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CITY OF PRINCE RUPERT  

SWP Name: Coronavirus (Covid-19) – Exposure Control – RCMP (City Workers) 

Date Created: March 23, 2020 Policy No: RCMP-COVID-01 

Approval Date:  Revision Date: July 07, 2020 

JOH&S Approval:  Supersedes:  

 
 

PURPOSE: 
 
The City of Prince Rupert’s RCMP Detachment is committed to providing a safe and healthy 
workplace for all workers.  A combination of preventative measures will be used to 
minimize worker’s exposure to the Novel Coronavirus also known as Covid-19.  The City 
will strive to find ways to control exposure by developing and implementing proper risk 
controls, establishing safe work practices, raising awareness, and providing education and 
training for employees that align with established RCMP safety protocols. 
 
RISK IDENTIFICATION: 
 
Coronaviruses are a large family of viruses found mostly in animals.  In humans, they can 
cause diseases ranging from the common cold to more severe diseases such as Severe 
Acute Respiratory Syndrome (SARS) and Middle East Respiratory Syndrome (MERS).  The 
virus has been named SARS-CoV 2 and the disease it causes has been named “Coronavirus 
disease 2019 (abbreviated “Covid-19”)”. 
 
Coronavirus (Covid-19) 

The virus is presently known to be transmitted via larger liquid droplets when a person 
coughs or sneezes and can enter through these droplets into the eyes, nose or throat if an 
individual is in close contact with a person who carries the Covid-19 virus.  The virus is 
not known to be airborne (e.g. transmitted through the particles floating in the air) 
and it is not known to absorb through the skin.  The Covid-19 virus can be spread by 
touch if a person has used their hands to cover their mouth or nose when they cough or 
sneeze and the virus enters the eyes, nose or mouth when the contaminated hands come in 
contact with these body parts. 
 
Droplet Contact:  Some diseases can be transferred by large infected droplets contacting 
surfaces of the eye, nose, or mouth. For example, large droplets that may be visible to the 
naked eye are generated when a person sneezes or coughs. These droplets typically spread 
only one to two metres and are too large to float in the air (i.e. airborne) and quickly fall to 
the ground. Influenza and SARS are two examples of diseases capable of being transmitted 
from droplet contact. Currently, health experts believe that the Covid-19 virus can also 
be transmitted in this way. 
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HEALTH MONITORING (SYMPTOMS): 
 
Employee Responsibility 

The symptoms of Covid-19 are similar to other respiratory illnesses, including the flu and 
common cold.   
 
Employees are not permitted on the worksite if they meet any of the following criteria:  

 Have or had symptoms of Covid-19 within the past 10 days (fever 37.5 C or higher, 
cough, sore throat, difficulty breathing, muscle aches/fatigue, loss of appetite, chills, 
stuffy or runny nose, and loss of sense of smell/taste); 

 Have travelled outside of Canada within the previous 14 days;  

 Have been exposed to someone positively diagnosed with Covid-19; or,  

 Share a home with someone who has been confirmed with Covid-19 or had a 
confirmed exposure to someone positively diagnosed with Covid-19.  

 
If an employee has any symptoms of pandemic influenza/flu-like illness in the morning 
they are to stay home and contact their Manager or Supervisor.  
 
If an employee begins to show symptoms at work they are to follow the procedure under 
section Procedure when Employee falls ill. 

Employees are to advise the manager of any concerns regarding other staff who portray 
symptoms at work. 
 
Supervisor Responsibility 

Supervisor’s responsibilities will include the following: 
 

 Communicate regularly to staff that if they have COVID symptoms to stay home and 
complete the BC online self-assessment tool and advise the manager of the 
recommendation.   

 If an employee presents symptoms, as noted above, while at work, Supervisors will 
instruct them to isolate from other workers and immediately contact a Manager.  
Management will review the symptoms and have the employee complete the online 
self-assessment tool: bc.thrive.health/covid19.  Results of this test will determine 
if the employee is able to stay at work or if he/she must seek medical attention or 
self-isolate.  

 
First Aid Attendants 

During the COVID-19 pandemic, occupational first aid attendants (OFAAs) must abide by 
the OFAA protocols provided by WorkSafeBC. (Attached to this policy). 
 
Procedure when Employee falls ill  
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1. If an employee begins to feel COVID symptoms (fever 37.5 C or higher, cough, sore 
throat, difficulty breathing, muscle aches/fatigue, loss of appetite, chills, stuffy or 
runny nose, and loss of sense of smell/taste) or even mild symptoms, they must 
report to a First Aid attendant or their manager/supervisor maintaining physical 
distance as recommended by health practitioner guidelines; 

2. If an employee is severely ill (e.g. difficulty breathing, chest pain), call 911. 

3. The employee must wash or sanitize their hands and isolate themselves from other 
employees; 

4. The employee will be provided with a mask (if available) and will be asked to go 
straight home.  The Supervisor/Manager will contact the employee to verify the 
work locations the employee was in contact with over the course of that day; 

5. The employee will need to complete the BC COVID-19 Self-Assessment Tool and 
advise their manager of the result.  If the employee is unable to complete the 
assessment at their house, the employee can contact their manager/supervisor to 
complete the self-assessment over the phone. The employee will be required to 
follow the results of the assessment.  

6. Any surfaces that the ill employee has come in contact with will be cleaned and 
disinfected. 

 
RESPONSIBILITIES 
 

Employer 

 Ensure that the materials (i.e., gloves, masks, alcohol-based hand sanitizers, and 
washing facilities) and other resources such as worker training materials required 
to implement and maintain the plan are readily available where and when they are 
required; 

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

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

 Ensure that workers use appropriate personal protective equipment (PPE); 

 Conduct a periodic review of the plan’s effectiveness; 

 Ensure that a copy of the exposure control plan is available to workers; 

 Maintain records of training; 

 Provide reporting methods for employees to report exposure; 

 Ensure Managers/Supervisors follow the direction of the City Manager or designate, 
concerning Covid-19 communications, public service levels and operational 
requirements, and, 

 Promote proper hand washing and/or use of alcohol-based hand sanitizer, 
communicate that to minimize the risk of transmission, employees should avoid 
touching their face, practice acceptable coughing/sneezing etiquette and practice 
physical distancing whenever possible while at work. 
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Supervisors 

 Ensure that workers are adequately instructed on the controls for the hazards at the 
location; 

 Ensure that workers use proper PPE, for which the job requires; 

 Direct work in a manner that eliminates or minimizes the risk to workers. (i.e. 
staggering work breaks); 

 Immediately refer workers to a Manager if they report symptoms associated with 
Covid-19;  

 Promote proper hand washing and/or use of alcohol-based hand sanitizer, avoid 
touching ones face, practice proper cough/sneeze etiquette and ensure that physical 
distancing is maintained whenever possible while at work; and, 

 Communicate with Management any concerns or illness brought forward by 
workers. 

 
Workers 

 Know the hazards of the workplace; 

 Follow established work procedures as directed by the employer or supervisor; 

 Use required PPE as instructed; 

 Report any unsafe conditions or acts to the Supervisor/Manager; 

 Know how and when to report exposure incidents; 

 Report to Manager or to First Aid if you have symptoms associated with Covid-19; 
and,  

 Ensure that you are following the recommended preventative measures for Covid-
19 including regular hand washing and/or use of alcohol-based hand sanitizer, 
avoid touching your face, practice proper cough/sneeze etiquette and maintain 
physical distancing whenever possible while at work.  

 
RISK CONTROL AND ASSESSMENT: 
 
The following risk assessment table is adapted from WorkSafeBC Occupational Health and 
Safety Regulation Guideline G6.34-6.  Using this guideline as a reference, we have 
determined the risk level to our workers, depending on their potential exposure in the 
workplace.   
 
Table 1:  Risk assessment for Virus Control 
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 LOW RISK MODERATE RISK HIGH RISK 

RISK OF 
EXPOSURE TO 
COVID-19 

Exposure to employees, 
public or shared 

materials or 
workstations is rare.  

Exposure to employees, 
public or shared 

materials or 
workstations occurs 

several times per day. 

Exposure to employees, 
public or shared 

materials or 
workstations occurs 

several times per hour. 

Hand Hygiene Yes Yes Yes 

Physical 
Distancing/ 
Office Controls  

Yes Yes Yes 

Cleaning and 
sanitizing of 
workstation, tools 
or shared 
equipment 

Not required Yes – as needed Yes, when handling 
possible contaminated 
objects on a frequent 

basis. 

PPE: Disposable 
Gloves 

Not required Not required Not required unless 
handling contaminated 

objects on a frequent 
basis. 

PPE: Eye 
protection – 
goggles or face 
shield 

Not required Not required Yes, use goggles when 
working in close 

proximity with Covid-19. 

PPE: Masks Not required Not required Yes, if have to go in close 
proximity of Covid-19 or 

Public. 

 
 
Table 2:  Risk Assessment by Position 

POSITION LEVEL OF RISK CONTROL PROCEDURES 

All Department Positions Low to High  Regular Hand Hygiene 
 Physical Distancing (Office 

Controls) 
 PPE 

 
SAFE WORK PRACTICES: 
 
Cleaning/Disinfecting  

 Additional Cleaning 
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The custodian spends an additional hour every day to specifically sanitize all high 
contact surfaces (i.e. Light Switches, photocopiers, counters, door handles, etc.). 

Staff have access to cleaning supplies to wipe down workstations throughout the 
day as they see fit. 

 Morning Routine 

 Every morning the front door, counter areas and photocopier room is sanitized.  
 

Workspaces and Equipment 

The City employs a third-party Custodian for the RCMP building, however, it is the 
responsibility of the employees to clean/disinfect common areas and other highly 
touched surfaces before use and after each use.  A clean office promotes a healthy 
environment along with keeping your workstation clean.  Use the cleaning supplies 
that are provided to you and wipe to disinfect the surfaces.  These include, but are 
not limited to: keyboard, mouse, phone, headset, desktop surfaces, chair, armrest, 
cabinet door, drawers, point-of-sale machine, calculator, cash register, printers, 
photo copier, radio and cell phones.  Shared workstations, along with equipment 
commonly used, must be cleaned before and after use – i.e. if you use a workstation 
to assist a customer. 
 

Cough/Sneeze (Respiratory) Etiquette 

Workers are expected to practice proper cough/sneeze etiquette, which is a combination of 
measures that minimizes the transmission of diseases via droplets.  Cough/sneeze 
etiquette includes the following components: 
 

 Cover your mouth and nose with a disposable tissue or the crease of your elbow 
when you sneeze or cough; 

 Use tissues to contain secretions, and dispose of them promptly in a waste 
container; 

 Turn your head away from others when coughing or sneezing; and, 

 Wash hands regularly. 
 
Hand Hygiene 

Hand washing is one of the best ways to minimize the risk of infection and has been proven 
to destabilize the Covid-19 virus.  Proper hand washing helps prevent the transfer of 
infectious material from the hands to other parts of the body – particularly the eyes, nose 
and mouth;  
 
Employees need to wash hands or use hand sanitizer when arriving to work.  
 
Disposable gloves may be used if frequent hand washing and/or hand sanitizers are not 
available; and 
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Do not touch your face, eyes, nose or mouth with unwashed hands or gloved hands. 
 
 Hand Washing Procedure 
 
 
 
 
 
 
 
 

 
Use soap and water, it does not have to be hot to be effective.  Wash and rinse your 
hands for at least twenty (20) seconds. 

 
 Faucet and Bathroom Door Procedure 

If you wash your hands, but then touch the faucet right after or touch the bathroom 
door handle, you could still be exposing yourself to germs. Use a clean paper towel 
after washing hands to turn the faucet off and to open the bathroom door before you 
throw it away in the waste basket.  

 
Personal Hygiene 

A vital component to controlling the spread of the disease is good personal hygiene. 

 Employees must practice good personal hygiene which includes ensuring that you 
launder your work clothes after each use.  It is unclear how long the virus can 
survive on fabric, however many items of clothing have plastic and metal elements 
on them.  Therefore, the virus might live for a few hours to several days; and, 

 Exercise caution when returning home from work.  Consider removing your 
shoes/boots when you enter the home and change into clean clothes.  Follow the 
above recommendation for cleaning your personal clothes.   
 

Physical Distance 

Physical distancing means keeping your distance from one another when outside of your 
home.  This is an essential strategy for the control of any infectious diseases, especially 
Covid-19.  
 

 The BC Provincial Health Officer recommends that we keep a minimum of 6 feet or 2 
metres distance between yourself and another person; and 

 Avoid congregating in common rooms or areas (i.e. lunch room, coffee room, 
washrooms, etc.). 
 

 Hallways 
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High traffic hallways should be kept clear and not be used for conversations to allow 
others to pass freely and to avoid close contact. 
 

 Lunch Room – Employees Only 

Only employees are allowed in the lunch room as long as they are able to stay 
separated by 2 metres (6 feet).  No outside visitors are allowed in the lunchroom at 
this time.  
 
Meeting Rooms  

Meeting rooms should only be occupied by the number of people that can safely 
maintain a physical distance of 2 metres (6 feet). 

 
 Office Controls 

Offices that do not allow those inside to maintain a minimum of 6 feet or 2 metres 
distance from each other cannot be utilized for meetings.   

  
 Washrooms 

Employees are expected to use common sense when physical distancing in the 
washrooms.  If there is a situation where physical distancing is not possible, and 
waiting is an option then it is expected that the employee wait outside the bathroom 
door.    
 

Use of Non-Medical Grade Face Masks and Respirators 

Medical masks, including surgical masks and N95 respirators, are in short supply and need 
to be kept for health-care settings.   
 

Non-Medical Mask 

A mask acts as a barrier that reduces the chance of spreading respiratory droplets to 
others and prevents droplets from landing on surfaces when you cough or sneeze.   
Wearing a non-medical mask is not a replacement for proven measures such as 
handwashing, physical distancing and staying home when sick.  If both parties are 
wearing a non-medical mask it will reduce the chance of spreading the disease from 
person to person.  
 
Using a Non-Medical Face Mask Safely  

Putting on: 

 Hand hygiene - wash your hands immediately before putting it on; 

 The mask should fit snugly but comfortably against your face, starting at the 
nose and ending under your chin;  

 Adjust the nose piece to form/mold to your face; and 
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 Make sure you note the front of your mask for reuse.  You may want to place a 
mark on the front if it is not clear which is front or back. 

Taking off: 

 Hand hygiene -  wash your hands immediately before removing the mask;  

 To remove use the strings/elastic and do not touch the front of it; and 

 Fold the mask inward so you are only touching the inside of the mask, and place 
in a reusable plastic bag. 

 Wash hands immediately after. 

Cleaning 

 Cloth masks can be laundered in the washing machine and dryer after use.  The 
water doesn’t necessarily need to be hot but make sure you have laundry 
detergent; 

 We recommend that the masks be washed after every use to avoid any cross 
contamination.  

 
Respirators – N95 or Half Mask  

This PPE is assigned if deemed necessary by the Manager and will require a fit test: 

 Half-face respirator with P100 filters are preferred as they provide more 
protective coverage and are replaceable; 

 Workers must be orientated on how to properly put on, use, and take off PPE; 
how to properly dispose of or disinfect, inspect for damage, maintain PPE, 
and the limitations of PPE; and,  

 Fit testing must be completed for workers who need to wear a half mask 
respirator.  The Supervisor will arrange for fit testing and the employee will 
be assigned a half mask respirator with P100 cartridges for their continued 
use.  

 
Worker Training 

Workers will receive education and information on the following: 

 The risk of exposure to the coronavirus and the signs and symptoms of the disease; 

 Safe work procedures to be followed, including hand washing, respiratory etiquette, 
physical distancing and cleaning; 

 Orientated on the cleaning of PPE, tools/equipment and the worksite;  

 To stay home when sick, and,  

 Report any exposure to Management. 
 
RCMP DETACHMENT RESTRICTIONS 
 
Cell Block 
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Guards are to continue to follow the established regimen along with the following 
practices: 

 Prisoners will continue to be brought into the secure bay; 
 Prisoners are to be processed only in the area by the counter outside of cell #3; 
 After prisoners are processed and lodged in a cell, guards are to sanitize the area 

where the prisoner was processed along with the prisoner lockers; 
 Once a cell is vacant, a thorough cleansing is required using T3; 
 Consider using spit hoods for prisoners that you might not otherwise consider.  The 

spit hoods provide some protection from the transmission of bodily fluids. 
 

Contractors 

Contractors are expected to share their COVID-19 Safety Plan prior to commencing work 
and be asked the following screening questions before entry into the building: 

1. Have you been advised by the public health authority or a family doctor to self-
monitor or self-isolate? 

2. Do you have any of the following symptoms: 

 Fever 
 Cough 
 Sore throat 
 Difficulty breathing 

3. Have you just returned from outside of Canada within the last fourteen (14) days? 

4. Have you been in close contact with a person confirmed with the corona virus? 
 

The Office Manager overseeing the contractor work is responsible for maintaining a log of 
the contractor’s names and screening responses.  
 
Contractors must ensure that the names of the employees working onsite are provided to 
the Office Manager and provide their workers with the appropriate PPE. 
 
A copy of this Safety Plan will be provided to the Contractor prior to the commencement of 
work.  Contractors are expected to physical distance themselves from staff, wear 
appropriate PPE and be notified of the hand washing and sanitizing stations. 
 
Service people and contractors will be escorted by the Office Manager or delegate. 
 
Deliveries 

Delivery workers bringing in shipments or product into the RCMP detachment must be 
screened prior to entry with the following questions: 

1. Have you been advised by the public health authority or a family doctor to self-
monitor or self-isolate? 
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2. Do you have any of the following symptoms: 

 Fever 
 Cough 
 Sore throat 
 Difficulty breathing 

3. Have you just returned from outside of Canada within the last fourteen (14) days? 
 
When handling deliveries, employees are to avoid touching their eyes, nose, and mouth.  
Any bags/boxes are to be thrown out in the garbage or recycling.  Any surface used to open 
packages will be sanitized, along with any item touched during the process.  Hands must be 
washed immediately after handling any delivery.  
 
Packages and mail should be decontaminated before being brought into the office. 
 
Front Lobby Entry Procedures: 

Effective 1600 hrs. March 23, the front door will be locked and will remain locked until 
further notice.   
 
The front lobby is to be kept isolated from the main office and will be used to disinfect 
anyone that needs to be brought into the office. Members of the public, service people, 
contractors, etc., after being disinfected, will be brought into the building via the soft 
interview room. 
 
A notice will be placed by the entrance telephone advising that our office door is locked and 
entry to our building will be on a case by case basis.  The notice will instruct the public to 
pick up the phone to talk with staff. 
 
Front counter staff, via telephone ONLY, will assess the need to interact with members of 
the public.  If there is reason for the person to come into the building, the front counter 
staff will allow them entry using a remote button to release the lock on the front door 
electronically.  A further risk assessment and reason to come in will be assessed.  
 
Every public member will be asked the questions listed following questions prior to entry: 

1. Have you been advised by the public health authority or a family doctor to self-
monitor or self-isolate? 

2. Do you have any of the following symptoms: 

 Fever 
 Cough 
 Sore throat 
 Difficulty breathing 

3. Have you just returned from outside of Canada within the last fourteen (14) days? 

4. Have you been in close contact with a person confirmed with the corona virus? 
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All civilians entering the building will be required to clean their hands with disinfectant. 
The sliding glass window on the front counter is not to be opened.  

 
Public 

The RCMP Detachment is closed to the general public and will allow public to enter on a 
case by case basis.  
 
Suspended Activities  

Processing civilian fingerprints, criminal records checks, PICs, taxi permits, are suspended. 
Should exceptional circumstances present, consult the Ops NCO or Office Manager. 
 
Visitors (Non-staff) 

The RCMP Detachment is open for operational purposes only and is closed to personal 
visits by friends and family. 
 
Non-staff visitors will be let in through the front lobby and will be screened prior to entry 
into the RCMP detachment with the following questions: 

1. Have you been advised by the public health authority or a family doctor to self-
monitor or self-isolate? 

2. Do you have any of the following symptoms: 

 Fever 
 Cough 
 Sore throat 
 Difficulty breathing 

3. Have you just returned from outside of Canada within the last fourteen (14) days? 

4. Have you been in close contact with a person confirmed with the corona virus? 
 
Visitor logs will be kept by the Managers meeting the guests. 
 
MONITORING AND UPDATING PROCEDURE 

Disciplinary Action 

Any employee who maliciously disregards this policy and puts the safety of themselves or 
others at risk of COVID-19 exposure will be subject to discipline up to and including 
termination.  
 
Monitoring the Workplace 

 Managers/Supervisors of each department are responsible for ensuring practices 
are being followed on a daily basis using spot checks. 
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 Workers are to report all health and safety hazards and risks to their 
Manager/Supervisor or to members of the RCMP Detachment OHS Committee. 

 OHS Committee members also participate in monitoring and reporting health and 
safety hazards and risks to management. 
 

Updating this Policy 

HR will review recommendations and adjust the plan accordingly and keep up to date on 
the Provincial Health and Safety recommendations and the RCMP Detachment JOHS 
Committee to ensure practices are in place at work. 
 
 

 




