
DISTRICT OF PORT HARDY 
 

POLICY MANUAL 
 

1 
 

ADMINISTRATIVE POLICY  
EMPLOYEES 

 
PANDEMIC COVID 19  POLICY # AP3.16 
Approved: May 11, 2020             Page 1 of 6  
 
PURPOSE: 
 
To provide the District supervisors and employees, with the guidelines relating to interaction 
between other employees and the public while at work both on District property and in public 
places while carrying out job duties. This policy also applies to District contractors and volunteers 
where applicable. 
 
PANDEMIC: 
 
A pandemic is described as being any virus or illness which affects a wide geographic area and 
affects an exceptionally high proportion of the population. In addition, a pandemic is easily 
transmitted between humans.  
 
GOALS: 
 

1. Ensuring employees are safe in their workplace. 
2. Ensuring employees feel supported during the pandemic. 
3. Ensuring the health and safety of the public interacting with employees. 
4. Continuing to provide essential services to the residents of Port Hardy.  
5. Creating business continuity that is gradual and well planned.  
6. Recovery to ‘new normal’. 

 
SAFETY PRINCIPLES:  

 
STAYING INFORMED, BEING PREPARED AND FOLLOWING PUBLIC HEALTH 
ADVICE 
 
The District Council, supervisors and employees will follow the recommendations and orders as 
set forward by the Provincial Health Officer and the Ministry of Health in order to ensure the safe 
delivery of essential services. 
 
PRACTICING GOOD HYGIENE- HAND HYGIENE, AVOID TOUCHING YOUR FACE 
AND RESPIRATORY ETIQUETTE: 

 
PROCEDURE 

 
HAND HYGIENE 
 
Even if your hands appear to be clean, they may carry germs. Hands pick up micro-organisms 
(germs) in a number of ways. When people who are sick sneeze or cough, the germs that are 
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making them sick are expelled into the air in tiny droplets. If these droplets get onto your hands, 
and then you touch your mouth, eyes, or nose without washing away the germs, you can pick up 
the infection. You can also get sick if you do not wash your hands before and after preparing food, 
after handling raw meat and after using the toilet. 
 
Washing your hands not only prevents you from getting sick, it reduces the risk of infecting 
others. If you do not wash your hands properly before coming into contact with others, you can 
infect them with the germs on your hands. Other people can also get sick from the germs that 
unwashed hands leave on shared objects such as doorknobs, keyboards and other equipment in the 
home or workplace. 
 
WHEN TO WASH YOUR HANDS  
 

- Before and after eating  
- After using the washroom  
- After sneezing, coughing, or using a tissue 
- Before performing first aid or applying a bandage 
- After handling pets or other animals 
- After handling animal waste 
- After handling shared objects 
- After cleaning recycling or handling garbage  

 
METHODS OF HANDWASHING 
 
Soap and water  

- Use plain soap that does not contain antibacterial agents. Plain soap will remove the dirt 
and grease that attract bad bacteria. Plain soap will not kill the good bacteria that live on 
the hands. 

- Remove any hand or arm jewellery you may be wearing. 
- Wet your hands with warm water. 
- Apply plain soap to your hands and rub together for 20 seconds (the length of time it takes 

to sing Twinkle Twinkle Little Star or Happy Birthday). 
- Wash the front and back of your hands, as well as between your fingers and under your 

nails. 
- Rinse your hands well for 10 seconds under warm running water, using a rubbing motion. 
- Wipe and dry your hands gently with a paper towel or a clean towel. Drying them 

vigorously can damage the skin. 
- Turn off the tap using the paper towel so that you do not re-contaminate your hands. When 

using a public bathroom, use the same paper towel to open the door when you leave. 
- If skin dryness is a problem, use a moisturizing lotion. 

 
Alcohol-based hand rubs  

- These products need to be at least 60% alcohol to be effective, so check the label. 
- Alcohol-based hand rubs are quick to use. They are especially convenient when soap and 

water are not available. 
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- Alcohol-based hand rubs do not work if your hands are greasy or visibly dirty. These 
products do not clean your hands and are not a substitute for handwashing. If your hands 
are visibly soiled, it is best to use soap and water. 

- If it is not possible to wash with soap and water, use towelettes to remove the soil, then use 
an alcohol-based hand rub. 

- Make sure your hands are dry, as wet hands will dilute the alcohol-based hand product. 
- Use enough of the product to cover all the surfaces of your hands and fingers. 
- Rub your hands together until the product has evaporated. 
- If dry skin is a problem, use a moisturizing lotion. 
- Alcohol-based hand rubs are flammable and should not be stored near a source of heat. 

 
 
AVOID TOUCHING FACE 
 
Do not touch your face, eyes, nose, or mouth with unwashed hands. 
 
RESPIRATORY ETIQUETTE 
 

- Cover your mouth and nose with a sleeve or tissue when coughing or sneezing. 
- Wear a non-medical mask (will contain any droplets). 
- Use tissues to contain secretions and dispose of them promptly in a waste 

container.  
- Turn your head away from others when coughing or sneezing 
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- Wash hands regularly. 
 
STAYING HOME WHEN YOU FEEL ILL:  
 
Stay at home when you are experiencing symptoms such as sneezing, sore throat, fever, cough or 
combination thereof. Seek advice from doctor during pandemic for testing.  

 
PROCEDURE 

 
Individuals who have symptoms of a cold or flu including coughing, sneezing, fever should not 
come to the workplace. If you are experiencing any of the symptoms listed, notify your 
supervisor, and then call 8-1-1 for further review and/or call your doctor for direction.  

 
If you come to work with any of the symptoms listed above, you will be sent home, and will be 
required to follow the above procedure or provincially mandated protocol. 
 
If you are tested for the pandemic virus and it is positive, your supervisor will direct you further 
on benefits that may be provided by the District’s insurer or availability of sick bank for use for 
the duration of time off required as per doctor’s advice.  
 
Where an employee tests positive, supervisors will consult with health professionals to seek 
guidance on whether other employees must be tested who may have been in contact.  
 
If you are tested for the pandemic virus and it is negative, continue to stay home until you are free 
of symptoms and able to come back to work.  
 
If you do not have the sick time available in your bank to remain off, vacation or bank time will 
be used to cover the days away. If you do not have sick or vacation time available to draw from 
employees will be away without pay.   
 
MAINTAINING PHYSICAL DISTANCING AND PPE (Personal Protective Equipment): 
 
Practicing physical distancing by keeping two meters (six feet) away from one another is 
something we can all do to help stop the spread of a virus.  
 
Ways employees can maintain physical distancing: 

- Use radios, text and telephone for communication. 
- Virtual meetings and online training. 
- Use of Teams/available secure software to work through tasks to limit close contact in 

workspaces. 
- One person per vehicle. 
- Limit access to facilities.  
- Do not use other employees’ workstations unless absolutely necessary and disinfect 

immediately.  
- Staggered work shifts approved by department head or CAO. 
- Job sites evaluated for each task prior to start to ensure distancing.  
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- Job site specific procedures reviewed with staff prior to starting task. 
- Separation of desk areas. 
- Temporary barriers like plexiglass. 
- District facilities which are open to the public will be evaluated to ensure appropriate 

physical distancing is achieved and maintained for both employee and customer as 
follows: 

- Review of accessibility to the location including number of entrances and exits. 
- Limiting number of public entering/using facilities at one time. 
- Protective shields such as plexiglass barriers.  
- Staff use of non-medical face masks/shields when physical distancing cannot be 

maintained.  
- Use of gloves. 
- Availability of sanitizer for the employees and the public. 
- Ensuring hours are conducive to ensuring a clean work area for employees. 
- Floor markings indicating safe distances to stand while waiting. 

 
PROCEDURE CASHIER/RECEPTION  
 

- Ensure that employee and customer are behind the plexiglass barrier (opposite sides).  
- Do not touch face during transactions with customers.  
- Use hand sanitizer or wash hands frequently.  
- Sanitize touch points in area after each customer.  
- When leaving counter wipe surfaces to ensure that next employee has a clean workstation 

or limit the use of the workstation to one employee per day (choose one or other). 
- Employees should wear non-medical masks or shields during interaction with public.  
- Where physical distancing cannot be maintained to complete job task PPE must be worn. 

 
PROCEDURE PUBLIC JOB SITES  
 

- Ensure that employees are limited to one person per vehicle. If more than one, wear PPE 
and Do not switch positions in the vehicle. Driver remains as driver, passenger as 
passenger. Do not switch vehicles 

- Where employees must work within the 2-meter physical distance non-medical masks 
must be worn.  When travelling in a vehicle the mask must remain on until the employee 
has fully exited the vehicle, and physical distancing can resume. 

- Vehicles must be sanitized at all touch points at the end of each shift. 
- Use of shared tools must be regularly sanitized to ensure reduced transmission. 
- Avoid touching face with bare or covered hands (medical gloves or work gloves included). 
- Wear non-medical masks where contact with the public may happen, ie: shopping, 

working on streets, picking up mail, garbage clean up and similar tasks. 
- Where physical distancing cannot be maintained to complete job task PPE must be worn. 

 
GLOVE PROCEDURE: 
 
Wear sterile gloves to reduce the risk or exposure to the transmission of infection. Follow these 
procedures when in use: 



DISTRICT OF PORT HARDY 
 

POLICY MANUAL 
 

6 
 

- Make sure you have the right size of gloves, (too small and they will break and too large 
they will fall off). 

- Clean hands before putting on gloves. 
- Remove the gloves by pulling them by the elastic at wrist and turn them into each other 

and dispose immediately. 
- Clean hands after removing gloves. 
- Change gloves between each task.  
- Ensure that you are not using gloves in multiple locations or in place of hand hygiene and 

do not touch your face with gloved hand.  
 
CLEANING: 
 
Keep the surface areas in your workspaces free of germs by cleaning them. Doorknobs, light 
switches, telephones, steering wheels, cell phones, tablets, and keyboards are especially important 
to keep clean. Approved disinfectants will be used as recommended by Health Canada.  Safety 
Data Sheets will be made available.  See your supervisor to ensure proper disinfectants are being 
used. 
 

*** 
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 Return to Supervisor  
 

 
ACKNOWLEDGEMENT AND AGREEMENT 
 
I, __________________________, acknowledge that I have read and understand the Pandemic 
COVID-19 Policy AP 3.16. I agree to adhere to this policy and will ensure that employees 
working under my direction adhere to this policy. I understand that if I violate the 
rules/procedures outlined in this policy, I may face disciplinary action, up to and including 
termination of employment. 
  
Name: 

  
____________________________________ 

  
Signature: 

  
____________________________________ 

  
Date: 

  
____________________________________ 

  
Witness: 

  
____________________________________ 

 
 
Please read and return signed acknowledgement by ____________________. 
If you have questions about this policy, please discuss with your supervisor.  
 
 
 
 
 
 


