taken as per section 3.1.3 of this SOP. 

3.1.2.6. Once payment is received, the permit can then be returned to 

applicant by email.  

3.1.3. Payment for Building Permits 

3.1.3.1. VISA and Mastercard payments can be accepted over the phone 

and processed through the Moneris terminal. 

3.1.3.2. Payment can also be made by mailing a cheque, money order or 

bank draft, or dropping it in the mail slot or drop box, as applicable. 
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3.1.3.3. In person payment can be accepted at this current time, however, 

over the phone payment should be encouraged so as to reduce 

face to face interaction with the applicant. 

VERSION HISTORY 

VERSION 
EFFECTIVE 

DATE 
DESCRIPTION OF CHANGE 

02 
January 14, 

2021 
Changes to payment processing and isolation 
shelf protocol 
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Standard Operating Procedure 
 

TITLE: SOP NUMBER: 
EFFECTIVE 
DATE: 

PREPARED BY: 

COVID-19 – 
Utilities 

U-SOP-01 
February 25, 
2021 

Charles Boulet, Manager of 
Environmental Services 

 
1. PURPOSE – The purpose of this Standard Operating Procedure is to provide a 

consistent framework for Employees to Work safely when attending to day to day 

duties in line with the services provided by the Environmental Department in a Covid-

19 Environment. 
 

2. BACKGROUND – Our field staff is equipped with appropriate PPE and have been 

trained on their use.  They are also equipped with their own tools, equipment, and 

vehicles, in order to reduce transmission of bacteria and viruses. 
 

3. PROCEDURE 

 

3.1. Before Coming to Work – Workers who are feeling ill or display any symptoms 

should not come to work. 

 

a. Self-Assessment: All staff will complete and submit the CRD’s electronic 

Self Declaration and Self-Assessment form prior to entering CRD offices 

or facilities and beginning their working shift.  

b. Self-Declare: Employees will self-declare if they are feeling ill having 

possible COVID-19 symptoms, or if they believe they have been exposed 

or in a high risk COVID-19 environment. 

c. Employees will self-assess using the BC Self-Assessment tool 

established by our BC Health Authority, then follow directions as provided 
 

3.2. Working from Home - As per the CRD’s “Working from Home” Policy, staff that 

are approved to work from home may do so under the procedures outlined 

within the policy. 
 

3.3. At Work – The main objective, when at work,  is to maintain a clean 

environment and to reduce the possible transmission of surface or air-borne 

bacteria and viruses, specifically considering the spread of Covid-19.  At 

present, Covid-19 may live on surfaces for up to nine days. 

https://forms.office.com/Pages/ResponsePage.aspx?id=K4oQ7bKZy0eC9u6_n_1UZ2pI-ce0iOJMsSffbv5dgItURExFQ0lQV1pJV1oySlFTQlk0UDc1Rk5GMy4u
https://forms.office.com/Pages/ResponsePage.aspx?id=K4oQ7bKZy0eC9u6_n_1UZ2pI-ce0iOJMsSffbv5dgItURExFQ0lQV1pJV1oySlFTQlk0UDc1Rk5GMy4u
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3.3.1. Social Distancing:  Maintain a minimum distance of 2 meters from all 

persons whenever possible, whether they be co-workers, or other 

members of the public. 

 

a. In person meetings should be avoided whenever possible. 

b. Do virtual meetings whenever possible. 

c. Courses and events should be done online. 

d. If in-person meetings or working in groups is necessary, maintain 

social distancing and wear appropriate PPE. 

e. Large gatherings should be avoided when possible. 
 

3.3.2. Use Appropriate PPE – Personal Protective Equipment:  In addition 

to the regularly worn PPE for normal utilities tasks, such as gloves, 

masks, clothing, head and foot gear, masks should be worn whenever 

approaching any person or persons. 

 

a. All PPE should be made of materials known to guard against the 

type of bacteria or viruses required including Covid-19. Various 

materials used are various polymers including latex, nitrile rubber, 

polyvinyl chloride and neoprene. 

b. Appropriate PPE should be worn whenever in contact with another 

person or persons, or working with tools, equipment and other 

surfaces handled or touched by others. 
 

3.3.3. Cleaning and Disinfecting – At present it is thought that, Covid-19 

can survive on surfaces for many days.  To reduce the possible 

transmission of this virus, PPE can be used, but cleaning and disinfecting 

is also effective. 

 

a. Office cleaning should be done on a regular basis, especially when 

the equipment is being used by others; it is recommended to clean 

and disinfect all surfaces after each use, or if not being used by 

others, at the beginning and end of your work day. 

b. Similarly, all tools, equipment and vehicles need be cleaned and 

disinfected dependent on usage and handling by others.  Good 

practice would have you clean and disinfect the surfaces or items 

before you handle them and after your finished with them. 



PRINT DOUBLE SIDED 
 
 
 
 
 

 

c. Hand sanitizer is provided at the office, treatment plants and in all 

vehicles, for use when washing with soap and water is not readily 

available. 

 
 

VERSION HISTORY 
 

VERSION EFFECTIVE DATE DESCRIPTION OF CHANGE 
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Standard Operating Procedure 
 

TITLE: SOP NUMBER: 
EFFECTIVE 
DATE: 

PREPARED BY: 

COVID-19 – SW 
Refuse Site 
Inspections 

SW-SOP-01 
February 25, 
2021 

Tera Grady, Supervisor of 
Solid Waste Management 

 
4. PURPOSE – The purpose of the SOP is to provide clear direction on COVID-19 

procedures while inspecting refuse sites. 

 
The procedures in this SOP are in addition to all instructions as detailed in the CRD 
COVID-19 Response Plan.  If there are discrepancies between the two, please inform 
your supervisor. 
 

5. RESPONSIBILITIES – Solid Waste Management Technician and Supervisor of Solid 

Waste Management inspecting refuse sites.  

 
6. PROCEDURE 

6.1. Travelling to Refuse Sites – if more than one person is in the inspection vehicle 

everyone will wear a facemask.  

6.2. Outdoor Interaction with Refuse Site Attendants or the Public – minimize all 

interaction with attendants and the public.  If interaction is necessary, maintain 

2 m of physical distance and wear a facemask.  

6.3. Indoor Interaction with Refuse Site Attendants or the Public – avoid indoor 

(scale house or attendant sheds) interactions.  If indoor interaction is 

unavoidable, maintain 2 m of physical distance and wear a facemask.  All touch 

spots in the indoor area shall be sanitized upon exit of the building. 

 
6.4. Collection of Hard Copy Documents from Refuse Sites – all documents shall 

be isolated for 48 hours in advance of pick up, if this is not possible, documents 

will be placed on a 48-hour isolation shelf upon return to the office.  

6.5. PPE – work gloves and a facemask shall be worn while handling any items at a 

refuse site.   

6.6. Vehicle Sanitation – company vehicles shall be fully sanitized upon return to 

the office. Personal vehicles shall be sanitized at the end of each workday.  
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VERSION HISTORY 

VERSION 
EFFECTIVE 

DATE 
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Standard Operating Procedure 
 

TITLE: SOP NUMBER: 
EFFECTIVE 
DATE: 

PREPARED BY: 

COVID-19 – 
Invasive Plant 
Management 
Procedures 

IPM-SOP-01 March 20, 2020 

Emily Sonntag, Invasive Plant 
Management Coordinator 
 

 
1. GENERAL PRINCIPLES 

 
1.1. General Approach 

 
The health and safety of Invasive Plant Management (IPM) program staff, contractors, partners, and 
members of the communities within which we work, is of utmost importance to the Cariboo Regional 
District (CRD). All staff and contractors must work to minimize the risk of infection or transmission, as 
much as possible. As such, the CRD has developed an organization-wide COVID-19 policy and 
procedures. The intent of this document is to outline procedures developed to address COVID-19 
exposure risks that are unique to the delivery of IPM. Therefore, in addition to the CRD IPM COVID-19 
procedures outlined below, organization-wide COVID-19 policies and procedures will be reviewed by 
IPM staff and strictly followed. In general, these procedures include: 
 

• Washing your hands regularly and thoroughly, with soap and water or hand sanitizer 

• Using physical distancing to minimise close contact with others: keep a 2 meter 

(approximately 6 feet) distance between yourself and others 

• Following the same procedures that are recommended during cold and flu season 

• Covering your mouth and nose when coughing or sneezing 

• Avoiding touching your face 

• Cleaning and disinfecting frequently touched objects and surfaces 

• Staying home if you feel sick 
 

1.2. Affected Work  

 
In a normal year, CRD IPM staff and contractors would usually share workspaces, vehicles, and 
equipment. CRD IPM staff and contractors would usually also interact in-person with colleagues, 
members of the community, funding partners, landowners, partner organizations, and government staff. 
These components of our work will need to be amended to ensure that we are complying with this 
protocol.  
The CRD IPM program acknowledges and understands that staff and contractor efficiency and work 
output will likely be less than normal this year. We are thankful that our funding partners also 
acknowledge that a lower work output will be likely this year (e.g. fewer sites will be surveyed and 
treated), due to the increased cost, in terms of labour and expenses, required to comply with this 
protocol. 

 

http://www.bccdc.ca/health-info/diseases-conditions/covid-19/prevention-risks/hand-washing
http://www.bccdc.ca/health-info/diseases-conditions/covid-19/prevention-risks/physical-distancing
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1.3. Other Jurisdictions 

 
The CRD IPM program will submit this protocol to all land managers that we plan to work with for the 
duration of the COVID-19 pandemic. Land managers and funders are asked to communicate the details 
of any relevant internal policies or guidelines that apply to their lands or infrastructure, that may affect 
the ability of CRD IPM staff and contractors to abide by the protocols outlined in this document. 

 
2. WORK PROTOCOLS 

 
2.1. Anyone with symptoms or feeling ill should not work 

• All staff will complete and submit the CRD’s electronic Self Declaration and Self-Assessment form 

prior to entering CRD offices or facilities and beginning their working shift.  

• Any staff or contractors that begin to feel ill, have symptoms, or encounter someone with 

symptoms, should go home immediately and contact the Invasive Plant Management Coordinator 

or Technician. 

• The Coordinator will then review workplans and re-assign work to other staff or contractors. 
 

 
2.2. Staff and contractors should work from home whenever possible 

• As per the CRD’s “Working from Home” Policy, staff that are approved to work from home may do 

so under the procedures outlined within the policy. 

• If working from home is not possible (e.g. field work), then the relevant protocols listed below 

should be followed to minimize the risk of infection or transmission. 

 

2.3. In-person meetings should be avoided where possible 

• All staff meetings and meetings with partners should be done virtually (over Microsoft Teams or 

other software), or as a conference call, or a phone call.  

• If in-person meetings are essential (e.g. between field crew members), they should be done whilst 

maintaining 2 meters physical distance between participants, outside if possible, or in a well-

ventilated indoor area. 

 

2.4. Events and gatherings should be cancelled or postponed 

• Outreach & Education events, workshops, training, and any other in-person education events 

should be postponed, cancelled, or moved to an online format where possible. 

 

2.5. Field work (surveys and treatments) on private, residential properties should be postponed 

• Site visits to residential properties should be postponed where staff members cannot maintain 2 

meters physical distance from residents, or if staff members need to gain entry to a dwelling to 

access the site. 

 
 

https://forms.office.com/Pages/ResponsePage.aspx?id=K4oQ7bKZy0eC9u6_n_1UZ2pI-ce0iOJMsSffbv5dgItURExFQ0lQV1pJV1oySlFTQlk0UDc1Rk5GMy4u
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2.6. Field work (surveys and treatments) in busy public areas may need to be postponed, or carried out 

when fewer people are present 

• E.g. parks and trails 

• High-traffic areas will not be visited this spring (e.g. open parks and busy trails). If possible, they will 

be visited later in the season, or not at all this season. 

• In lower traffic areas, field work will be carried out during non-peak hours (e.g. early morning) to 

maintain physical distance from others. 

 

2.7. Limit 1 person per vehicle, wherever possible 

• Except staff who share the same household 

• CRD IPM Field trucks will be assigned to a staff person and cleaned thoroughly at the start and end 

of each workday (see Vehicle cleaning procedure below). 

• Staff and contractors may be asked to use personal vehicles to drive to work locations. Mileage and 

an insurance allowance will be paid as per relevant CRD policy. 

• Where the one-person limit is not possible, two people may travel in one vehicle: 

o If they are seated as far apart as possible (e.g. driver + back right side), 

o If vents are open to promote air circulation in the vehicle, 

o If both employees/people are comfortable with this arrangement, 

o If both must wear masks (medical-grade masks are not required, washable masks are 

sufficient), and  

o If pre-entry hand washing is completed whenever you leave and return to the vehicle 

throughout the day. 

 

2.8. Limit the number of people working from the CRD Office at the same time 

• If working from the CRD office is necessary, staff must always maintain 2 meters physical distance 

from others as per CRD’s COVID-19 policy and procedures.  

• The “maximum number of people per space” notices posted on all CRD doors into offices, meeting 

rooms, and shared spaces (breakrooms, etc.) will be respected. 

 

2.9. Limit the number of people accessing CRD’s storage locations (equipment storage facility and herbicide 

storage room) 

• A limit of 1 person at a time will be applied to both storage locations. 

• Heavy equipment & lifting 

• The lifting crane at the equipment storage facility will be used to move heavy equipment into and 

out of vehicles so 1 person can move the equipment. 

 

2.10. Workspaces should be kept clean 

• Surfaces and equipment touched often (e.g. desks, keyboards, telephones, door handles), at the 

CRD office, and at home workspaces, will be wiped and disinfected frequently as per CRD’s COVID-

19 policy and procedures. 
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2.11. Handwashing stations / equipment should be present at all work locations 

• At the CRD office – soap and towels will be provided for hand washing in the washrooms and 

breakrooms. 

• Vehicles – all vehicles used for CRD business will be equipped with a hand-washing kit (see kit list 

below). This includes CRD leased vehicles, personal vehicles used for CRD business, and contractor 

vehicles (contractors are expected to supply their own kit). 

• At home – staff working from home should wash hands regularly using soap and water. 

2.12. All staff members and contractors should have their own personal protective equipment (PPE) 

• Additional PPE will be purchased at the start of the season to make sure everyone has their own 

(e.g. gloves, eye protection, coveralls, respirator, hardhat etc.) 

• PPE will be sanitized prior to being provided to staff (See Equipment cleaning protocol below) 

• PPE will be clearly labelled with the staff member’s name and/or coloured flagging tape and kept 

with the staff member in the vehicle they are travelling in that day. 

• PPE should not be shared between staff. 

 

2.13. Tools and equipment should be sanitized between different users 

• If possible, tools & equipment will be assigned to a specific person at the beginning of the season 

and will only be used by that staff member. 

• For equipment that is shared, equipment and tools will be sanitized between different users (see 

Equipment cleaning protocol below) 
 

If you have concerns about yourself or others potentially being exposed to COVID-19 in the workplace, contact 
the Invasive Plant Management Coordinator or Technician immediately. 

 
CRD IPM staff and contractors are expected to comply with physical distancing and other preventative measures, as 
much as possible, outside of work, as well as when working, to limit the risk of potentially exposing fellow workers to 
COVID-19. 
 

3. HANDWASHING KITS 

 
3.1. Each vehicle will be equipped with the following handwashing/sanitization kits 

• Water jug 

• Soap 

• Paper towels 

• Gloves  

• Face mask 

• Disinfecting wipes or spray (if available) 

• Hand sanitizer (if available) 
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4. EQUIPMENT CLEANING PROTOCOL 
 
All equipment (e.g. backpack sprayers, stem injectors, mattocks, loppers) is to be cleaned and disinfected at 
the beginning and end of each workday and when transferring to a different user. When possible, equipment 
should be cleaned with isopropyl alcohol-based cleaner (at least 70%) or disinfecting wipes located in the 
Handwashing Kit.  
Cleaning should focus on parts of the equipment frequently touched, such as handles and straps, as well as any 
creases. 

 
5. VEHICLE CLEANING PROTOCOL 

 
Drivers are responsible to ensure vehicles are disinfected prior to and immediately after use, ensuring 
that all garbage is removed and properly disposed of prior to cleaning even if the vehicle is assigned to 
them. 
 
Drivers shall clean and disinfect frequently touched surfaces in the vehicles, including: 
 

Check list 
 

Steering wheel and controls  

Wiper and turn signal switches  

Shifter and emergency brake handle  

Dash controls and buttons  

Rear-view mirror  

Radio control buttons  

Door handles (inside and out)  

Window buttons  

Seatbelt buckles  

Arm rests  

Grab handles, seat adjusters  

Ventilation grilles and knobs  

 
The above checklist will be printed out (see attached Excel spreadsheet “CRD IPM Vehicle Sanitation Log”) 
and placed on the passenger’s seat (in a clipboard) and shall be filled out each time the vehicle is sanitized. 
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Do not use any type of bleach, hydrogen peroxide or ammonia-based (found in most ‘blue glass cleaners’) 
products on the vehicle’s interior, as they can cause damage to the vinyl on the dashboard and seat 
coverings, and damages anti-glare coatings on touch display screens. 
Helpful and informative video: https://www.youtube.com/watch?v=mUwWo8AqSIQ 
 

VERSION HISTORY 
 

VERSION EFFECTIVE DATE DESCRIPTION OF CHANGE 

2 February 25, 2021  

 
 

https://www.youtube.com/watch?v=mUwWo8AqSIQ
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Cariboo Regional District Library: Plan for Restoring Library Services During and After the 
COVID-19 Pandemic 
 
On March 17, 2020 all branches of the Cariboo Regional District Library closed their doors to the 
public to help limit the spread of the COVID-19 virus. This closure is for an indefinite period.  All 
in-person library services were halted.  Staff continued to work in their assigned locations but 
had to learn how to do so while social distancing and following other health and safety guidelines 
dictated by B.C. health authorities during the COVID-19 pandemic. 
 
Shortly after closing their facilities to the public, library staff realized that certain library services 
could continue to operate in a digital or virtual format.  The CRD Library Management Team has 
been working on a plan to gradually restore library services in the Cariboo.  The first stage of the 
plan involved public access to digital collections and the delivery of virtual programming. 
 
Since mid-March, members of the library sector in British Columbia have met at weekly online 
meetings to share information about the virus as it relates to library work, what each library in 
the province is doing during the crisis, and what plans are being made to restore library services.  
Public libraries in BC are agreed on the principle of reintroducing library services to the public in 
a careful and thoughtful way that addresses both public and staff safety.  As the Province of BC 
introduces Phase 2 of its re-opening plan on May 19th, most public libraries in BC agree that it is 
time to move to the next step in restoring library services to the public.  Between May 19 and 
June 1, most public libraries in B.C. will begin to make their physical collections available to the 
public through a holds pickup service that will take place outside the library in the library parking 
lot or on the sidewalk (sometimes called ‘Curbside Holds Pickup’ or ‘Library Takeout’) or through 
home delivery. 
 
Public access to library buildings and the introduction of other in-person services will be made 
very gradually and will follow guidelines provided by WorkSafeBC and provincial and regional 
heath authorities. 
 

Plan for Restoring Library Services in the Cariboo During the COVID-19 Pandemic 
 

 Initial Closure Stage 1 
Start Date March 17, 2020 Late March to end of May 
Library building status 
 

All library buildings closed to the 
public 

All library buildings closed to 
the public. 

Library staff status 
 
 
 
 

Staff working, except Student 
Pages.  No Casual call-ins.  
Community Branch staff send a 
‘checking in’ email to the MOLS 
each time they start a shift. 

Staff working, except Student 
Pages.  No Casual call-ins. 
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Restoring Library Services During COVID-19, continued…. 
 

 Initial Closure Stage 1 
Library services offered 
 
 
 
 
 
 
 
 
 
 
 

Digital services to current library 
card holders. 
 
 
 
 
 
 
 
 
 
 

Work on in-house projects 
continues.   
Virtual programming via 
Facebook begins. 
Public encouraged to make use 
of the library’s digital resources. 
Library services via telephone 
begins in all Branches. 
Virtual registration for new 
library cards begins in Area 
Branches. 
 

Measures taken regarding 
library services 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

All in-person library services 
halted.  Book drops closed.  
Interlibrary loan and Interlibrary 
Connect services suspended. 
Public service staff begin work on 
in-house special projects.   
Acquisitions and Materials 
Processing continue. 
Protocol established for safe 
handling of returned library 
materials and forwarded to all 
library branches.   
Public encouraged not to return 
library material through book 
drops.  
Emergency closure procedures 
activated in Sitka.  All due dates 
for library material moved to a 
future date to avoid overdue fees 
being charged during the closure. 
All library card expiry dates 
extended for one year. 
Weekly ZOOM meetings with 
ABCPLD librarians across the 
province begin. 
 

‘Initial closure’ measures 
continue. 
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Restoring Library Services During COVID-19, continued…. 
 

 Initial Closure Stage 1 
 
 
 
 
 

Monthly ZOOM meetings with 
NCLF librarians begin. 
CRD Library management team 
moves COVID-19 planning to 
Teams platform. 

 
 
 
 
 

Health & welfare 
 
 
 
 
 
 

Crew talks held to advise staff of 
the CRD’s COVID Response Plan. 
 
 
 
 
 

Staff continue to follow 
WorkSafeBC and B.C. health 
authority guidelines regarding 
personal hygiene (frequent hand 
washing, avoiding touching their 
face), social distancing, and 
cleaning of surfaces. 

Risk Assessment Low Low 

 
 

 Stage 2 Stage 3 Stage 4 
Start Date May 25 or June 1, 2020 No date set No date set 
Library building 
status 

All library buildings 
closed to the public. 

Limited public access to 
library buildings. 

Full public access to 
library buildings. 

Library Staff status 
 
 
 

Same as Stage 1.  
Summer students begin 
work. 
 

All staff working, 
including Student 
Pages.  Casual call-ins 
resume, as required. 

Full return to pre-
COVID staffing levels 
and schedules. 
 

Library services 
offered 
 
 
 
 
 
 
 
 
 
 
 

Stage 1 services 
continue. 
Planning for virtual 
Summer Reading Club 
begins. 
Lending of physical 
materials via curbside 
holds pickup begins. 
Public permitted to 
return library material 
using library book 
drops. 
 

Stage 1 services 
continue. 
Limited access to public 
computers. 
Limited access to public 
washrooms. 
Limited access to 
physical collections. 
 
 
 
 
 

Curbside holds pickup 
discontinued. 
Full access to physical 
collections restored. 
 
 
 
 
 
 
 
 
 

 

 
Restoring Library Services During COVID-19, continued…. 
 

 Stage 2 Stage 3 Stage 4 
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Start Date May 25 or June 1, 2020 No date set No date set 
Measures taken re: 
library services 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

‘Initial closure’ 
measures continue. 
Protocol developed for 
curbside holds pickup. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

‘Initial closure’ 
measures continue. 
Most chairs removed to 
encourage physical 
distancing and short 
visits. 
Plexiglass shields 
attached to circulation 
counters. 
Number of public 
computers limited to 
encourage physical 
distancing and help 
with frequent cleaning. 
Time on public 
computers limited to 30 
minutes – no extensions 
permitted. 
Limited number of 
people permitted to be 
present at any time. 
All board games, toys, 
magazines, 
newspapers, and other 
difficult to clean items 
removed. 
Only disposable, library-
supplied earbuds 
permitted (no 
headphones). 
Some parts of buildings 
will remain closed to 
the public due to 
unavoidably crowded 
spaces and extremely 
high-touch collections. 
 

Stage 3 restrictions to 
continue until ‘all-
clear’ given by 
WorkSafeBC and BC 
health authorities.  At 
that time, remove 
plexiglass barriers, 
restore all library 
services to pre-COVID 
levels. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Restoring Library Services During COVID-19, continued…. 
 

 Stage 2 Stage 3 Stage 4 
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Start Date May 25 or June 1, 2020 No date set No date set 
Health and welfare 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Initial Closure and Stage 
1 protocols continue. 
Staff reminded of 
protocol re: the safe 
handling of returned 
library material. 
Protocol for safe 
delivery of Curbside 
Holds Pickup service 
implemented. 
 
 
 
 
 

Initial Closure and Stage 
1 protocols continue. 
Hand sanitizer 
dispensers installed at 
each entrance.  Staff to 
replenish supply on a 
regular basis. 
Staff to clean public 
computer stations in 
between customers. 
Staff clean plexiglass 
barriers hourly. 
Expanded cleaning by 
janitors required daily. 
 

All protocols detailed 
in previous Stages to 
continue until ‘all-
clear’ given by 
WorkSafeBC and BC 
health authorities.  At 
that time, restore 
cleaning protocols to 
pre-COVOD levels.  
Retain hand sanitizer 
dispensers 
permanently. 
 
 
 
 

Risk Assessment Low Medium to High High without vaccine 
 

Note:  Health and welfare protocols for Stage 3 and 4 may be expanded or contracted depending 
on WorkSafeBC and provincial/regional health authority recommendations and orders in effect at 
that time. 
 
Appendices: 

a. Staff protocol for Cariboo Regional District Library Branches (March 15, 2020) 

b. Protocol for handling library materials returned to library branches in the Cariboo Regional 

District (March 20, 2020) 

c. Protocol for curbside pickup of checked out library materials (May 21, 2020) 

References: 
Cariboo Regional District COVID Response Plan 
 
WorkSafeBC guidelines for libraries: 
https://www.worksafebc.com/en/about-us/covid-19-updates/covid-19-returning-safe-
operation/arts-and-cultural-facilities 
 
Province of BC Restart Plan: 
https://www2.gov.bc.ca/gov/content/safety/emergency-preparedness-response-
recovery/covid-19-provincial-support/bc-restart-plan 

 
Respectfully submitted, 
 
CRD Library Management Team (Wanda Davis, Manager of Library Services; Anton Dounts, Williams 
Lake Branch; Heather Lee, Quesnel Branch; Shelby Powell, 100 Mile House Branch)  

https://www.worksafebc.com/en/about-us/covid-19-updates/covid-19-returning-safe-operation/arts-and-cultural-facilities
https://www.worksafebc.com/en/about-us/covid-19-updates/covid-19-returning-safe-operation/arts-and-cultural-facilities
https://www2.gov.bc.ca/gov/content/safety/emergency-preparedness-response-recovery/covid-19-provincial-support/bc-restart-plan
https://www2.gov.bc.ca/gov/content/safety/emergency-preparedness-response-recovery/covid-19-provincial-support/bc-restart-plan
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Appendix A: 
 
COVID-19 Staff Protocol for Cariboo Regional District Library Branches 
 
March 15, 2020 
 
Library Services will be guided in its response to the current COVIS-19 pandemic by 
recommendations from official health authorities and the Cariboo Regional District. 
 
In addition to general instructions issued by the Cariboo Regional District regarding staff protocol 
during the COVID-19 pandemic, the instructions below are specific to Cariboo Regional District 
Library Branches. 
 
This protocol is for library staff.  There will be separate messaging for members of the public.  Posters 
will be provided for use in public areas.  This protocol is an internal document that is not meant to 
be distributed to the public. 
 
Masks 
 
The use of N-95 masks is not recommended at this time.  These masks must be properly fitted in 
order to work, and are uncomfortable to wear for lengthy periods of time.  Wearing a mask may 
cause you to touch your face even more than usual as verbal communication will be difficult.  
Touching your face has been shown to be one of the easiest ways of contracting the virus. 
 
Gloves 
The use of disposable nitrile or latex gloves is not recommended because they cannot be easily 
cleaned and may cause you to transfer germs from one object to another.  Frequent and proper 
handwashing is a better alternative. 
 
Cleaning vs Sanitizing 
 
As well as maintaining the same levels of daily cleanliness in the library as usual; library staff should 
follow additional cleaning protocols.   
 
Library staff should be aware of the difference between disinfecting/sanitizing and cleaning.  
Disinfecting/sanitizing kills germs.  Disinfecting requires that cleaning products be left to sit on 
surfaces for 3-5 minutes before being wiped off.  That time period allows the product time to do its 
work.  Cleaning removes germs from surfaces and objects but does not kill germs.  It is not practical 
for staff to maintain disinfected/sanitized surfaces in the library during opening hours.  For this 
reason, the goal of the cleaning protocol for library staff will be to clean surfaces frequently in an 
effort to remove as many germs as possible from surfaces and objects during the hours the Branch 
is open to the public. 
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Surfaces 
 
Surfaces that are touched by multiple people, such as the circulation counter, should be cleaned 
frequently during opening hours by library staff.  Avoid the use of sprays and cloths because germs 
can be transferred from one place to another by the cloth.  Instead, use disposable wipes and 
dispose of them after each use.  If you choose to wear nitrile or latex gloves while handling wipes, 
dispose of them along with the wipes. 
 
Objects 
 
Soft objects that cannot be easily cleaned, such as puppets and stuffed animals, should be removed 
from public areas and stored for the duration of the pandemic. 
 
Other objects that cannot be easily cleaned, such as board games and pieces, should be removed 
from public areas and stored away from the public for the duration of the pandemic.  If you have 
Lego and Duplo pieces that you are not cleaning regularly, you should remove those items from 
public areas and store them away for the duration of the pandemic. 
 
If you already clean your Lego pieces regularly (Lego pieces can be cleaned in a dishwasher on the 
hot or sanitize cycle), and choose to continue to offer Lego programmes, it might be wise to assign 
a collection of clean Lego pieces to each participant and limit them to using only those pieces (no 
sharing).  All pieces should be cleaned (in a hot dishwasher) before letting another group use them.  
If you are unable or unwilling to follow this protocol please pack your Lego pieces away for the 
duration of the pandemic. 
 
Please follow a similar protocol for other objects that are shared during programming, such as 
markers, pencils, scissors, etc.  That is, make sure each item is cleaned in between uses. 
 
Food at Programming Events 
 
Either hand food and drink out in individually packaged ‘packs’ or eliminate food and drink from 
your programming altogether.  An individual ‘pack’ means a separate package for each person that 
includes a snack and a drink (like a boxed lunch). 
 
Social Distancing 
 
Social distancing should be practiced at all public programming events.  Social distancing is defined 
as maintaining a 6 ft. distance between people.  Please arrange chairs at all events to maintain 
proper social distancing.  This may mean that fewer people can participate in a programme. 
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Public computers and keyboards 
 
It may not be possible for staff to maintain clean surfaces on public computers and keyboards.  
Members of the public should be encouraged to wash their hands immediately after using public 
computers and not to touch their faces until they do so.  If possible, staff should use disposable 
wipes on keyboards, computer tables and the hard surfaces on chairs in between customers.  We 
recognize that public computer access is an important public service and will attempt to continue 
this service as long as possible. 
 
Books, DVDs, and CDs 
 
Please clean the outside covers of books, DVD cases, and CD cases as they are returned to the library 
prior to returning them to the shelves.   
 
Overdue Fines 
 
No overdue fines will be charged for any person who is required to be in isolation or quarantine.  In 
general, staff should be especially lenient to everyone regarding fines until further notice.  
 
Programming 
 
At this time, we are conducting risk assessments on all library programs.  Library programs will 
continue to be offered as long as the restrictions and suggestions listed above are followed.  
Exceptions include: 
 

1. All Outreach programs are cancelled until further notice.  This includes visits to senior’s 

facilities, daycares, schools, and community events. 

2. All group tours and pre-arranged group visits (eg. daycares) to the library are suspended until 

further notice.  Please cancel any visits that are already booked. 

 
Be aware that visitors from other areas of the province or country may visit your library during 
March Break or school closures and may participate in programmes in your Branch.  Please follow 
recommended guidelines for handwashing, cleaning, and social distancing in order to help stop the 
spread of COVID-19. 
 
Please be aware that this protocol may change at any time as risk assessments change or 
instructions from the Cariboo Regional District or health authorities are updated. 
 
March 15, 2020 
Wanda Davis, Manager of Library Services 
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Appendix B: 
 

Protocol for Handling Library Materials Returned to Library Branches in the Cariboo Regional 
District 
 

March 20, 2020 
 

The purpose of this protocol is to protect staff from the being exposed to the COVID-19 virus that 
may have been transferred to library materials by members of the public.  Library customers have 
been encouraged to keep library materials at their homes and not to return them to library 
branches. However, in order to prevent books, etc. from being left lying on the sidewalk beside 
closed book drops (as has happened in the past), book drops have not been locked.  Staff will 
deal with returned items in the following manner: 
 

1. When preparing to remove items from the book drop, place an open box beside the book 

drop. 

2. Wash your hands.  Put on a pair of disposable gloves if you have them available. 

3. Empty the book drop by transferring all items to the box.  Use several boxes if necessary. 

4. When the box is full, remove gloves if you are wearing them and dispose of them in the 

garbage.  Wash your hands following the guidelines for hand washing by the Public Health 

Authority of Canada.  Do not contaminate the outside of the box or the flaps by touching 

it with the same gloves that touched the items or before washing your hands.  Avoid 

touching your face before washing your hands thoroughly. 

5. After washing your hands, close the box and write today’s date on the box. 

6. Out of an abundance of safety, wash your hands again. 

7. Set the box aside for at least 7 days (7-day quarantine) before opening it, checking in the 

items, and returning them to the shelves. 

Note:  If you wish, and if you have adequate supplies, you may wipe the mylar covers of hardcover 
books, and plastic covers of DVDs and CDs before placing them in the box.  However, because 
the items will be quarantine for 7 days this is not strictly necessary.  Current science states that 
the virus cannot live for that length of time on surfaces. 
 

Note:  If you have room in your branch and have book trucks available, you may quarantine books 
for 7 days on a book truck if the truck can be placed in an area where other staff will not be 
tempted to touch it or the books on it. 
 

Note:  Although some testing has been done on the length of time the virus remains active on 
various surfaces, there is still no conclusive scientific evidence on the shortest length of time 
library books should be quarantined.  Although most institutions now accept that 72 hours is a 
safe quarantine time, we will be using a 7-day quarantine out of an abundance of caution to 
protect staff and to avoid being the center of a community outbreak 
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Please be aware that this protocol may change at any time as risk assessments change or better 
scientific evidence becomes available. 
 
March 20, 2020 
Wanda Davis, Manager of Library Services 
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Appendix C: 
 
Protocol for Curbside Pickup of Checked Out Library Materials 
 
May 21, 2020 
 
This service is meant to provide public access to the Library’s physical collections until the tools 
necessary for safe public access to library buildings are readily available in sufficient quantities for staff 
and customer safety. 
 
This service is meant to be contactless and low risk to both library staff and customers.  Hand washing 
with soap and water will be used by staff, and the use of disinfectant wipes or spray will be used to 
ensure cleanliness for commonly touched surfaces.  Quarantine time for library materials will be used 
to ensure coronavirus is not transmitted to customers via library material.  As no contact with customers 
will take place, handwashing facilities are readily available for staff, and physical distancing will be 
strictly enforced, personal protective equipment is not required. 
 

1. Customers will search for library materials (books, DVDs, CDs, etc.) using the Library’s online 

catalogue and place holds on material they wish to borrow.  Alternatively, customers can phone 

the library and request that staff place holds for them.  If customers do not have a valid library 

card, staff will register them using the new virtual library card registration procedure. 

a. If customers phone the library to request that staff place holds on their behalf, staff must 

confirm the customer’s identity by asking the customer for information that is in the 

patron record. 

b. Staff will inform the customer of the procedure for pickup of materials when they 

become available. 

c. Customers may designate a person to pick up their holds for them but must inform staff 

in advance who that person will be.  Staff will add that information to the patron record. 

2. Each morning, staff will print the ‘pick list’ from Sitka and, after washing their hands, will pull 

books, etc. from the shelves. 

3. Staff will check out the items to the patron’s account and print the checkout receipt.  At that 

time, staff should note the name of the person (if any) who is permitted to pick up items on the 

customer’s behalf. 

4. Staff will place the checked-out items in a bag, attach a label to the bag with the patron’s first 

name, the date of checkout and the due date in large, easy to read print. 

5. Staff will place the bag in an area of the library designated for quarantined items.  The bag of 

items will remain in quarantine for at least 72 hours to ensure that the items are free from 

viruses. 
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6. After quarantine is over, staff will (after washing their hands) remove the bag of items from 

quarantine and call the customer to arrange a time for pickup.  All rules for the pickup exchange 

will be discussed with the customer. 

Pickup exchange protocol: 
 

1. Pickup appointments will be in 15-minute intervals to ensure that customers do not congregate 

in the pickup area.   

2. Each day a table will be placed outside the library in an area that can be observed by staff from 

inside the library. 

3. At each appointed pickup time, library staff (after washing their hands) will place the designated 

bag of books on the table.  Customers will not be permitted to approach the table while staff are 

at the table.  Decals or chalk drawings will be placed at least 6 feet away from the outside edge 

of the table and again at another 6 foot interval in case multiple people show up at the same 

time.  Customers must remain standing at the designated spot until library staff have left the 

table and returned to the library. 

4. Staff will ask the customer for their first name to verify that the name on the bag matches the 

person who is picking it up. 

5. Staff will leave the bag on the table and return to the library. 

6. The customer can then approach the table to pick up their bag of items. 

7. After the customer has left, staff will clean the table to get ready for the next pickup appointment.   

Signs will be available to let customers know that if they wish to return library material during their 
pickup appointment, they should put them in the book return and not leave items on the table.  If a 
customer places any items on the table that should have gone to the book return, staff will wear 
disposable gloves to move the items to the book return.  Items will not enter the library except through 
the book drop.  After placing items in the book drop staff will remove and dispose of the gloves before 
touching any surfaces. 
 
Books returned through library book drops will be dealt with using protocol already established for this 
purpose. 
 
Signs will also be available to remind customers that staff will be happy to answer any questions they 
might have by telephone but will not be able to have face-to-face discussions at this time. 
 
As personal protective equipment will not be used for this service, staff are not to approach customer 
vehicles or customers. 
 
Please be aware that this protocol may change at any time as risk assessments change or instructions 
from the Cariboo Regional District or health authorities are updated. 
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Wanda Davis, Manager of Library Services 
Appendix D: 
 

COVID-19 In-person library visits Safety Plan  
 
Introduction 
 
The CRD Library has been gradually restoring services since it closed its branches in March 2020.  Online 
children’s programming and digital resources were made available early on.  Curbside Pickup Service was 
introduced in June to allow safe access to the Library’s physical collections while Branches remained 
closed to in-person visits.  While Curbside Holds Pickup is an excellent service for those who can access 
the Library’s online catalogue to choose material and place holds, it does not provide service to those 
without internet access and the ability to place holds.  In addition, those who rely on public computers 
for Internet access have been cut off from this very important service since branches closed in March. 
 
Therefore, the next stage in restoring library services in the Cariboo Regional District is to provide in-
person access to CRD Library Branches for the purpose of browsing collections for library material for 
checkout, and for public computer access.   
 
Our main concern remains the health and safety of both staff and library customers by helping to limit 
the spread of COVID-19.  The cornerstone of this plan is to limit close contact through physical distancing, 
to encourage good hand hygiene while in the library, and to maintain the cleanliness of frequently 
touched surfaces.   
This safety plan follows the steps in the online template “WorkSafeBC COVID-19 Safety Plan” dated June 
26, 2020. 
 
Step 1:  Assess the risks that exist in CRD Library Branches. 
A risk assessment has been completed for Library Branches in the Cariboo Regional District (see 
attached).  Examples of identified risks include: 
Areas where people gather (too many people at one time) 
Job processes or places where staff/public are close to one another 
Equipment that workers/public share 
Surfaces that people touch often 
 
Step 2: Implement protocols to reduce identified risks  
The following list was used to guide staff in determining how to mitigate identified risks.  The tools were 
used in the order listed beginning with elimination and moving on to other options if elimination was 
not possible. 

1. Elimination 

2. Engineering controls  
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3. Administrative controls  

4. PPE  
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Elimination (first level of protection – eliminate the risk): 
 
Establish occupancy limits for the library branch and, if necessary, for particular areas of the library 
(washrooms, children’s area, public computers, staff areas, offices, program rooms, break room/areas, 
elevators, circulation area and any other specific area staff think needs an occupancy limit). 
 
To eliminate the necessity for library staff to spend large amounts of time cleaning and to encourage 
customers not to linger in the library during this stage of re-opening: 

- all chairs will be removed from public areas except one chair at each public computer station.  

Sitting/reading areas will be made inaccessible to the public or furniture moved to storage, 

- all children’s toys and games will be moved to storage, 

- all collections that require customers to flip through items to find what they want (Music CD’s, 

Board Books, etc.) will be moved to storage.  If the collection is too large to move it will be made 

inaccessible by covering it, 

- Mass market paperback spinners will be made inaccessible unless people can physically distance 

properly while in that area. 

- Magazine collections will be made inaccessible.  

- Newspapers will be moved to storage.   

- Water fountains will be made inaccessible 

Staff should decide which computer workstations will be used.  Use only those that are 2 m apart from 
other workstations in all directions.  Staff can measure and mark a 2 m space around the workstation 
(perhaps with tape on the floor) to help others know how far back they need to stay from the workstation 
when it is in use.  Note:  staff may need to change traffic patterns in their branch so public computer use 
is possible. 
 
Engineering controls (second level of protection): 
Install physical barriers (such as Plexiglas) or rearrange spaces to ensure workers are at least 2 m from 
co-workers, and members of the public.   
Use barriers/signage/floor markings to create new traffic patterns that avoid the circulation area, if 
possible and to remind customers waiting for service how far apart they need to stand. 
Use markers on the sidewalk outside the library to remind customers waiting to enter the library how 
far apart they need to stand. 
Use signage to remind people to stay 2 m apart from others while browsing the collection.  One-way 
traffic in aisles will not be used as most people ignore it when it doesn’t suit their purposes.  Decide how 
many people can be in an aisle at any one time and post signage to that effect. 
 
Administrative controls (third level of protection): 
Post recommendations from health authorities regarding COVID-19 in all library branches. 
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Establish CRD Library protocols/recommendations to reduce or eliminate risks identified as specific to 
library branches. 
Provide training to all staff regarding the Library’s COVID-19 response/safety plan and their responsibility 
to help limit the spread of the virus while at work. 
 
PPE (Personal Protective Equipment) (fourth level of protection): 
Use only in situations that cannot be dealt with by the first three levels. 
 
Step 3: Develop policies 
CRD Library staff follow policies outlined in the CRD Reopening Plan.  In addition, the following protocols 
and guidelines were developed to help staff reduce identified risks specific to libraries. 
 

1. Protocol for cleaning surfaces in CRD Library Branches during the COVID-19 pandemic 

2. Occupancy limits for CRD Library Branches 

3. Protocol for handling of library materials (existing) (updated August 17, 2020) 

4. Protocol for Curbside Holds Pickup Service (existing) 

5. Protocol for providing one-on-one customer service. 

6. Using PPE in CRD Library Branches 

7. Miscellaneous tips 

a. Key messages to provide to library customers 

b. Children in the library 

c. Library programming 

d. Signage 

e. Traffic patterns through the library 

f. Rule breaking 

g. Contact tracing 

8. How to clean tempered glass and plexiglass barriers. 

 
Step 4: Develop communication plans and training 
 
Communication plan: 
Details of the re-opening of each Branch will be communicated to staff by each Branch Manager in face-
to-face meetings. 
Details of Library Branch re-openings to in-person visits will be communicated to the public via the CRD 
Communications function, through Area Branch Facebook pages, and through the Library’s webpage.  In 
addition, members of the public who visit CRD Library Area Branches will be met at the door by a staff 
member who will inform them of what they can expect during their visit that is different than when they 
may have visited pre-COVID, and what will be required of them during their visit.  Signage will be posted 
throughout the Branch to remind visitors to practice physical distancing, what occupancy limits of certain 



PRINT DOUBLE SIDED 
 
 
 
 
 

19 
 

areas are, what the cleaning schedule is, and to encourage them to use hand sanitizer while in the 
Branch. 
 
 
 
 
 
Training plan 
All staff will receive training via the Crew Talk program established by the JOHSC. 
Staff who have been working continuously since the beginning of the pandemic have received training 
and updates regarding worker safety and CRD and CRD Library policies and procedures for being in the 
workplace during the pandemic. 
New or returning staff: 

 
Branch Managers and Supervisors are responsible for providing training, similar to that provided 
to ongoing staff, to all staff who return to the workplace after an extended period of time away 
and to new staff regarding policies and procedures for being in the workplace during the 
pandemic.  Crew talk forms outlining the training provided will be submitted to the JOHSC as per 
CRD office policy. 
 

Staff taking on new roles: 
 
Branch Managers and Supervisors are responsible for providing topic-specific training to any 
library employee who will be required to take on new roles/tasks due to the pandemic.  This 
includes (but is not limited to) required extra cleaning/disinfecting not done by janitorial 
contractors, any required use of PPE, door greeting duties and tasks related to the Curbside Holds 
Pickup Service.  Crew talk forms outlining the training provided will be submitted to the JOHSC 
as per CRD office policy when the training is related to workplace safety.  
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Appendix E: 
 

COVID-19 In-person library visits Risk Assessment 
 
  

COVID-19 Library In-Person Visits Risk Assessment 
   
Identified Risk 

 
Tool/Protocol to reduce risk 

   

Areas where people gather 
  

   

Potential for too many people to be in the library at 
the same time. 

 
Set a maximum number of customers equal to or 
lower than WorkSafeBC allowance of 1 person/5 
sq meters.   

Too many people in break room at the same time, 
unable to maintain physical distancing 

 
Limit # of people in break room at one time, post 
limit. 

Potential for too many people in Children's Area, 
unable to maintain physical distancing 

 
Monitor # or people in area. Consider posting a 
limit if this becomes an issue. 

Customers/staff passing by the Circ Desk will be too 
close to people waiting to check items out   

 
Use barriers/signage to create new traffic 
patterns that avoid the Circ area. 

Potential for too many customers to be at the Circ. 
Desk at one time. 

 
Place markers on the floor to remind people 
where they should stand 

Public computers too close together, unable to 
maintain physical distancing 

 
Reduce number of public computers available so 
physical distancing can be maintained 

Staff work area too crowded to maintain physical 
distancing 

 
Adjust traffic flow, move some staff to other non-
public areas of the Library 

Programming Room not large enough to maintain 
physical distancing during programming events 

 
Eliminate in-person programming, begin online 
programming and/or have smaller events with 
physical distancing in place. 

Potential for too many customers to be in the public 
washroom at any one time. 

 
Post maximum occupancy limits and encourage 
people to adhere to them. 

   

Job processes or places where staff/public are to close to one another 
   

Staff may be too close to one another in Circulation 
Area 

 
Train staff to maintain 6 ft of distance between 
them when helping customers 

Staff will be helping customers face-to-face at the 
Circulation Desk 

 
Install plexiglass barriers at the Circulation Desk 
with slots for items to pass through. 



PRINT DOUBLE SIDED 
 
 
 
 
 

21 
 

Staff will be too close to customers when providing 
help at public computers, etc. 

 
Require staff to use PPE when helping customers 
away from Circ. Desk if they cannot maintain 
proper distancing. 

Customers will be too close to one another when 
entering/exiting the Library 

 
Post signage warning customers to check to see if 
someone is entering before they exit, and to wait 
if there is someone. 

Customers may be too close to one another when 
browsing the collection 

 
Create traffic patterns using floor decals,  barriers 
(furniture rearrangement), and signage to 
encourage people to give each other enough 
space to maintain physical distancing.  Limit # of 
people allowed in aisles between 
bookshelves.Remove chairs to discourage 
lingering and to give people more room for 
distancing. 

   

Equipment that workers/public share 
  

   

Public computers 
 

Clean keyboard, mouse, monitor, table, and chair 
between each customer.  Include printer if has 
been used.  Consider using disposable plastic 
wrap on keyboards and mice to reduce cleaning 
time. 

Photocopier 
 

Only staff will be permitted to handle 
  

photocopiers.  Staff member using the  
  

photocopier must clean it after they use it. 
  

Staff will block off a 6ft area around the 
  

photocopier if it is in a public area to  
  

remind customers to remain away from 
  

staff while photocopying is being done. 
   

Staff computer stations in Circulation Area 
 

Staff will be assigned a computer at the start of 
their shift.  The station will be cleaned before 
another staff member takes over that station.  All 
staff should start their shift with clean hands.  
Staff should sanitize  or wash their hands after 
handling items that have been handled by 
customers. 
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Book trucks 
 

Staff should wash their hands both before and 
immediately after handling a book truck. 

Study carrels 
 

Chairs will be removed to discourage customers 
from spending long periods of time in the library. 

   

Surfaces that people touch often 
  

   

Photocopier 
 

Wipe clean after every use. 

Public computer keyboard, mouse, monitor, table, 
chair 

 
Wipe clean or replace coverings after every use. 

Circulation counter 
 

Wipe clean in between every customer 

Collections that people flip through (music CD's, 
Board Books, etc.) 

 
Do not allow access 

Puzzles, toy building blocks, and similar items 
 

Remove from customer area 

Public chairs 
 

Remove for first stage of opening 

Public tables 
 

Encourage customers to leave items they have 
touched and are not checking out on tables.  
Warn customers of the risk of touching these 
items.  Staff collect items frequently and place in 
quarantine. 

Books 
 

Follow protocol for handling library materials 

DVD's 
 

Follow protocol for handling library materials 

Audio cases 
 

Follow protocol for handling library materials 

Mass market paperback spinners 
 

If accessible, clean daily.  If cleaning is too time 
consuming, block access to spinners.   

Magazines 
 

Block access or remove magazines from public  
area. 

Newspapers 
 

Remove. 

Water fountain 
 

Block access. 

Front door handles (inside and out) 
 

Clean frequently, depending on traffic volume. 

Automatic door opener. 
 

Clean frequently, depending on traffic volume. 

Bathroom door handles (staff and public) 
 

Clean frequently, depending on traffic volume. 
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Bathroom faucets (staff and public) 
 

Clean frequently, depending on traffic volume. 

Bathroom stall doors and latches 
 

Clean daily (janitors) 

Coat hooks on the inside of bathroom stall doors 
 

Clean daily (janitors) 

Soap dispensers in public washrooms 
 

Clean frequently, depending on traffic volume. 

   

Staff training 
  

   

Staff may become complacent and forget to follow 
proper guidelines developed to keep them safe. 

 
Use Crew Talk program to remind staff of 
protocols specifically developed for COVID-19. 
Document all crew talks and send to OHSC. 

Staff returning to the workplace after a long absence 
may not be familiar with protocols. 

 
Use the Crew Talk program to inform/train staff 
about protocols developed for COVID-19. 
Document all crew talks and send to OHSC. 

Staff may not be aware of new protocols that pertain 
to reinstating library services that have been shut 
down for some time. 

 
Use the Crew Talk program to inform staff of 
changes to library services so they are ready to 
offer them in a safe manner. 

   

PPE  
  

   

Staff may not know how to use masks, gloves, and 
face shields properly. 

 
Use the crew talk program to train staff in the 
proper use of PPE (masks, gloves, face shields). 

   

Cleaning products 
  

   

Staff may be unclear about when and how to use 
cleaning products as this is not normally part of their 
work. 

 
Use the crew talk program to train staff in the 
proper use of cleaning materials. 
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Appendix F: 
 
Protocol for cleaning surfaces in Library Branches during the COVID-19 pandemic 
 
August 18, 2020 
 
Most cleaning in the Area Branches will be done by janitorial contractors, as usual.  However, some surface 
cleaning will need to be done by regular library staff during the day.  Surfaces that are likely to be touched 
frequently by staff and library customers need to be cleaned periodically throughout the day. 
 
It is important that staff assigned to cleaning duties are aware of the difference between cleaning and 
disinfecting.  Surfaces must be clean before they can be disinfected.  Disinfectants must be left wet on a 
surface for a specified period of time in order to do their work.  If staff choose to disinfect a surface, they 
must check the product they are using to find out how long the product needs to be left wet on the surface.  
Because of this, disinfecting may not be the desired route to take for some frequently touched surfaces.  
For those surfaces, cleaning may be the better option. 
See the handout supplied by WorkSafeBC for cleaning and disinfecting surfaces.  Create a cleaning schedule 
and have staff initial and date when they have completed specific cleaning tasks. 
 
Computers used by multiple people 
 
Staff computers:  
 
Some computers in the staff area may be used by multiple people during the day.  If that is the case, staff 
should wash their hands both immediately before and immediately after using the computer and avoid 
touching their face.   
If possible, assign computer workstations at the circulation desk to one person per shift to avoid cross 
contamination by multiple people. 
 
Public computers: 
 
Public computers will be used by many people who may or may not have washed their hand recently or 
used hand sanitizer.  Because of this, more stringent measures need to be taken in order to maintain the 
cleanliness of the equipment.   
Before the first person of the day uses a public computer: 

• Check the cleaning schedule for that computer to make sure it was properly cleaned/disinfected 
at the end of the previous day. 

• Make sure the keyboard and mouse each have a clean cover on them. 

• Make sure there is a container of hand sanitizer beside the computer along with signage asking 
customers to use hand sanitizer both before and after using the workstation. 
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After each use: 
  

• Carefully remove the covers from the keyboard and mouse and put them in the garbage.   

• If your branch is not using covers, the keyboard and mouse will need to be cleaned after each 
use.  Spray cleaning solution on a disposable cloth and carefully wipe down the keyboard and 
mouse.  Never spray cleaning solution directly on a keyboard of mouse.  After cleaning, dispose 
of the cloth in the garbage.   Re-using the cloth will simply transfer the virus to other surfaces. 

• Use a disposable cloth with a cleaning/disinfecting solution to wipe down the edges of the 
monitor (not the screen), the workstation tabletop and the chair. 

• Place fresh covers on the keyboard and mouse. 
 
Washrooms 
 
Post the cleaning schedule in each public washroom so that people can make up their own minds about 
whether or not they wish to use that facility.  In Area Branches,  janitors will continue to clean the public 
washrooms as usual.  Libraries that are open to the public for more than 5 hours per day should do a 
mid-day cleaning of frequently touched surfaces in the public washroom. 
Mid-day cleaning: 
 Entrance door handles to washroom (inside and out) if the washroom has a door. 
 Tap handles 
 Stall door handles (inside and out) 
 Toilet handles 
 
Main Library 
 
In addition to the regular schedule of cleaning, staff should clean the following frequently touched 
surfaces at least one during the hours the library is open to the public: 

• Main entrance door handles (inside and outside) 

• Automatic wheelchair entrance button (inside and outside) 

• Circulation counter (public side and staff side) 

• Any other surface in the library that is frequently touched by customers or staff. 
 
Other areas of the library 
 
Each branch will have surfaces that unique to that branch that may be identified as frequently touched.  
Branch Managers should identify these surfaces and add them to their cleaning schedule. 
 
This protocol may change at any time as risk assessments change or instructions from the Cariboo 
Regional District or heath authorities are updated. 
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Appendix G: 
 
Occupancy Limits in CRD Library Branches 
 
August 18, 2020 
 
Each branch needs to decide how many people can reasonably be in the branch at one time in order to 
maintain physical distancing guidelines.  They should also consider how many people can be in particular 
spaces within the library and still maintain physical distancing guidelines (break rooms, public 
washrooms, and staff work areas). 
 
Break rooms: 

 
Break rooms in Area Branches have been dealt with and posted under the CRD general safety plan.  
Community Branches do not have dedicated break rooms since only one staff member is working at a 
time and for a shorter shift than in Area Branches. 
 
Washrooms: 
 
Only Area Branches have public washrooms that can accommodate more than one person at a time.  In 
some cases, it will be impossible for staff to monitor how many people enter the washroom at a time or 
if they are practicing physical distancing.  Staff in each Area Branch may decide how many people they 
will allow in the public washroom at one time and post that limit.  Staff who are able to monitor that 
limit should do so. 
 
Public areas: 
 
The public area is the largest area of concern in each library branches.  The Williams Lake Branch was 
used for the standard calculation for Area Branches.  The public area is 8520 sq ft with 1660 sq ft of 
fixtures.  8520 – 1660 = 6860 square feet, which equals 637 square meters.   
 
WorkSafeBC specifies that any sector that is not dealt with specifically regarding occupancy limits should 
default to the guidelines for Retail Food and Grocery Stores (5 square metres per person). 
 
Therefore, the Williams Lake Branch can have 637/5 = 127 people in the public area of the Branch at 
any one time.   Quesnel Branch is slightly larger and can have more people, while 100 Mile House Branch 
is slightly smaller and can have fewer people.  However, discussions with staff revealed that they would 
be very uncomfortable with this many people in the branch.  It was decided that the number of people 
permitted to be in Area Branches at one time would be considerably smaller to start (the actual number 
being dependent on staff comfort levels) and would rise as staff and the public become comfortable 
with larger numbers.  Numbers are not to exceed the maximum allowed by WorkSafeBC. 
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Public areas in Community Branches are much smaller than in Area Branches and will only allow a few 
people to visit the branch at a time, dependent on branch size, in order to comply with the 5 square feet 
per person limit.  Numbers will range from 2 – 4 people allowed in the branch at one time, including 
staff (see attached sheet for details). 
 
Staff work areas: 
 
Staff work areas in each Branch vary considerably in size and configuration.  Staff in Area Branches are 
required to consider their staff work area and take whatever action they need to in order to ensure that 
staff can follow physical distancing guidelines, not only while at their desks but also while moving around 
the space.  Consider part-time staff (such as Student Pages) who do not have assigned desks but who travel 
through the area.  If possible, change traffic patterns through the space to accommodate physical 
distancing.  Consider moving some staff (or specific tasks) to other areas of the library if they do not need 
to be in the regular staff work area. 
 
This protocol may change at any time as risk assessments change or instructions from the Cariboo 
Regional District or health authorities are updated. 
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Appendix H: 
 
Protocol for handling library materials returned to library branches in the Cariboo Regional District 
 
August 17, 2020 
 
The purpose of this protocol is to protect staff from the being exposed to the COVID-19 virus that may have been transferred 
to library materials by members of the public.  Staff will deal with returned items in the following manner: 

1. When preparing to remove items from the book drop, place an open box beside the book drop. 
2. Wash your hands.  Put on a pair of disposable gloves if you have them available. 
3. Empty the book drop by transferring all items to the box.  Use several boxes if necessary. 
4. When the box is full, remove gloves if you are wearing them and dispose of them in the garbage.  Wash your hands 

following the guidelines for hand washing by the Public Health Authority of Canada.  Do not contaminate the outside 
of the box or the flaps by touching it with the same gloves that touched the items or before washing your hands.  
Avoid touching your face before washing your hands thoroughly. 

5. After washing your hands, close the box and write today’s date on the box. 
6. Out of an abundance of safety, wash your hands again. 
7. Set the box aside for at least 72 hours (3-day quarantine) before opening it, checking in the items, and returning 

them to the shelves. 
 
Wiping the mylar covers of hardcover books, and plastic covers of DVDs and CDs before or after placing them in quarantine 
is not necessary.   
 
Note:  If you have room in your branch and have book trucks available, you may quarantine books for 3 days on a book truck 
if the truck can be placed in an area where other staff will not be tempted to touch it or the books on it. 
 
Note:  Although some testing has been done on the length of time the virus remains active on various surfaces, there is still 
no conclusive scientific evidence on the shortest length of time library books should be quarantined.  Most public libraries in 
B.C. accept that 72 hours is a safe quarantine time 
Please be aware that this protocol may change at any time as risk assessments change or better scientific evidence becomes 
available. 
 
August 17, 2020 
 
Wanda Davis, Manager of Library Services 
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Appendix I: 
 
Protocol for shelf reading and returning items to the collection (reshelving) 
 
August 18, 2020 
 
Area Branches: 
 
Staff should not perform shelf-reading or reshelving tasks while the branch is open to the public.  These duties should be 
scheduled for times when the branch is closed to the public.  Student Pages should be scheduled to work during times the 
branch is closed to the public, but other staff are present. 
This will help customers comply with physical distancing guidelines and lead to fewer confrontations between staff and 
customers. 
 
Community Branches:  
 
Staff may perform reshelving tasks at any time during their shift when customers are not present in the Branch.  If customers 
arrive while staff are reshelving items, staff should greet the customer and retreat to their desk and work on other tasks so 
customers have room to move freely while choosing which items to checkout. 
 
This protocol may change at any time as risk assessments change or instructions from the Cariboo Regional District or 
health authorities are updated. 
 
 
  



PRINT DOUBLE SIDED 
 
 
 
 
 

30 
 

Appendix J: 
 
Protocol for providing one-on-one customer service 
 
August 18, 2020 
 
Extensive face-to-face help sessions are not being offered to the public at this time.  This includes one-on-one computer help. 
 
Helping customers find items on library shelves: 
 
Staff may leave the circulation desk to help customers find items (books, DVDs, etc.) in the library branch’s collections.  While 
doing this, staff must respect physical distancing rules at all times.   If physical distancing cannot be maintained while finding 
items on the shelf, staff should wear a face shield. 
 
Computer help: 
 
Computer help may be limited or not offered at all. 
One-on-one computer sessions that were previously being offered to help individuals with their personal devices are not 
being offered at this time. 
Staff may deal with customers who are having issues at the public computer stations as long as the issue can be dealt with in 
5 minutes or less.  Staff must wear a face shield while helping customers at computer stations and should wash their hands 
immediately afterwards. 
Staff should inform customers before they sit down at a computer station that available help may be limited. 
 
Printing: 
 
Printing services will vary depending on the layout of each branch.   
If printers need to be loaded with paper, only staff should do that task.  Do not hand paper to a customer and expect them 
to load the printer with paper.  Wear a face shield if the printer is close to computer stations where customers are working. 
 
Photocopiers: 
 
Photocopying services may not be available to customers at all branches.   
Where photocopying services are available, customers should not have access to the photocopier.   
Use signage, or other means, to let customers know whether or not the service is available in your branch and if so, how it 
will work. 
 
Staff who make photocopies for customers should wash their hands immediately afterwards and clean/disinfect commonly 
touched areas of the photocopier.  Staff may accept cash from customers to pay for their photocopies and should wash their 
hands after the transaction is complete. 
 
This protocol may change at any time as risk assessments change or instructions from the Cariboo Regional District or 
health authorities are updated. 
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Appendix K: 
 
PPE (Personal Protective Equipment) by Library Staff 
 
August 17, 2020 
 
It is recommended by health authorities that the use of PPE be the last option that is considered when choosing how to deal 
with identified workplace risks due to COVID-19. 
Staff should make every effort to conduct library business using other measures.  However, when staff have no other choice, 
they may use PPE provided by the Library for specific tasks. 
 
Masks: 
 
Non-medical masks are helpful in crowded spaces when proper physical distancing cannot be maintained.  The Government 
of Canada website says: “Wearing a mask alone will not prevent the spread of COVID-19.  You must consistently adhere to 
good hygiene and public health measures including frequent hand washing and physical distancing.”  As CRD library branches 
will be limiting the number of people who enter, they will not be crowded spaces.    
Staff are not required to wear a mask while at work.  Instead, staff are expected to follow physical distancing guidelines, avoid 
touching their faces, wash their hands frequently – particularly after touching surfaces that may have been touched by others, 
and stay at home if they are sick.   
Some staff may make a personal decision to wear a mask while at work.  Staff who choose to wear them should supply their 
own and make sure they are wearing them properly.  With or without a mask, staff are expected to follow proper physical 
distancing guidelines as much as possible when dealing with other staff and with the public and to adjust their work to make 
this happen.  At this time, proper physical distancing is recognized by BC Heath as the best way to limit the spread of COVID-
19. 
 
Disposable gloves: 
 
It is not recommended that library staff wear gloves during their entire shift.  Coronavirus picked up on one surface is easily 
transferred to other surfaces by gloves.  Staff should only wear disposable gloves for specific tasks when hand washing 
facilities are not readily available and properly dispose of the gloves in the garbage immediately after completing that task.  
An example of when wearing gloves in acceptable is when cleaning with harsh cleaning products.   
For most tasks, washing your hands with soap and water after completing a task is a much more effective way to limit the 
spread of the coronavirus.  It is well known that soap and water is the best and simplest method of killing COVID-19. 
Disposable gloves will be made available to staff for use when cleaning and for other tasks where hand washing is not 
immediately available.   
 
 
Acrylic Face Shields: 
 
As with masks, face shields provide limited protection and should not be worn for long periods of time.  They are useful in 
situations when clarity of speech is important and physical distancing cannot be maintained.  The WHO states that face shields 
are suggested “when mask use may present challenges [such as when dealing with] people with certain mental health 
disorders, developmental disabilities, [and] impaired hearing.  Since many library customers fall into these categories, face 
shields will be made available for use by staff. 
 
If staff must provide instruction to a member of the public and physical distancing cannot possibly be avoided, they should 
wear an acrylic face shield so that the customer can see their face when they speak.  Each staff member will be provided with 
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their own personal face shield, which they are expected to maintain and keep clean.  Face shields should not be shared with 
others.  See ‘Tips for cleaning plexiglass and acrylic face shields’ for instructions on how to clean face shields. 
Note:  Choose to wear a face shield for short periods of time only.   
 
This protocol may change at any time as risk assessments change or instructions from the Cariboo Regional District or 
health authorities are updated. 
 
 

Appendix L: 
 
Miscellaneous Tips 
 
August 19, 2020 
 
Library Entrance (Area Branches): 
 
Because we are limiting the number of people permitted to be in the library at any one time, a staff member should be 
assigned to greet people as they come in the door.  That person should be stationed at the door to welcome people as they 
come in – a friendly “Welcome back” would be nice for people to hear.  They should keep a count of how many people come 
and go.  They should dispense hand sanitizer to each person who enters and provide each person with a short description of 
what they can expect during their visit. 
 
Remember, people will expect the library to operate very closely to the way it did before.  The door greeter is responsible for 
letting them know how things are different. 
Key messages to give to customers are: 
 

- Only a limited number of people can be in the library at any one time (tell them how many) 
- If you are sick, have been told to self-isolate or self-monitor we are asking that you not come into the library 
- We are asking that people stay only as long as it takes to choose their books and check them out 
- Some collections, like magazines, newspapers and music CDs are not available at this time. 
- Please respect physical distancing by staying 2 m. apart from everyone else 
- There will be limited (or no) access to the washrooms at this time 
- Because we are a high-touch facility, we are asking that everyone use hand sanitizer before entering 
- Please keep your children beside you at all times during your visit 
- If you take books off the shelf to look at, please leave them on a table or in a blue basket (Williams Lake). 
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Children in the library (under the age of 13) 
 

- Unaccompanied children under the age of 13 are not permitted in the library at this time. 
- All children must remain with the adult they came in with for the duration of their visit 

 
Reading in the library 
 

- All chairs should be removed from the public area to discourage people from lingering in the library 
- People should also be discouraged from sitting on the floor to read books, etc.  Staff may have to gently remind 

people who sit on the floor that we are asking people to please enjoy their books at home. 
 
Programming 
 

- No in-person programming at this time. 
- No one-on-one digital help at this time, unless you can do it through the plexiglass barrier. 

 
Signage 
 

- Post all required WorkSafeBC and BC CDC signage 
- Post the cleaning schedule for the washroom on the washroom door so people can decide for themselves if they 

want to use it or not. 
- Have a list of rules for the use of your public computer(s) beside each computer workstation (time limit, hand 

sanitizer use, availability of pre-booking computer time, etc.). 
- Post signage reminding people to practice physical distancing frequently throughout the library. 
- Post signage in the Children’s Area reminding parents that children are not be left alone while in the library. 
- Post signage reminding people to limit their time in the library and to enjoy their books at home. 

 
Traffic patterns through the library 
 

- Please do not use directional arrows in aisles between aisles that require people to move down aisles in only one 
direction.  They are a major source of annoyance to many people and often impossible to adhere to properly.  
Instead, encourage people to respect physical distancing guidelines through the use of signage. 

- Do try to adjust traffic patterns so that people are not constantly travelling through the checkout area where people 
are waiting to check out books or are asking questions at the circulation desk. 

- Adjust traffic patterns so people are discouraged from walking too close to (usually behind) people using public 
computers.  If you have to, use tape on the floor to mark out a 2 m space around each public computer that will be 
in use. 

- Otherwise, let people roam through the library trusting that they will stay away from one another. 
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People who stop to chat with friends 
 

- Don’t get into confrontations with people about this.   
- Let them be, as long as they are adhering to physical distancing rules. 
- If there is a lineup of people outside waiting to enter you might want to gently bring that to their attention.   

           
Rule breaking 
 

- If staff are not adhering to the Safety Plan, you must bring it to their attention so they can make a correction. 
- If customers break the rules, 

o Be kind 
o Be friendly 

- Try to give them the benefit of the doubt 
o Do not treat people harshly.  Remind repeat offenders that if they want to come into the library, this is what 

they have to do.  
o Smile and gently escort them out the door if that is necessary. 

 
Contact tracing 
 

- The Library will not be gathering customer information for contact tracing at this time. 
 
These guidelines may change at any time as risk assessments change or instructions from the Cariboo Regional District or 
heath authorities are updated. 
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APPENDIX 3 – UPDATED PROCEDURES FOR ALL STAFF 
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EFFECTIVE NOVEMBER 19, 2020 
 
COVID-19 SELF SCREENING PROCEDURES 
 
As per the Provincial Health Officer, employees will complete a COVID-19 Self Screening Tool prior to 
entering to their worksite.  After completing the self-assessment, should an employee answer ‘yes’ to 
any of the questions they will refrain from entering the worksite, and will immediately contact their 
manager and contact HealthLink BC at 811 and follow their direction. 
 
To access the COVID-19 Self Screening Tool, click the link below to access the Human Resources page of 
the CRD Intranet:  https://cariboord.sharepoint.com/HR 

1. You will be asked to log in – please use your CRD email address as the username, and your regular 
computer password for the password. 

2. The COVID-19 Self Screening Tool is the top link in the Quick links section. 
 
The link below is the direct link to the form. 
https://forms.office.com/Pages/ResponsePage.aspx?id=K4oQ7bKZy0eC9u6_n_1UZ2pI-
ce0iOJMsSffbv5dgItURExFQ0lQV1pJV1oySlFTQlk0UDc1Rk5GMy4u 
 
If you do not have access to internet or a computer/cell phone at home, you will be required to complete 
a paper form or the printable form. 
 
During the workday, employees will continue to self-monitor to determine if they are experiencing any 
symptoms of COVID- 19.  
 
MANDATORY MASKS 
 
Employees will wear a mask when they leave their desk.  If an employee’s desk is located less than the 
recommended physical distance guideline of another employee’s desk both those employees will wear 
masks at all times. 
 
When an employee is serving the public, they will wear a mask regardless of whether there is a plexiglass 
barrier between them.  
 
When entering another employee’s office, both employees will wear masks. 
 

https://cariboord.sharepoint.com/HR
https://forms.office.com/Pages/ResponsePage.aspx?id=K4oQ7bKZy0eC9u6_n_1UZ2pI-ce0iOJMsSffbv5dgItURExFQ0lQV1pJV1oySlFTQlk0UDc1Rk5GMy4u
https://forms.office.com/Pages/ResponsePage.aspx?id=K4oQ7bKZy0eC9u6_n_1UZ2pI-ce0iOJMsSffbv5dgItURExFQ0lQV1pJV1oySlFTQlk0UDc1Rk5GMy4u

