COVID-19 Safety Plan
Employers must develop a COVID-19 Safety Plan. To develop your plan, follow the six-step process described at
COVID-19 and returning to safe operation.
This planning tool will guide you through the six-step process. Each step has checklists with items you need to
address before resuming operations. You may use this document, or another document that meets your needs, to
document your COVID-19 Safety Plan.
WorkSafeBC will not be reviewing or approving the plans of individual employers, but in accordance with the
order of the Provincial Health Officer, this plan must be posted at the worksite.

Step 1: Assess the risks at your workplace
The virus that causes COVID-19 spreads in several ways. It can spread in droplets when a person coughs or
sneezes. It can also spread if you touch a contaminated surface and then touch your face.
The risk of person-to-person transmission increases the closer you come to other people, the more time you
spend near them, and the more people you come near.
The risk of surface transmission increases when many people contact the same surface and when those contacts
happen over short periods of time.
Involve workers when assessing your workplace

Identify areas where there may be risks, either through close physical proximity or through contaminated
surfaces. The closer together workers are and the longer they are close to each other, the greater the risk.
Ill We have involved frontline workers, supervisors, and the joint health and safety committee (or worker health
and safety representative, if applicable).
Ill We have identified areas where people gather, such as break rooms, production lines, and meeting rooms.
Ill We have identified job tasks and processes where workers are close to one another or members of the public.
This can occur in your workplace, in worker vehicles, or at other work locations (if your workers travel offsite as
part of their jobs).
Ill We have identified the tools, machinery, and equipment that workers share while working.
Ill We have identified surfaces that people touch often, such as doorknobs, elevator buttons, and light switches.

Step 2: Implement protocols to reduce the risks
Select and implement protocols to minimize the risks of transmission. Look to the following for information,
input, and guidance:

Ill

Review industry-specific protocols on worksafebc.com to determine whether any are relevant to your industry.
Guidance for additional sectors will be posted as they become available. If protocols are developed specific to
your sector, implement these to the extent that they are applicable to the risks at your workplace. You may need
to identify and implement additional protocols if the posted protocols don't address all the risks to your
workers.

[21 Frontline workers, supervisors, and the joint health and safety committee (or worker representative).

Ill
Ill

Orders, guidance, and notices issued by the provincial health officer and relevant to your industry.
Your health and safety association or other professional and industry associations.
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Reduce the risk of person-to-person transmission
To reduce the risk of the virus spreading through droplets in the air, implement protocols to protect against your
identified risks. Different protocols offer different levels of protection. Wherever possible, use the protocol that offers
the highest level of protection. Consider controls from additional levels if the first level isn't practicable or does not
completely control the risk. You might likely need to incorporate controls from various levels to address the risk at
your workplace.

First level of protection - Use policies
and procedures to limit the number of people
in your workplace at any one time. Rearrange
work spaces or reschedule work tasks to
ensure that workers are at least 2 m (6 ft.)
from co-workers, customers, and others.

Consider
first
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as needed
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Second level of protection - If you can't always
maintain physical distancing, install barriers such as
plexiglass to separate people.
Third level of protection - Establish rules and guidelines,
such as posted occupancy limits for shared spaces, designated
delivery areas, and one-way doors or walkways to keep
people physically separated.

Fourth level of protection - If the first three levels of protection
aren't enough to control the risk, consider the use of non-medical mas , .
Be aware of the limitations of non-medical masks to protect the wearer
from respiratory droplets. Ensure workers are using masks appropriately.
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First level protection (elimination): Limit the number of people at the workplace and ensure physical distance
whenever possible
GZI We have established and posted an occupancy limit for our premises. Public Health has advised that the
prohibition on gatherings of greater than 50 people refers to "one-time or episodic events" (weddings,
public gatherings), and is therefore not intended to apply to workplaces. However, limiting the number of
people in a workplace is an important way to ensure physical distancing is maintained. [Public Health has
developed guidance for the retail food and grocery store sector that requires at least 5 square metres of
unencumbered floor space per person (workers and customers). This allows for variation depending on the
size of the facility, and may be a sensible approach for determining maximum capacity for employers from
other sectors that do not have specific guidance on capacity from Public Health.]

D

In order to reduce the number of people at the worksite, we have considered work-from-home
arrangements, virtual meetings, rescheduling work tasks, and limiting the number of customers and visitors
in the workplace.

[ll We have established and posted occupancy limits for common areas such as break rooms, meeting rooms,
change rooms, washrooms, and elevators.
121 We have implemented measures to keep workers and others at least 2 metres apart, wherever possible.
Options include revising work schedules and reorganizing work tasks.
Measures in place
List your control measures for maintaining physical distance in your workplace, for example:
- Working offsite or remotely
- Changes to work schedules
- Changes to how tasks are done
- Occupancy limits for workers
- Limiting or prohibiting visitors
- Reducing the number of customers
If this information is in another document, identify that document here.
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Second level protection (engineering): Barriers and partitions
[ll We have installed barriers where workers can't keep physically distant from co-workers, customers, or
others.
Ill We have included barrier cleaning in our cleaning protocols.
[ll We have installed the barriers so they don't introduce other risks to workers (e.g., barriers installed inside a
vehicle don't affect the safe operation of the vehicle).
Measures in place

Describe how barriers or partitions will be used in your workplace.
If this information is in another document, identify that document here.
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Third level protection (administrative): Rules and guidelines
GZ1 We have identified rules and guidelines for how workers should conduct themselves.
Ill We have clearly communicated these rules and guidelines to workers through a combination of training and
signage.
Measures In place

List the rules and guidelines that everyone in the workplace has to follow to reduce the risk of airborne transmission.
This could include things like using one-way doors or walkways, using single-use (disposable) products, and wiping
down equipment after use. Consider creating pods of workers who work together exclusively to minimize the risk of
broad transmission throughout the workplace.
If this information is in another document, identify that document here.
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Fourth level protection: Using masks (optional measure in addition to other control measures)
Ill We have reviewed the information on selecting arid using masks and instructions on how to use a mask.
Ill We understand the limitations of masks to protect the wearer from respiratory droplets. We understand that
masks should only be considered when other control measures cannot be implemented.
Ill We have trained workers in the proper use of masks.
Measures In place
Who will use masks?
What work tasks will require the use of masks?
How have workers been informed of the correct use of masks?
If this information is in another document, identify that document here.
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Reduce the risk of surface transmission through effective cleaning and hygiene practices
Ill We have reviewed the information on cleaning and disinfecting surfaces.
Ill Our workplace has enough handwashing facilities on site for all our workers. Handwashing locations are visible
and easily accessed.
Ill We have policies that specify when workers must wash their hands and we have communicated good hygiene
practices to workers. Frequent handwashing and good hygiene practices are essential to reduce the spread of
the virus. [Handwashing and Cover coughs and sneezes posters are available at worksafebc.com.]
Ill We have implemented cleaning protocols for all common areas and surfaces - e.g., washrooms, tools,
equipment, vehicle interiors, shared tables, desks, light switches, and door handles. This includes the frequency
that these items must be cleaned (number of times per day) as well as the timing (before and after shift, after
lunch, after use).
Ill Workers who are cleaning have adequate training and materials.
Ill We have removed unnecessary tools and equipment to simplify the cleaning process - e.g., coffee makers and
shared utensils and plates
Cleaning protocols
Provide information about your cleaning plan. Specify who is responsible for cleaning, the cleaning schedule, and what
the cleaning protocols will include (e.g., which surfaces, tools, equipment, and machines). If this information is in another
document, identify that document here.
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Step 3: Develop policies
Develop the necessary policies to manage your workplace, including policies around who can be at the workplace,
how to address illness that arises at the workplace, and how workers can be kept safe in adjusted working
conditions.
Our workplace policies ensure that workers and others showing symptoms of COVID-19 are prohibited from the
workplace.
Ill Anyone who has had symptoms of COVID-19 in the last 10 days. Symptoms include fever, chills, new or
worsening cough, shortness of breath, sore throat, and new muscle aches or headache.
Ill Anyone directed by Public Health to self-isolate.
Ill Anyone who has arrived from outside of Canada or who has had contact with a confirmed COVID-19 case must
self-isolate for 14 days and monitor for symptoms.
Ill Visitors are prohibited or limited in the workplace.
Ill First aid attendants have been provided OFAA protocol!ii for use during the COVID-19 pandemic.
Ill We have a working alone policy in place (if needed).
Ill We have a work from home policy in place (if needed).
Ill Ensure workers have the training and strategies required to address the risk of violence that may arise as
customers and members of the public adapt to restrictions or modifications to the workplace. Ensure an
appropriate violence prevention program is in place.
Our policy addresses workers who may start to feel ill at work. It includes the following:
Ill Sick workers should report to first aid, even with mild symptoms.
Ill Sick workers should be asked to wash or sanitize their hands, provided with a mask, and isolated. Ask the
worker to go straight home. [Consult the BC COVID·· 19 Self-Assessment Tool, or call 811 for further guidance
related to testing and self-isolation.]
Ill If the worker is severely ill (e.g., difficulty breathing, chest pain), call 911.
Ill Clean and disinfect any surfaces that the ill worker has come into contact with.

Step 4: Develop communication plans and training
You must ensure that everyone entering the workplace, including workers from other employers, knows how to keep
themselves safe while at your workplace.
Ill We have a training plan to ensure everyone is trained in workplace policies and procedures.
Ill All workers have received the policies for staying home when sick.
Ill We have posted signage at the workplace, including occupancy limits and effective hygiene practices.
[A customizable occupancy limit pester and handw<1shing signage are available on worksafebc.com.]
Ill We have posted signage at the main entrance indicating who is restricted from entering the premises, including
visitors and workers with symptoms.
Ill Supervisors have been trained on monitoring workers and the workplace to ensure policies and procedures are
being followed.
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Step 5: Monitor your workplace and update your plans as necessary
Things may change as your business operates. If you identify a new area of concern, or if it seems like something
isn't working, take steps to update your policies and procedures. Involve workers in this process.
Ill We have a plan in place to monitor risks. We make changes to our policies and procedures as necessary.
Ill Workers know who to go to with health and safety concerns.
Ill When resolving safety issues, we will involve joint health and safety committees or worker health and safety
representatives (or, in smaller workplaces, other workers).

Step 6: Assess and address risks from resuming operations
If your workplace has not been operating for a period of time during the COVID-19 pandemic, you may need to
manage risks arising from restarting your business.
Ill We have a training plan for new staff.
Ill We have a training plan for staff taking on new roles or responsibilities.
Ill We have a training plan around changes to our business, such as new equipment, processes, or products.
Ill We have reviewed the start-up requirements for vehicles, equipment, and machinery that have been out of use.

D

We have identified a safe process for clearing systems and lines of product that have been out of use.
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1. Assessing the risks of our workplace, and protocols to reduce the risks.

First Level of Protection: Limiting the number of people in the workplace.
To reduce to risk of person to person transmission of the COVID-19 virus Swans has limited the number
of people able to enter our businesses and building.
Swans Liquor Store has implemented a store capacity of 1 customer at a time and limiting store access
to the till and payment area.
Swans Pub will be limiting the Pub capacity to 50%, and use social distancing with the proximity of
patrons from table to table, as well limiting to the number of patrons per table to 6.
Employees schedules and workplace re-organization is being used as a measure to implement
occupancy reductions and physical distancing for employees on shift.

Second Level of Protection: Engineering.
ECOLAB foam hand sanitizer stations have been installed for customers in men's, women's, and
accessible bathrooms, as well at the main entrance. Sanitizer stations have been installed in the liquor
store, main kitchen, bakery, servery, and breezeway for staff and delivery person use.
Swans liquor store has had plexiglass installed at its till and payment area to separate and partition
patrons and staff.
Third Level of Protection: Rules and Guidelines.
Heightened cleaning and sanitizing protocols to be implemented in each department with the use of
ECOLAB multi surface disinfectant and cleaner, and multi quat sanitizer. Cleaning jobs organized into a
checklist and recorded by a dedicated occupational health and safety attendant role that will be
assigned to a staff member daily, with their primary focus performing daily cleaning duties and
ensuring daily requirements are fulfilled. Occupational health and safety attendant will report to
departmental managers regarding daily health and safety operations. Fridge and dishwasher
temperatures recorded and logged. Staff personal items are to be kept in assigned lockers at all times
to avoid cross contamination.
Fourth Level of Protections: Personal Protective Equipment.
Pub staff, both BOH and FOH will be required to wear face masks while on shift as a part of the uniform
to limit the potential contract and spread the virus through droplets in the air, and to assist in the
workplace when maintaining physical distancing is difficult. Information on how to wear a mask and
hand washing will be laminated and posted for staff to review, as well included in staff onboarding
package. Gloves available to staff while on shift.

2. Develop Policies.

Our workplace policies ensure that employees showing symptoms of COVID-19 are prohibited from the
workplace. Additionally, Swans is transitioning to Tock, a reservation, table and event management
system for reservations as well as for contact tracing for all of our customers.
•

Anyone who has had symptoms of COVID-19 in the last 10 days. Symptoms include fever, chills, new or
worsening cough, shortness of breath, sore throat, and new muscle aches or headache.

Swans Brewery, Pub, & Hotel COVID-19 Safety Plan
Develop policies cont'd;

•
•
•
•

•
•

Anyone directed by Public Health to self-isolate.
Anyone who has arrived from outside of Canada or who has had contact with a confirmed COVID-19
case must self-isolate for 14 days and monitor for symptoms.
Visitors are prohibited or limited in the workplace.
First aid attendants have been provided OFAA protocols for use during the COVID-19 pandemic.

Sick workers should report to first aid, even with mild symptoms.
Sick workers should be asked to wash or sanitize their hands, provided with a mask, and
isolated. Ask the worker to go straight home. [Consult the BC COVID-19 Self-Assessment Tool,
or call 811 for further guidance related to testing and self-isolation.]
• If the worker is severely ill (e.g., difficulty breathing, chest pain), call 911.
• Clean and disinfect any surfaces that the ill worker has come into contact with.

3. Communication & Training

All returning employees to Swans Brewery, Pub, & Hotel will be required to read and sign off on the
same onboarding package which will include updated policy with regard to being ill and sick time, dress
code, lockers and personal items, hand washing, and new normal.
Posted signage in staff areas for proper hand washing and how to wear a mask. Posted signage at main
entrance to indicate occupancy limits, cleaning protocols, and effective hygiene practices. Managers
have been trained on monitoring employees and the workplace to ensure policies and procedures are
being followed.
Swans Brewery, Pub, & Hotel utilizes 7shifts announcements platform for informing staff of necessary
pre-shift notes and other important work details, the log book function for recording of daily events
and notes, and the task function for assigning and monitoring specific tasks.

4. Monitoring the Workplace And Updating Plans As Necessary

Changes to policy and procedure for monitoring risks will be updated and modified as needed, with
input from front line employees. Employees with safety concerns can speak with their managers with
regard to concerns and changes can be made a necessary. Changes to policy and procedure will be
discussed at joint health and safety committee meetings, recorded and posted.

5. Assess And Address Risks From Resuming Operations.

Returning staff and new staff will all be required to read and sign off on new hire/onboarding packages
prior to working. Changes to our business, whether equipment, process, or product will be presented
and discussed with staff in person one on one, as well using 7shifts announcements. Re-introducing
staff to the workplace has been discussed, and departmental changes or updates will be discussed on a
departmental level between employees and managers.

OFA

protocols during the COVID-19 pandemic

A guide for employers and occupational first aid attendants

During the COVID-19 pandemic, occupational
first aid attendants (OFAAs) continue to provide
treatment to workers as necessary. Because of the
possibility of community infection, you may need
to modify your standard protocols for first aid
treatment to reduce the potential for transmission.
This document provides additional precautions
you may take to include public health directives
such as physical distancing, hand hygiene,
and disinfection in your procedures.
1. When you receive a call for first aid, if
possible, gather the following information:
• What are the circumstances surrounding
the call for assistance?
• Are critical interventions likely required?
If so, call 911 or have an emergency
transport vehicle (ETV) prepared.
• Are there any obvious signs of COVID-19?
If so, send the patient home or to a hospital.
2. If no critical interventions are required, if
possible and appropriate, interview the patient
from a distance. Ask the following questions:
• Is anyone sick or in self-isolation in your
household?
• Have you been in contact with anyone who
has been sick?
3. When you arrive at the patient's location,
assess the situation:
• Does the patient have a minor injury that
the patient can self-treat while you provide
direction and supplies?

• If yes, direct the patient to self-treat per
your OFA protocols (see the self-treatment
scenario below).
4. If the patient can't self-treat, don the
appropriate level of personal protective
equipment (PPE) for the situation. PPE could
include the following items:
• Face shield or surgical-type mask
• Pocket mask
• Gloves
• Coveralls (disposable or washable)
• Apron or lab coat
• Glasses or goggles
Because the global supply of PPE is scarce,
you may need to consider other options.
There are various types of masks, face shields,
and respirators that you can consider.
5. After treatment, sanitize all equipment with
either soap and water or 70% isopropyl
alcohol. Remove and wash any PPE that is
not disposable, as well as any exposed
clothing. Wash your hands thoroughly.
If critical interventions are required and
there is no way of determining background
information, don appropriate PPE and limit
access to the patient to the number of people
required to deal with the critical intervention.
It is important to limit the exposure of others.

Scenario: Self-treatment
with direction
A first aid attendant receives a call stating
a worker has injured her hand. The attendant
collects as much information about the severity
of the injury as possible. The injury is deemed to
be minor with no other concerns, so the attendant
goes to the worker, but stays 2 metres (about
6 feet) away. On arrival, the attendant asks:
• Is anyone sick or in self-isolation in your
household?
• Are you able to administer first aid to yourself
if I tell you what to do and how to do it?
After the first aid attendant has conducted the
interview, the attendant visually assesses the patient
and the wound fram a distance and asks the patient
about underlying conditions relating to the injury.
The attendant then places the required first aid
supplies on a surface 2 metres from the patient.
The attendant steps back and directs the patient
to pick up and apply the supplies. The first aid
attendant then verbally conducts a modified
secondary survey and documents the findings.

Scenario: OFA Level 1 and Level 2
with intervention
A first aid attendant receives a call about a
worker who has been struck in the head and is
unresponsive. The attendant immediately ensures
that 911 is called. On approaching the scene, the
first aid attendant conducts a scene assessment
and dons appropriate PPE. Once PPE is on, the
attendant approaches the patient and conducts
a primary survey to determine what, if any,

critical interventions are required. The attendant
positions the patient in the three-quarter-prone
position to ensure that the airway is open and
clear and no further interventions are needed.
Only one person (the attendant) needs to be
in contact with the patient; all others can stay
2 metres away. The attendant monitors the
patient until the ambulance arrives.

Scenario: OFA Level 3 - employer
ETV for transport with intervention
A first aid attendant receives a call about a
worker who has been struck in the head and is
unresponsive. The attendant immediately arranges
for the ETV to be ready. On approaching the
scene, the first aid attendant conducts a scene
assessment and dons appropriate PPE. Once
PPE is on, the attendant approaches the patient
and ensures an open airway. Once the airway
is open and clear, the attendant stabilizes the
patient's head with an inanimate object (to free the
attendant's hands) and inserts an oropharyngeal
airway (OPA) to protect and maintain the
airway. The attendant then conducts a primary
survey to determine what, if any, further critical
interventions are required. Only one person (the
attendant) needs to be in contact with the patient;
all others can stay 2 metres away.
Helpers will be needed to assist the first aid
attendant in lifting the patient into the basket and
ETV. Use any PPE or other measures available to
provide a barrier between the helpers and the
patient, including covering the patient with a
blanket. Once the patient is loaded, ensure the
helpers remove their PPE and wash their hands
with soap and water.

\...Additional resources
Below are links to key resources from the public
health agencies that are providing guidance on
COVID-19.
Public health agency websites
For more information about the COVID-19 situation,
including public health alerts and FAQs, please see
the COVID-19 pages on the following websites:
• HealthlmkBC
• BC Centre for Disease Control
•

Public Health Agency of Canada

Self-assessment tool
The BC Ministry of Health has developed an
online BC COVID-19 Symptom Self-Assessment
Tool to help people determine whether you need
further assessment or testing for COVID-19.
Information for employers & businesses
The BC Centre for Disease Control has
collected COVID 19 information for Employers
& Business, where you will find information
for essential businesses.
Canadian Centre for Occupational Health
and Safety
To help support workplaces during the COVID-19
pandemic, the CCOHS has made a number of
online products and resources available on
its website.
Phone resources
• 1.888.COVID19 (1.888.268.4319):
For non-medical information about COVID-19.
Available 7:30 a.m. - 8 p.m., 7 days a week.
• 8-1-1 (Healthlink BC): To talk to a nurse if you
need advice about how you are feeling and
what to do next.

Swans Brewery, Pub, & Hotel COVID-19 Health & Safety Orientation

Self-Declaration
I declare that I have not travelled outside of Canada and returned within the last 14 days, have
not been in close contact with a person diagnosed with or suspected of being infected by
COVID-19, contracted COVID-19 personally, or having experienced any of the following
symptoms: fever, chills, new or worsening cough, difficulty breathing, sore throat.
If upon returning to work you start to experience any of the above symptoms related to COVID19 please notify your manager that you will need to self-isolate for 14 days.
Name: _________________
Signature: ________________
Date: __________________

COVID-19 Health & Safety FAQ
The following questions have been generated by WorkSafe BC with regard to the hospitality
sector re-opening, re-introducing staff, and ensuring a safe work place. Please read through the
Q&A and if you have any questions follow up with your manager through 7shifts.
1 How are you telling your workers about COVID-19 (i.e. exposure to COVID-19 in your
workplace)?
All returning employees will be required to fill in the self-declaration and read through this FAQ.
We are also communicating with staff through a distanced manner using 7shifts.
2 Do you have a system in place where workers can inform you of concerns relating to being
exposed to COVID-19 in the workplace?
Employees with questions or concerns relating to COVID-19 can speak with their manager
directly or through the messaging platform on 7shifts.
3 What are you doing to prevent your workers from being exposed to COVID-19?
Employees are being provided with a face mask to wear while on shift, as well as access to hand
gloves, handwashing and sanitizer stations, reduced capacity to our building and business, and
in some areas a Plexiglas barrier.
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4 Have you developed controls that will eliminate or minimize the risk of exposure?
Limiting capacity of our businesses, limiting deliveries and access to the back areas of our
building. Heightened cleaning protocols of all departments, and instituting a health and safety
attendant role to our Pub FOH to ensure of cleaning, disinfecting, and sanitizing of our most
common areas and surfaces.
5 How are you controlling the number of workers and other people at your workplace?
We have reduced our businesses hours of operation to reduce the amount of staff at the
workplace at a given time, and reduced deliveries and delivery people are entering the building.
6 If you have workers who need to come to the workplace, how are you ensuring the
following steps are being taken to reduce their risk of COVID-19 exposure?
• Position workers to allow for physical distancing. Keep 2 metres distance between workers
and customers, clients, and other workers.
Customers to be socially distanced in the Pub FOH through reduced capacity and spaced
appropriately. Employees schedule per shift will be limited to accommodate physical work
distance, and when physical work distance of 2 metres not possible masks are to be worn by
staff members.
• Provide soap and water or hand sanitizers and encourage workers to wash their hands
frequently.
Both to be provided to all employees, delivery drivers, and customers, as well encouraged and
in some departments, scheduled.
• Enhance cleaning and disinfecting of the workplace, particularly high-contact items such as
door handles, faucet handles, keyboards, and shared equipment (e.g., photocopiers).
In each department all high contact items are being cleaned, disinfected, and sanitized
regularly, as well as a health and safety attendant role will be scheduled to clean the high
contact areas in the Pub FOH and including staff common areas, surfaces and items.
7 How are you checking and tracking whether the above steps are being taken?
The health and safety attendant will be required to sign off on scheduled cleaning and
sanitizing, as is the PUB BOH staff will be signing off on enhanced cleaning and sanitizing
measures. Swans Brewery, Pub, & Hotel managers will be taking a zero tolerance stance with
regard to customer, and delivery driver attitudes toward social and phycial distancing within
our businesses and building.
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8 What are you and your supervisors and managers doing to prohibit the following workers
from coming to work?
• Workers who are displaying symptoms (e.g., fever, cough, sore throat, sneezing), whether
or not the illness has been confirmed as COVID-19.
Staff members displaying symptoms of COVID-19 will be asked to wear appropriate PPE (face
mask) and leave work, call 811 (public health) and seek advisement as to how to proceed.
• Workers who have travelled internationally. It is mandatory for all travelers returning to
Canada to self-isolate for 14-days.
Employees who have travelled outside of Canada will be unable to attend work following
international travel without 14 day self-isolate and will not be scheduled until the 14 day
isolation has passed. Staff who have travelled outside of BC will be asked to self-isolate for 14
days.
• Workers who live in the same household as a confirmed or clinical COVID-19 case who is
self-isolating, or who have been exposed to a confirmed COVID-19 infected person and
advised by 811 (public health) to self-isolate.
Employees who are living with a confirmed or clinical COVID-19 case will have to self-isolate for
14 days and are not allowed to return to work until completing a 14 day self-isolation and are
recommended to speak with their doctor to be tested for COVID-19.
9 How are you communicating these messages to your managers, supervisors, and workers?
This memo will be given to all staff upon returning to work. Physical postings of cleaning
checklists, handwashing and how to wear a mask guides, and capacity limits will be posted
within the workplace. 7shifts announcements will be used to address specific departmental
updates, and also used to address all staff, managers, and supervisors with larger updates,
changes or news. 7shifts messaging will be used to address individual staff members.
10 What are you doing to track and communicate with workers who fall into one of the above
categories?
Follow up communication with the staff members to establish an ongoing conversation through
email, 7shifts messaging, phone call, or text.

COVID 19 Policies and Procedures
Staff Health and Safety
1. All staff working at the time of reopening dine-in will complete and sign a simple one time health
check declaration form that states that they agree not to come to work if: they have any symptoms of
COVID-19 including fever, cough, shortness of breath; have been in contact with COVID-19; and/or have
travelled and are currently subject to 14-day quarantine.
2. Provide staff with province-wide medical resource list for that includes: Telephone numbers and
website addresses for key medical, mental health, and bullying resources; and Approved sources for
COVID-19 information. https://www.worksafebc.com/ en/about-us/covid-19-updates/health-and-safety
3. A health & safety point person will be on every shift to ensure that best practices are being adhered
to and education materials are shared.
4. We reserve the right to refuse service to any guest if they display symptoms of illness in order to
protect our staff and other guests, similar to refusal to serve intoxicated individuals. Signage at all
entrances stating that guests that have fever, cough, or any other symptoms of COVID-19 cannot enter
establishment.
5. Self-health assessment tool will be used and anyone with COVID-19 symptoms will be sent home.
6. Increase use of physical distancing between tables set at the recommended 2m apart. For situations
that do not allow for social distancing Swans will be providing masks to staff.
7. Enhanced opening and closing procedures. This includes the use of a Commercial Industrial Ozone
Generator in our common spaces and bathrooms on a frequent basis. The benefits of using this
equipment as listed below from the manufacturer.
•
•
•
•
•
•

Used by leading fire smoke flood mold restoration and remediation companies.
Professional fire smoke flood mold remediation odor removal tool.
Protein Decomposition; crime death scene cleanup odor removal.
Industrial Ozone Generators kill Viruses, COVID-19.
Hotel Motel Room pet odor removal.
Ozone permanently kills odors, virus, and bacteria through oxidation.

FOH Extended Safe Opening Procedure
• Only one staff member will be involved in opening of the pub except for the bar which

will be done the bartender.
• All high touch surfaces will be cleaned, and sanitized.
• All Server stations to be sanitized at the start of the day.
• All POS stations to be sanitized.
• All Moneris coverings to be sanitized.
• All disinfectant and sanitizer bottles to be filled, labeled, and put out.

FOH Extended Safe Closing Procedure
• Servers will make sure all high touch points have been sanitized thoroughly before closing down
their section.
• Server stations will be sanitized thoroughly.
• POS terminals to be sanitized.
• All sanitizer and disinfectant bottles will be topped up with the proper chemical per bottle.
• All Moneris coverings to be sanitized.

Cleaning and Sanitation
1. Post handwashing protocols. Standard signage for handwashing protocols to be posted at every
kitchen hand wash station and in every bathroom.
2. No items will remain on tables including: menus, billfolds and candles. We will no longer use billfold
when dropping off the check.
3. Increase their use of sanitizing stations and: encourage all guests to use hand sanitizer upon entering
the facility.
4. Cleaning schedule to be created and operated through our online communication platform 7shifts this
will be the frequency of cleaning and sanitization of common places (door handles, front of house
counters, bathrooms); Our platform provides us with a timer to ensure we are maintaining a regular
schedule.
5. Use approved cleaning methods certified by Health Canada or the British Columbia Ministry of Health.

General Cleaning/Sanitizing Measures
• Train staff on routine cleaning and sanitizing procedures for high touch surfaces, as well as
appropriate laundry and linen handling procedures.
• Ensure daily cleaning and disinfection of all common areas and surfaces.
• Ensure high touch surfaces are cleaned constantly throughout the day. This includes
doorknobs and handles, telephones, elevator panels and buttons, light switches, tables,
chairs and work surfaces in staff rooms, desktops, washrooms, railings, point of sale devices
and menus.
• Clean visibly dirty surfaces before disinfecting, unless stated otherwise on the product
instructions. Cleaning refers to the removal of visible dirt, grime and impurities. Cleaning
does not kill germs but helps remove them from the surface.
• Use clean cloths, paper towels or wipes to clean and disinfect surfaces. Put cleaning and
disinfectant solutions into clean buckets for use.
• Use a disinfectant that has a Drug Identification Number (DIN). Follow the instructions on
the product label for dilution, contact time and safe use.
• Multi Quat Sanitizer (with hydrogen peroxide) will be used on all high touch surfaces. Such as table
tops, door handles, POS stations, etc.
• If commercial cleaning products are not readily available, we will prepare a bleach and
water solution with 20 ml of unscented household bleach per 980 ml of water. When using
the bleach and water solution, allow surface to air dry naturally. Make a fresh bleach
solution each day. For more information, please see:
http://www.bccdc.ca/HealthlnfoSite/Documents/CleaningDisinfecting PublicSettings.pdf
• Floors and walls should be kept visibly clean and free of spills, dust and debris.
• Empty and clean garbage cans in public areas regularly.

FOH Staff Procedures on shift
• All staff will wear masks.
• Staff will bring dishes directly to bus bin, bus bins will be brought to the dishwasher as quickly as
possible. Dishes and cutlery will be placed into a pre-soak before they are put through the dishwasher.

• Servers will only be dropping food and clean drinks to guests.
• Servers will only interact with expeditor in kitchen.
• Servers will have assigned server sections which only they will be able use during their shift.
• All staff must wash hands every 30 minutes or after touching any high touch surfaces.
•
•

Timer will be set in kitchen and server stations to alert staff to handwashing.
Proper handwashing protocols must be followed.

• Staff and Bartenders must socially distance at all times.
• Bartenders must social distance from another.
• No garnishes on drinks unless specified by guest. Garnishes will be prepped to order and will be
placed on drinks by the bartender only.
• POS disinfected after every use.
• Staff must wear masks and gloves while rolling cutlery.
• Must socially distance while rolling cutlery.
• To wrap up food give to go box to guest to box food.

BOH Staff Procedures on Shift
• All soaps, sanitizers, paper towel and any other preventions methods to be filled at the end of
shift or at any time they run out.
• All cooks will have a designated station with no crossover between stations.
• Expeditor to wear gloves at all times.
• Expeditor to be the only form of contact with BOH staff in the kitchen.
• Dishwasher to wear mask at all times.
• Dishwasher to only handle dirty dishes. Expeditor to only handle clean dishes.
• 30 minute hand washing protocol.
• All high touch surfaces should be sanitized every 30 minutes.

Staff Uniform
• Clean regulation uniform. Must be cleaned daily.
• Masks will be provided by employer.
• No long nails.

• No acrylic nails (to follow proper handwashing guidelines).
• All staff must wear masks while on shift.

Physical Distancing
1. We will increase the spacing between tables and chairs to observe physical distancing requirements.
2. Capacity for guests dining inside will be temporarily reduced to 50% provided that physical distancing
measures are followed. Parties will be limited to no more than 6 people per group to enforce physical
distancing.
3. Markers on floors at all entrances/host stand. Floor decals to mark required physical distancing of 2m
or 6ft.
4. Prevent guests from lingering in physical waiting areas they will be seated immediately by a host.
Encourage external waiting, while keeping the sidewalk clear and maintaining 2m or 6ft distance.
5. Staggered start times to reduce physical contact between staff.
6. Areas where gathering is of concern, there will be a plan to reduce traffic.
•

Washrooms (only three in women's washroom and two in men's washroom at one time)

DELIVERY RECEIVING PROTOCAL
Anyone who is receiving orders will use nitrile gloves and wash hands after the order is finished being
put away properly.
Draught - All kegs will be delivered and put away by driver by themselves. Bartenders will be expected to
wash hands after changing any kegs.
All deliveries will be recorded, this will include the company name, drivers name and contact number.

Hand Hygiene
SOAP OR ALCOHOL-BASED
HAND RUB: Which is best?

►

Either will clean your hands:
use soap and water if hands
are visibly soiled.

Remove hand and wrist jewellery

HOW TO USE HAND RUB

Use paper towel
to turn off the tap

Wash your hands with
soap and water for at
least 20 seconds before
touching the mask. If
you don't have soap and
water, use an alcohol
based hand sanitizer.

Inspect the mask to
ensure it's not damaged.

Put the loops around
each of your ears, or
tie the top and bottom
straps.

Make sure your mouth
and nose are covered
and there are no gaps.
Expand the mask by
pulling the bottom
of it under your chin.

a

Turn the mask so the
coloured side is facing
outward.

Put the mask over your
face and if there is
a metallic strip, press
it to fit the bridge of
your nose

a

Press the metallic strip
again so it moulds to the
shape of your nose, and
wash your hands again.

Don't touch the mask
while you're wearing it.
If you do, wash your
hands.

Don't wear the mask if it
gets wet or dirty. Don't
reuse the mask. Follow
correct procedure for
removing the mask.
Note: Graphics a dapted from BC Centre for Disease Control (BC Ministry of Health), "How to wear a face mask."

Prevent the
spread of COVID-19

In order to reduce risk of exposure to the
virus that causes COVID-19, we are limiting the
number of people in this space.

Address/room/space:
Swans Pub, 506 Pandora Ave
occupancy limit: _1_0_4___ people

If you are displaying symptoms of COVID-19,
refer to HealthLink BC at 811
BCRFA.com I worksafeBC.com

SWA SGU DE TO
PUB SAFETY
Brought to you by the letter ·s"

SICK? STAY HOME
PJ Bonnie Henry says._ ■ra all In this t:og■ther".
We ■ra Just es excited as you a,. to be out but If
you haw bean trawl ling outsld■ ofC.n■da In th■
last 14 days or hav■ any symptom• of. or cont■et
with someona that ha■ COVID-Jg_ PINA stay hom■
for all our safety.

• LISTEN TO NIGEL
By now w■ ■11 know who Nlg■I Is. Th■ m■a1ag■ that
h■ helps to 1hara keep1 UI all saf■. Pl■■N b■ ■war■
of peopl■ outlld■ ofyour group and keep ZM ■part.
W■ h■v■ sp■c■d our t■bl• ta h■lp you but w■
need your help to rarnember thl1 wh■n you ■r■
walking through the pub.

NISIIW>URHANDS • WASH YOUR HANDS
While th■ picture may b■ funny the m-g■ 11

•

NrlOUI. Th■ BCCDC ,-eomm■nds wa1hlng your
hands often with 10■p and w■t■r for at INst 20
-■c:onds. Ifyou haw to think "should I wesh my
hands" the automatic ■nsw■r 11 YES.

LITTLE MISS SUNSHINE
ON WEARING A MASK

L■t's b■ han•t. thing• h■v■ changed, but ■t l■■st
you're at th■ pub. W■ ar■ all w■arlng rnaskl to
keep our dropl■ts to ours■lv■s 10 w■ can 1puk
moistly. All Jok• ■1ld■ w■ are w■arlng mules
b■c:■us■ w■ want you ta f■■I safe.

• GROUPS OF6
If P■t■r Crlffln can 1t■y wlth hi• group of& 10 can
you. PJ outlln■d by WorkSaf■ BC w■ can only uat •
maximum of 6 people p■r table. Pl■aH b■
r■1pectful ofanoth■r groups 1pac■ and stick with

0

your craw.

DEEP THOUGHTS
Dr. Bonni■ Henry h■s a way with words. Be calm.
b■ kind. b■ safe. This 11 n- to all of UI and w■ ar■
working with WorkSar. BC, th■ Provine■ of BC and
the BCCDC to keep you ur.. We ■ra doing our bast
■nd Just ask for a llttl■ patience ■nd understanding
■s we all work hard to keep you ■■r. .

THE LETTER "S" BROUGHT TO VOU BY SWANS

