
 

 

Board of Trustees Meeting  
May 30, 2020 

Item 7 (d)  

 

VIRL Recovery Plan 

Recommendation 
The Director of Library Services and Planning, in consultation with the Executive Director, 
recommends: 

That the VIRL Recovery Plan be received by the Board of Trustees.  
 

Background 
On April 16, the Executive Director created a task force mandated with developing a reopening 
and renewal plan for Vancouver Island Regional Library (VIRL) guided by direction from Provincial 
and Local Health Authorities. Selected members of the Leadership Team and Executive Leadership 
Group had their first meeting April 24 to determine the Terms of Reference and map out next 
steps. Members of staff from both rural and urban branches joined the task force and first met 
as a group on May 5 to work on a number of planning initiatives.  
Over the course of 3 weeks, the following actions occurred: 

• Approximately 20 hours of meetings involving the 8 core members of the task force and 
various staff in supporting roles.  

• Approximately 10 hours spent finalizing the plan and determining branch hours and 
schedules to facilitate curbside pick-up service.  

• The Divisional Manager, Health and Safety consulted with Provincial Health officials 
throughout the planning period and gathered information from a number of sources to 
create the Exposure Control Plan, Risk Assessment Checklist, and training sessions for 
staff.   

• Staff from technical services, communications, human resources, IT, facilities, 
procurement, public services, Leadership Team, and the Executive Leadership Group all 
played a role in some aspect of the recovery plan.  

• The Facilities team spent a week visiting 29 branch locations to complete facility 
inspections. With more scheduled in the coming weeks to be completed by branch staff.  

 
Developments to Date 
Phase 1: Branch Preparation 
This phase involves both safety assessments and facility inspections at all of our branches. Staff 
are working hard to complete these important steps for the first week of June.  
 
Phase 2: Curbside Pick-up 
Several library systems in BC have moved forward with curbside pick-up at their service locations. 
VIRL’s plan for curbside pick-up at most of our branches, including start dates, will be released 
very soon. We anticipate starting this service in some branches in early June.  
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Phase 3: Graduated Openings 
Details still being determined and will be based on Provincial Health updates, health and safety 
precautions and procurement of all necessary PPE and signage.  
 
Phases 4 and 5: Increased Opening and Full Service 
This will not happen until there is a significant decrease in risk or a treatment or vaccine is 
available. Timelines are to be determined later in the year after assessing Phase 3.  
The next step is initiating the plan coordinated by Public Services and Human Resources. This will 
include additional health and safety training for all branch staff before entering a branch.  
 
Economic Impact 
None. 
 
Communication Plan 
The Recovery Plan was shared with staff on Monday, May 25, 2020. 

Related to the Strategic Plan 
Community 
VIRL commits to providing a “vibrant, welcoming place for people of all socioeconomic groups, 
cultures and literacy levels”. During COVID-19 VIRL plans to gradually provide a welcoming and 
safe space for our communities to engage. 

Collect. Connect. Collaborate. Create. 
VIRL commits to “provide our communities with access to the information they need”. During the 
suspended in-branch services due to COVID-19, VIRL will continue to connect our communities 
to the information they need through alternative services delivered remotely or virtually and in 
person where safe to do so.  

Respectfully submitted, 
 

Rosemary Bonanno, BA MLS 
Executive Director 

Melissa Legacy 
Director of Library Services & Planning 

  

Stephen R. Warren 
Assistant Director 
Experience & Engagement (South) 

Melanie Barnum 
Divisional Manager 
Office of the Executive Director 

  

Jason McConnell 
Divisional Manager, Health & Safety 

Anthony Martin 
Library Managers, Nanaimo Harbourfront 
& Gabriola Island 

  

Dave McCunn 
Scheduling & Data Analysis Manager 

Laura Kaminker 
Library Manager, Zone 6 

  

Dayna Cornwell 
Library Assistant, Cumberland 

Cheryl Wilson 
Circulation Supervisor, Nanaimo Harbourfront 
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 May 25, 2020 

VIRL Recovery Plan 

The COVID-19 pandemic led to the suspension of all Vancouver Island Regional Library 
(VIRL) in-branch services as of March 17, 2020. This plan outlines a phased approach to 
resuming library services, factoring in the BC Restart Plan  and WorkSafe BC Protocols for 
Arts and Culture Facilities Reopening. The primary consideration is the health and safety 
of staff and the public while providing services that libraries are uniquely positioned to 
offer in our communities. All decisions to resume services and reopen libraries are endorsed 
by the Executive Leadership Group. 

BC’s Restart Plan lists five principles for every situation and offers core guidelines for 
organizations and public institutions: 

https://www2.gov.bc.ca/gov/content/safety/emergency-preparedness-response-recovery/covid-19-provincial-support/bc-restart-plan
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
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Overview of VIRL’s Reopening Plan 

Phase 1: Critical Business Functions (March 16 – present) 

• All branches and administration offices closed to staff and public.
• Deep cleaning of all branch locations and offices completed.
• Alternate services provided online by staff working from home.
• Health and Safety training resources developed for staff working from home and

those returning to locations.
• Some essential staff returning to office spaces with new protocols in place for

distancing and hygiene.
• COVID-19 Exposure Control Plan in place and staff trained.
• Risk Assessment Checklist developed for all locations.
• Facilities Action Plan in place and inspections scheduled to be completed by week of

June 1 (see Appendix A).

Phase 2: Modified Operations (beginning week of June 1) 

• Phase 1 operations plus curbside pick-up service and material returns at select
branches with limited hours. No outreach and home deliveries. (see Appendix B)

• No deliveries of library material between branches.
• No interlibrary loan service.
• Resume Books By Mail service to existing customers.
• Preparation for partial reopening.

Phase 3: Partial Facility Reopening (late summer) 

• Phase 2 operations and reopening of some branches with limited hours/access.
• Computer access by appointment and drop-in, where possible.
• No in-person programs or meeting space bookings.
• Open up Books by Mail service to register new customers who match the

criteria for service.
• Inter library loan service will resume, where possible.

Phase 4: Substantial Facility Reopening (date to be determined) 

• Phase 3 operations plus reopen more branches, increase hours – based on
assessment of phase 3.

Phase 5: Full Facility Reopening (date to be determined) 
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Phase 1: Critical Business Functions (March 16 – present) 

Services Unavailable: All branches, offices, and book drops closed. 

Services Available: Staff working remotely, with some exceptions, to provide: 

• Continued IT support for business operations with staff working from home.
• Continued critical finance functions with staff working from home.
• Customer service and tech help via phone, email, and virtual appointment.
• Online programs (storytimes, book clubs, partnered programs)
• Online card registration
• Online collections – eBooks, eAudio, online learning and streaming content

Phase 1: Safety Protocols and Procedures 

Provincial Health Guidelines 

Physical Distancing Staff working remotely  
Staff accessing office space infrequently and following safety 
protocols when necessary. 

Engineering Controls Signage posted for those staff visiting office locations reminding 
them of social distancing and hand washing.  

Administrative 
Controls 

Interim flexible work schedule and staff working from home. 
Health & Safety videos, training, and orientation on remote work 
provided. 

Protective Equipment Deep cleaning of high touch surfaces conducted at all locations. 
PPE (gloves, soap, disinfectant wipes, and hand sanitizer) 
provided for visitors to administrative office spaces. 

Phase 1: Preparation and Communication (prior to June 1) 

Facilities • Facility inspections completed in all locations to ensure 
everything is in working order.  Inspections conducted by 
Facility staff and Library Managers (checklist provided).

• Any facility deficiencies identified are corrected.
• Any risks identified through risk assessments are addressed.
• Janitorial teams re-engaged and deep cleaning completed at 

all locations. Ongoing cleaning schedule posted for each 
branch (on Inside and in branch)

Phase 1: Preparation and Communication (prior to June 1) 
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Phase 2: Modified Operations (Beginning week of June 1) 

Services Unavailable: All branches remain closed and some office space reopened 

Services Available: Phase 1 operations plus: 

• Curbside pick-up service and holds pick-up by appointment at most branches.
(See Appendix B)

o Urban/large branches will generally open Tue-Sat, 4 hours per day, 1 evening 
where possible.

o Medium branches will generally open Wed-Sat, 3 hours per day, 1 evening 
where possible.

o Rural/small branches will generally open Thu-Sat, 2 hours per day, 1 evening 
where possible.

Phase 1: Preparation and Communication (prior to June 1) 

Staff Engagement, 
Training and 
Orientation  

• Safety committees, worker safety representatives and
Library Managers re-engaged to complete risk assessments
of all locations (checklist provided).

• For all staff who will enter a physical location/branch:
o COVID-19 Exposure Control Plan (ECP) training
o Re-orientation checklist completed
o PPE training provided

Administrative 
Controls 

• Customer facing signage reminding of social distancing
• Floor markings/decals ordered
• Customer and staff entry and egress controls in place.
• Limited hours for curbside pick-up established and

communicated to the public.
• PPE ordered (gloves, masks, cleaning supplies, hand

sanitizer)
• Loan periods and hold expiry dates extended. Fines

suspended until Phase 3.
Communication • Signage for branches offering curbside pick-up reminding of

social distancing and providing instructions on how to
pick-up/return materials.

• Updates to staff via Inside
• Updates to the public notifying services available (where and

when) via media release, website, branch pages, social
media.

• Updated FAQ on website for public and on Inside for staff.
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• Available materials to lend will be limited to the onsite collection for each branch.
• Some limited material returns during curbside pick-up hours only. Book returns 

closed and locked during all other hours, where possible.
• Curbside pick-up service available to family members/caregivers of homebound 

customers who cannot visit the branch themselves.
• No delivery of library materials between branches to start. If deliveries between 

branches is introduced later in Phase 2, it will be limited, controlled, and will 
abide by the 72 hr quarantine period before being distributed to the public.

• Resume Books by Mail service to existing customers.
• Collections: continued focus on ordering online collections. Options for refreshing 

local branch collections will be explored and introduced where possible.

Phase 2: Safety Protocols and Procedures 

Provincial Health Guidelines 
(Follow same procedures for Phases 2-4) 
Physical 
Distancing 

• Limited staff
• Separated workstations

Engineering 
Controls 

• Spacing demarcation for
curbside pick-up

• Frequent surface sanitization
• Signage for sorting materials

by date of delivery

• 72 hour returns quarantine
• Customers encouraged to bring their

own bags for pick of library materials
at curbside

Administrative 
Controls 

• Clear staff procedures
• Spaced curbside pick-up 

times  by appointment

• Contactless handoffs of materials
• Training for staff regarding PPE and

health and safety protocols
Protective 
Equipment 

• Optional: gloves,
non-medical masks

• Hand sanitizer available, bleach and
spray bottles provided, disinfectant
wipes provided where available

Phase 2: Safety Protocols and Procedures 

Provincial Health Guidelines 

Guidelines Curbside Pick-up Book Returns Books by Mail 

Physical 
Distancing 

• Limited staff
• Separated workstations
• Public remain outside,

no public washroom
access

• Spacing Decals
• Distancing Signage

• Limited staff
emptying book drops

• Separated materials
sorting areas

• Limited staff at
Nanaimo North
branch
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Phase 3: Partial Branch Reopening (late summer) 

Services Unavailable: All in-branch programs, meeting room rentals, browsing 
collections, study space 

Services Available: Phase 1-2 operations plus: 
• Partial opening of large and urban branches 5 days per week with limited hours and 

limited access (e.g. first floor only, closed off reading areas, no access to meeting or 
study rooms), where possible.

• Partial opening of medium and small/rural branches 3-4 days per week with limited 
hours and limited areas (closed off reading areas, no access to meeting or study 
rooms), where possible.

• Opening of branches located within other facilities determined by joint 
discussions/planning with landlords/building owners.

• Controlled facility access - number of people (staff and public) limited based on 
building size to achieve social distancing (5 square meters per person).

• No public seating or gathering – furniture can be removed during phase 2 (put in 
meeting rooms or into storage – drivers and trucks available for this during Phase 1 
and 2).

Guidelines Curbside Pick-up Book Returns Books by Mail 
Engineering 
Controls 

• Frequent surface
sanitization

• Contactless service

• Sorting signage with
return dates

• 72 hour materials
quarantine

• Frequent surface
sanitization

• Safe work
protocols in place

• 72 hour materials
quarantine

Administrative 
Controls 

• Return to work
protocol & safety
training for returning
staff

• Clear staff procedures
• Spaced public
• appointment times
• No browsing
• Telephoned arrival
• Alerts

• Clear staff
procedures

• Clear staff
procedures

Protective 
Equipment 

• Optional gloves and
non- medical masks

• Optional gloves and
non- medical masks

• Optional gloves
and non-medical
masks
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• Staff retrieval of collections, i.e. closed stack procedures, or small controlled
collections accessible for browsing, where possible.

• No cash accepted.
• Direct customers to use self-checkout machines wherever possible. These have been

reconfigured to be touchless interactions.
• Computer access by appointment - made by phone or email; drop-in where possible.
• Customer service at circulation desks only; information desks will not be staffed.
• Expand digital programs focussed on economic recovery (e.g. job fair, resume

writing, tech skills).
• Collections services: increase ordering/processing of physical materials; resume

limited delivery from vendors but continue to manage schedule as needed to control
flow of arriving items; resume delivery between branches.

Phase 3: Safety Protocols and Procedures 

Provincial Health Guidelines 

Guidelines Public Access 
into Facility Service Desks Computer Access Browsing 

Physical 
Distancing 

• Provide a
separate entrance
and exit where
possible

• Capacity
restrictions based
on size of branch

• Provide distance
markers on floor

• Limit staff based
on size of
circulation desk
area

• Information
desks will not be
staffed

• Use 1/3
computers, no
access to stations
opposite each
other or beside
each other -
decommission by
removing
keyboards or
mark out of order

• Staff retrieval of
collections

• Small controlled
browsing of
collections where
possible

• No browsing
newspapers or
magazines

Engineering 
Controls 

• Signage on
entrance doors

• No shared items –
pencils, scrap
paper, brochures
or handouts

• Remove some
furniture

• Plexiglas barriers
• Floor markers

for safe
distancing

• Regular cleaning
of debit
machines and
other shared
surfaces

• Staff assisted
printing,
scanning,
photocopying

• Regular cleaning
of computer
keyboards, chairs,
tables

• Tape off/block
shelf stacks

• Promote
self-checkouts
configured to be
touchless

• Self-checkouts
regularly
disinfected;
spaced apart
where possible
(if two are close
together, only
use one)

Administrative 
Controls 

• Clear staff
procedures and
training

• Clear staff
procedures and
training

• Appointment
based or limited
drop-in where
possible

• No shared
supplies, toys,
games
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Provincial Health Guidelines 

Guidelines Public Access 
into Facility Service Desks Computer Access Browsing 

Protective 
Equipment 

• Hand sanitizer for
each customer
accessing facility

• Disinfect staff
stations and
phones between
staff users, wipe
down desks
regularly,
optional gloves
and face masks
for staff

• Disinfect after
each use

• Shelve items after
72 hour materials
quarantine

Phase 4: Substantial Facility Opening (Late Fall/TBD) 

Services Unavailable: Some in-branch programs, meeting room rentals 

Services Available: 

• Partial to full opening of branches based on public demand, health authority
direction, and evaluation of Phase 3.

• Hybrid in-person/digital programs. In-person with safety protocols and procedures.
• Commence in-person registered/drop-in programs for adults and teens e.g. book

clubs, English Conversation Circles, etc. with safety protocols and procedures.
• Limited meeting room rentals at some branches where the space is not required for

materials quarantine.
• Collections services: normal selection, acquisitions, cataloguing, and processing

resumes.

Phase 4 Safety Protocols and Procedures 
• Same as Level 3 with specific considerations for new services introduced.

Phase 5: Full Facility Reopening (Timeline TBD) 
 (Effective treatment/vaccine available, community immunity) 
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Phase 1: Preparation for Opening  

Facilities Tasks Date Completed 
Disinfect, clean vehicles May 10 
Prepare an Inspection template May 11 
Branch Inspections – by Facilities staff, Amy & Natasha (see 
chart below) 

May 13, 14, 15, 20, 21 

Measuring circulation desks for sneeze guards May 13, 14, 15, 20, 21 
Prepare a vehicle protocol - Job Safety Analysis was 
prepared 

May 14 

Prepare vehicle procedure Assigned May 22 
Prepare a transport, shipping/receiving protocol Not completed; 

 re-assigned May 22 
Prepare a transport procedure Assigned May 22 
Turn on hot water tanks; flush all toilets, run faucets May 13, 14, 15, 20, 21 
Vehicle inspections May 15 
Recall and revise janitorial cleaning routines On hold, pending Public 

Services determination 
of branches to reopen 

Recall patrol guards 
Develop a list of suppliers, vendors and service providers to 
contact and re-engage 
Verify fire extinguisher checks 
Removal and transport of excess furniture, and equipment 
as required 
Installation / instructions for PPE such as sneeze-guards, 
floor decals, exterior signs, decals or tape 
Procurement Tasks Date Completed 
Source: masks, gloves, spray bottles, J-cloths, gel hand 
sanitizer, wipes 

May 5 

Source: sneeze-guards, floor decals, paper bags with 
handles 

May 5 

Orders placed: gloves, 200 tubs (160/tub) Oxivir wipes;  
175 spray bottles; 312 bottles gel hand sanitizer; 250 boxes 
M; 250 boxes L, 10 boxes XL, gloves (ETA gloves May 15) 

May 6 

Order placed 300 bottles sanitizer May 7 
Order placed 42 boxes of 50 each masks May 7 

9
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Procurement Tasks Date Completed 
Orders placed: red hexagonal “wait here” floor decals (41) 
and red industrial tape 

May 11 

Order placed: 17 bundles (300) paper bags to be received 
early following week; revised will only receive 6 
bundles/month 

May 11 

Order placed: 50 “Wait Here” floor decals and red duct tape May 12 
Order placed: 15 rolls of caution tape May 15 
o/s signage, sneeze-guards  
Purchase J-clothes (28 pks of 60 ea.) May 7 
Delivery of 300 bottles of hand sanitizer May 8 
Delivery of 42 boxes of masks May 19 
Delivery of 6 bundles of paper bags May 20 
Delivery of stands, dispensers, sanitizer (March order) May 20 
Develop a delivery/receiving protocol  
Distribution and shipping of PPE   

 
Current Inventory 
15 x 3.57 L bottles of bleach 
18 x 80 wipes/canisters of Lysol wipes 
2 x 60 cloths/package of J-cloths  
26 individual J-cloths 

13 x 1200 ml containers Purell Foam Hand Rub 
1 spray bottle and 4 inserts 
2 x 946 ml bottles of Rubbing Alcohol 
9 x N95 masks 

 

Facility Inspection Listing 

Branch 
Facility 

Inspection 
by: 

Inspection 
Date 

Circ Desk: 
# of Plexiglas/ 
measurement 

Branch 
Facility 

Inspection 
by: 

Inspection 
Date 

Circ Desk: 
# of 

Plexiglas/ 
measurement 

AL Melanie 20-May 2 x 5' NN Goran 14-May 4 x 4' 
BC Branch Staff    PA Terry 13-May 2 x 4' 
BR Terry 13-May 1 x 8' PC Branch Staff    
CH Goran 13-May 3 x 4' 1 x 2'6" PR Goran 22-May   
CI Branch Staff    PV Terry 13-May 2 x 5' 
CL Goran 13-May 2 x 5' QB Terry can't access   

CO Terry 16-May 
1 x 7 1/2' 

23curved?? QC Branch Staff  
  

Comms Natasha 14-May   QI Branch Staff    
CR Terry 16-May 2 x 4'  1 x 7' SA Melanie 21-May 1 x 3' 1 x 3'11" 
CU Terry 16-May 1 x 8' 1 x 5' 1 x 3' SC Goran 13-May 1 x 5' 1 x 6' 
CW Goran can't access   SI Goran 13-May 2 x 4' 1 x 3' 
GI Amy 15-May   SO Goran 13-May 2 x 5' 1 x 3' 
GR Terry 16-May 1 x 5' 1 x 6' SP Branch Staff    
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Branch 
Facility 

Inspection 
by: 

Inspection 
Date 

Circ Desk: 
# of Plexiglas/ 
measurement 

Branch 
Facility 

Inspection 
by: 

Inspection 
Date 

Circ Desk: 
# of 

Plexiglas/ 
measurement 

HA Melanie 21-May 
1 x 7 1/2' 1 x 

5'10" TA Terry can't access   

HI Branch Staff    TL Melanie 20-May 1 x 6' 1 x 2' 
LY Goran 13-May   TO Branch Staff    
MC Melanie 20-May 1 x 7' 1 x 3' UB Branch Staff    
MO Terry can't access   UC Branch Staff    

MS 
Branch Staff    

WE 
Goran 14-May 

2 x 5' 1 x 6'             
1 x 4'6" 

NA 
Goran 14-May 

1 x 6' 1 x 3'        
2 x 4' 

WO 
Melanie 21-May 

1 x 5 1/2' 

 
 
Measuring of the Circulation Desks for Sneeze Guards 
 

Facilities staff to measure the length from the service area to the far edge of the computer 
space while performing facility inspections: 
 
 

 
 
 
 

PPE Order Summary 
 

 

 Service area    scanner     computer 
 For books       & receipt  
                          printer 
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Facilities 

1. Inspections 
• Assess the physical conditions – interior, exterior and the grounds 
• Requisition services as required to carry out the equipment and services 

assessments. 
• Assess the operation of equipment and services supporting the facility, such 

as:  
o Mechanical systems 
o Water systems 
o Flush toilets/ run faucets 
o Fire extinguishers 
o Ensure drains and traps are inspected 

 

2. Vehicles 
• Disinfect interiors 
• Fluid checks 
• Remove winter tires, check tire pressure 
• Brake, battery and gas line checks 
• Creation of a protocol for changing drivers in vehicles  
• Prepare a protocol for truck deliveries and receipt of totes 

 

3. Janitorial 
• Re-engage and redefine weekly schedules 
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• Review existing cleaning guidelines and adjust or enhance as needed for
cleaning paths of travel and high touch areas.

• Distribute cleaning protocols on frequently touched surfaces, and work and
public use areas:

o Light/power switches
o Elevator buttons
o Doors and drawers; handles, knobs
o Washroom taps, flush handles, door handles, driers, soap, paper towel,

and toilet paper dispensers
4. Facility Contracts and Services

• Re-establish HVAC maintenance
• Re-establish recycling service
• Re-establish security guards, and patrols
• Re-establish Canada Post, and couriers
• Re-establish window cleaning, roof maintenance, and landscaping

5. Signage
• Install floor decals/wayfinding means
• Light switches
• Open doors
• Elevator use
• At unused spaces to provide 6’ spacing
• Entrance ways
• Avoid touchpoints:

o Provide disposable wipes so common touchpoints (doorknobs, light
switches, desks, desktop peripherals, remote controls, etc. can be
disinfected by employees).

o Discourage the use or borrowing of other people’s phones, desk, offices,
or equipment.

6. Return of VIRL Items taken to Work from Home
• Creation of instructions on bringing equipment (laptops, chairs, etc.) back into

the workplace and sanitization requirements.

7. Designated Delivery Stations
• Designate one location for any deliveries to the building/space and disinfect

items centrally.
• Review inbound and outbound deliveries (parcels, mail, food deliveries,

couriers and so forth).
• Routing instructions and plans to avoid deliveries through employee or main

entrance.  Instead route through areas that will minimize contact with the
larger population.

• Totes

13
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• Separating shipping and receiving areas from the general population
• Require staff handling and receiving mail, parcels, other deliveries to wear

appropriate PPE, and train them in the proper use and disposal of PPE.
• Sanitizing the exterior of packing

8. Installation
• Signage
• Floor decals
• Sneeze guards
• Sanitizer stands
• Re-arrange furniture to promote social distancing

9. Removal
• Removal of furnishings and equipment to provide 6’ space requirements.

10 Municipalities 
• Update municipalities with Recovery Plan and confirm VIRL operations in

accordance with municipal protocols.

Verify: 
• All building inspections are complete.
• Any required remediation is complete.
• Janitorial staff have been updated on cleaning protocols.
• Any required repairs to equipment, building areas and systems have been

completed.
• Service contractors have been re-engaged.

Procurement 

1. Supplies Storage
• Inventory PPE on hand, source and order PPE as per requirements.
• Secure supplies storage and designate specific staff to manage stock and

distribute items.

2. PPE Sourcing
• Gloves
• Wipes – currently cannot locate a supplier
• Masks – needed or not?
• Sneeze guards – need numbers and sizes specified
• Hand sanitizer - bottled and foam
• Floor decals
• Signage – to be created by Health & Safety/Communications and then sourced

14
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3. Deliveries
• Designate one location for any deliveries to the building/ space and disinfect items

centrally
• Assign delivery management and sterilization as a task to specific employees only
• For longer-term planning, consider shortwave ultraviolet light sterilizing

rooms/booths

Phase 2: Start-up Operations 

Facilities 

• Ongoing coordination with staff and service contractors.
• Delivery and pick-up of materials, furniture and equipment.
• Delivery of materials may or may not begin.
• Updating facilities files including:

o Service contractor information
o Landlord and lease information
o Keyholder information
o Blanket and Standing PO (BPO) records to include contact names, phone

numbers and email addresses
o Janitor records to include civic and contractor contact names, titles, phone

numbers and email addresses, and payment by EFT or cheque
o Driver safety protocols in place

• Online log of keys held for all branches, (i.e. garbage key, electrical room, back
door, front door, etc.).

• Price’s Alarms administration alarm code for all branches.
• All Assistant Directors to have keys for all of their branches.
• All Assistant Directors to have alarm codes for all of their branches.
• Contact information needs to be updated on all sheets to include names, titles,

company, phone number, email and address.
• Scan in all lease and janitorial contracts so can be accessed online.
• All facility BPOs to be scanned to branch folders to have easy access.

Procurement 

• Ongoing coordination with staff and suppliers
• Inventory control of PPE
• Receipt and delivery safety protocols in place
• Creation of a Vendor Performance Management System
• All procurement documents to be stored in a central file accessible to the Divisional

Manager and Director of Finance.
• Creation of a Finance Archive online file.
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Phase 3:  

Return to Normal 

Operations return to the previous state of conducting business bolstered by the revisions 
made during Phase 2. 
 
Return of the Pandemic 

Facilities 
• Notification to service contractors and landlords of suspended operations 
• Notification of deep cleaning requirement to Janitorial staff 
• Decreased janitorial schedule once deep clean process completed 
• Increase in security patrols if required 
• Update of VIRL contact information sent out to service contractors 
• Technological equipment taken home to communicate and work from home 
• Lockdown of vehicles and gate 

Procurement: 
• Notification to vendors and suppliers of suspended operations 
• Update to information on BC BID 
• Update of VIRL contact information sent out to vendors and suppliers 
• Technological equipment taken home to communicate and work from home 
• Receipt of outstanding PPE deliveries to be determined 
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Appendix B: Curbside Pick-up Overview 

Prerequisites for Curbside Pick-up 
• Branch Inspections completed.
• Staff recalled.
• Branch Risk Assessments completed.
• Exposure Control Plans implemented and staff trained.
• Staff able to maintain social distancing while working.
• PPE available to staff and staff have been trained in PPE use.
• Signage for curbside pick-up in place.
• ILS system for customers to request home branch items only will be in place.

Assumptions 
• Branches offering curbside delivery will prioritize minimal public contact.
• Curbside pick-up staffing levels will be determined ensuring co-worker to

co-worker physical distancing as branch space allows.
• Branch curbside pickup service hours are predetermined and posted.
• Public notification of start date and a procedure for curbside pick-up will be posted.
• Curbside pick-up will be revaluated weekly by each branch.

Curbside Pick-up 
• The priority will be providing pick-up service with as little public contact as possible

to prevent exposure. Wherever possible, avoid taking requests in-person outside
or at the door of the branch. Please ask customers to call ahead or email.

• Staff at each branch will set up their own pick-up system following Exposure
Control Plans.

• Items ready for pick-up will be placed at the pick-up site for the agreed to time.
• Some bags will be provided; however, customers will be asked to bring their own

bag, as supplies are limited.
• Signage describing the system for pick-up and return will be visible to those waiting

to pick-up.
• At the predetermined time, staff will confirm customer name, place bag/items in

the designated place for pick-up and return inside the branch.
• Customer will pick up bag/items and leave returns in designated space or use the

book return bin/exterior chute.
• When customer has left, staff member will pick up returned items, place them on

a cart and/or tote and take them to a quarantine area where they will be dated.
• The cart or table used for returns will be disinfected and staff will wash hands

before next customer.
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• At branches where individual appointments are being booked, they may be made
in short increments of time.

o Recommend no shorter than every 10 minutes to discourage long lines if
there should be a snag, and allow staff to disinfect surfaces and wash hands
between customers.

• Staff should rotate their position at the pick-up site.
o Recommend 1 hour maximum or less, where possible.

Returned Items 
• Returned items will be accepted in a phased manner due to the necessity to

quarantine items; initially accepted only during curbside hours. As this service
expands, general returns will be accepted. Date to be determined.

• After 72 hours, staff will check-in the first items.
• Recommend that book drops are not opened for general returns until after the first

72 hours.
• Recommend that branches with more than one book drop only open one at a time.

o When the bin is completely filled it can be dated and rolled into quarantine
without staff handling any materials.
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Purpose 
• The Business Continuity Plan (BCP) “Task Force” will develop a recommended

comprehensive written plan of action using a collaborative approach ensuring all
regulatory expectations and health guidance is applied and considered where
necessary. Collaboration includes participation from front-line staff, union
representatives and other key stakeholders where necessary.

• The activities of the Task Force will assist in complimenting current health & safety
considerations eluded to in recent Letters of Understanding (LOU) with CUPE &
BCGEU; expectations will also be contingent on local Safety Committees, Worker
Safety Representatives and Library Managers.

Scope 

• The Task Force by design has a beginning and end which is further described in
the Term section of this Terms of Reference (TOR).

• The Task Force will develop the written plan of action that may include;
environmental design, procedures and systems necessary to continue and/or
restore the operations of Vancouver Island Regional Library (VIRL) from the
COVID-19 pandemic.

• The Task Force will develop communication networks that engage and involve local
Safety Committees, Worker Safety Representatives and Library Managers ensuring
all regulated and critical business consultation occurs.

• The Task Force will align its efforts to continually improve existing and newly created
programs within the framework of Vancouver Island Regional Library’s mission,
vision and values, and in accordance with the Strategic Plan.

Context 

The work will occur within the framework of VIRL’s Mission, Vision and Values, and in 
accordance with the Strategic Plan. The Task Force is founded on the two principles: 
Principle 3: Places and Spaces and Principle 4 Life at Work of the VIRL Strategic 
Plan 2016-2020. 

Term 

The Task Force is expected to begin April 23, 2020 and to dissolve once the business 
operation assumes a “new normal” state. Dissolution of the Task Force will be determined 
by objective completion and/or at the discretion of the Executive Director. 
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May 2020 

Membership 

Sponsor – Director of Library Services & Planning  
Public Services Lead - Assistant Director, Experience & Engagement, South 
Health & Safety – Divisional Manager, Health & Safety 
Facilities – Divisional Manager, Office of the Executive Director 
Scheduling - Manager Scheduling & Data Analysis 
BCGEU Rural – Library Manager, Zone 6 
BCGEU Urban – Library Manager, Nanaimo Harbourfront & Gabriola Island 
CUPE Rural – Library Assistant, Cumberland Branch 
CUPE Urban – Circulation Supervisor, Nanaimo Harbourfront 

Ex-Officio 
Executive Director 

Frequency of Meetings

Meetings are held weekly by video or teleconference. 

Minutes will be taken by the Executive Assistant. 

Roles and Responsibilities 

Roles 
• The Public Services Lead facilitates the work of the Task Force, arranges

meetings, ensures that objectives are on track and completed, and
communicates the Task Force progress to the Sponsor as required.

• All Task Force members participate in conversations, work on specific  initiatives
and are ambassadors for the work of the Task Force throughout VIRL, in our
communities and within the library sector.

• The Sponsor is a support to the Lead and the Task Force as a whole, and provides
a link to senior leadership and provides advice as needed with regard to budget,
influence, policies and strategic issues. The Sponsor’s role exists to help the lead
work effectively and develop skills, and is not intended to facilitate the work of the
Task Force.

• The Sponsor will also assist in ensuring the Task Force maintains the appropriate
Scope of Work (SOW) and will communicate any revisions to the SOW.
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Priorities 

• The business impact analysis is the starting point – it is a dynamic process for
identifying critical operations and services, key internal and external dependencies
and appropriate resilience levels. It assesses the risks and potential impact of further
COVID-19 disruption scenarios on VIRL’s operations and reputation.

• A recovery strategy then sets out recovery objectives and priorities that are based
on the business impact analysis noted above. It establishes targets for the level of
service the organization would seek to deliver in the event of any further disruption
and the framework for ultimately resuming business operations from the initial
branch closures.

• Business continuity plans will then be provided detailing guidance for implementing
the recovery strategy. They establish the roles and allocate responsibilities for
managing the operational disruptions and provide clear guidance on any
recommended environmental design, procedures and systems necessary to continue
and/or restore the operations of VIRL from the COVID-19 pandemic. The safety
of staff should be the paramount consideration of VIRL’s business continuity
plan. Details on protecting life safety and assets during an actual emergency is
identified in the Emergency Response Plan (ERP) for VIRL. For this purpose, the BCP
is focused on recovery and any new operational requirements as we adapt to a
new way of doing business.
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Appendix D: Health & Safety Safe Work Procedure & Best Practices

Worksite Visit / Condition Check 

PURPOSE 

To provide Vancouver Island Regional Library (VIRL) employees with procedures for 
safely visiting/checking a branch during an extended outage, to ultimately preserve and 
protect the employee, community and organizational assets. 

BACKGROUND INFORMATION 

VIRL employees may be required to visit/check on the condition of a branch during an 
alarm notification and/or when a branch has been previously closed due to weather, utility 
outages or any other causes (area evacuation, pandemic, etc.). This activity is a change 
in regular business practices and requires a heightened sense of situational 
awareness to new potential hazards. 

DEFINITIONS 

Aggressive Behaviour The act of other persons that may be perceived as harassing, 
threatening and can be violent. 

Control A means to eliminate or substitute a hazard, apply 
engineering controls, procedures and personal protective 
equipment to eliminate or mitigate harm. 

Imminent About to happen. 
Hazard A condition and/or practice that has the potential to cause 

harm. 
Supervisor A person that directs and controls the work of others, must 

ensure the personal safety of those workers. 

PROCEDURES and BEST PRACTICES 

At the request of the Supervisor an employee may be asked to periodically check on the 
condition of a vacant or closed branch. 
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The following are potential hazards and controls that employees need to be aware of: 

1. HAZARD - Working Alone (no assistance in the event of a disabling injury)
• CONTROL: Utilize the CHECKMATE worker check system (PIN#1111) from the

branch telephone. (See INSIDE Health & Safety Safe Work Procedure(s) and
Appendix A of this document). Deactivate once branch has been checked.

• CONTROL: For non-remote branches utilize a buddy system. Arrange with your
co-worker about protocols for an emergency and contacts prior to engaging.

2. HAZARD - COVID-19 or other unknown biohazard potential to public and other
VIRL employees
• CONTROL: The Supervisor and employee must assess the priority of the

visit / task and only visit / check on a branch if absolutely necessary. Assess "risk
over benefit". Non-essential tasks should not be considered.

• CONTROL: Practice personal distancing and maintain at least 2 metres (6 feet)
space between each other.

3. HAZARD - COVID-19 or other unknown biohazard potential on contact surfaces,
books, magazines, DVDs, etc.
• CONTROL: Best practice is to utilize non-pervious gloves (vinyl, nitrile), however

not necessary if proper hand washing, limited surface touching and employees do
not touch their face.

• CONTROL: DO NOT TOUCH any returned books, magazines, DVDs as this task at
this time is not a priority task. In the event there is an imminent danger by these
materials having accumulated (fire hazard, blocking exits or emergency
equipment) gloves must be utilized using proper donning and doffing (putting on/
taking off) techniques.

• CONTROL: DO NOT TOUCH your face and WASH YOUR HANDS before and after
using gloves. Again there is no expectation of any staff member at this time to
touch any returned or other library materials. At this time there is not enough
factual information on the exact life expectancy of the COVID-19 virus.

4. HAZARD - Weather conditions (snow, ice, rain, wind, water pooling, tree branches)
• CONTROL: Monitor weather conditions and check Drive BC for highway closures

and/or local road hazards. Adjust travel where necessary. Do not travel if
dangerous to do so. Return home if enroute and conditions become dangerous.
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5. HAZARD – Aggressive Behaviour - people loitering at or near branch
• CONTROL: Do not leave your vehicle or approach the branch alone if it is unsafe

to do so. Contact the local police, if required, or wait until the people leave the
area.

6. HAZARD – Broken Windows / Open or Unlocked Doors – Potential person or
animal intruder
• CONTROL: Do not enter building alone, contact the Supervisor and/or emergency

personnel and wait for further direction.

7. HAZARD – Condition-Based (water, odours, limited lighting, pests, heat, cold etc.)
• CONTROL: Proceed slowly into the branch utilizing you senses. Watch for

anything that appears not normal or out of the ordinary. Do not assume the
workplace is clear of condition-based hazards. Items may have fallen over,
overheated or malfunctioned. Use your senses and pay attention to odours and/or
noises like water running or gas escaping (hissing) Note: Pungent odours like
rotten eggs could be a gas leak, leave the building immediately and call 911.

• CONTROL: As applicable, assess each potential hazard and attempt to safely
control the hazard if able to do so. If not able, warn others, barricade entry and
report the situation to the Supervisor and/or emergency personnel if an imminent
danger exists.
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How to Use                                KMATE  
Activating/Deactivating or Self Check-In On a Phone 

Step 1- Activation to start the Safety Checks 

• Call 1-866-923-3885
• The system will ask you to enter your 4-digit PIN# - Enter 1111

o Note: If your caller id is blocked or if you are calling from a phone other than the registered
phone, you will be asked to enter the 10-digit number of the registered branch phone.
 Branch phone numbers are on the next page.

• The system will say “to activate please press 1”
• After you press 1 the system will say “please confirm you wish to activate by pressing 1”.

Press 1 again. CHECKMATE is now active and you are checked-in.

Step 2 – Deactivation to turn off Safety Checks OR Self Check-In 

• Call 1-866-923-3885
• The system will ask you to enter your 4-digit PIN# - Enter 1111

o Note: If your caller id is blocked or if you are calling from a phone other than the registered
phone, you will be asked to enter the 10-digit number of the registered branch phone.
 Branch phone numbers are on the next page.

• The system will say “press 1 to deactivate”
• After you press 1 the system will say “please confirm that you want to deactivate by pressing 1”.

Press 1 again. CHECKMATE is now deactivated and ‘Safety Checks’ will stop!

• SELF CHECK-IN: listen for the self-check-in prompt to “Check-In Now”. Once complete, the
clock is reset and your next safety-check will occur at whatever call frequency was set up for you.

If you require any assistance or if you think that you have missed a check-in 
Call our Emergency Monitoring Centre at 1-888-440-0701 
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Registered VIRL Branch Phone Numbers

User Name Phone Number 
VIRL-Bella Coola (250) 799-5330
VIRL-Bowser (250) 757-9570
VIRL-Chemainus (250) 246-9471
VIRL-Cortes Island (250) 935-6566
VIRL-Cowichan Lake (250) 749-3431
VIRL-Cumberland (250) 336-8121
VIRL-Gabriola Island (250) 247-7878
VIRL-Gold River (250) 283-2502
VIRL-Hornby Island (250) 335-0044
VIRL-Masset (250) 626-3663
VIRL-Port Alice (250) 284-3554
VIRL-Port Clements (250) 557-4402
VIRL-Port Hardy (250) 949-6644
VIRL-Port McNeill (250) 956-3669
VIRL-Port Renfrew (250) 647-5423
VIRL-Quadra Island (250) 285-2216
VIRL-Queen Charlotte (250) 559-4518
VIRL-Sandspit (250) 637-2247
VIRL-Sayward (250) 282-5551
VIRL-Scheduling Dept. (250) 753-1154 x226
VIRL-Sidney (250) 656-0944
VIRL-Sointula (250) 973-6493
VIRL-Sooke (250) 642-3022
VIRL-South Cowichan (250) 743-5436
VIRL-Tahsis (250) 934-6621
VIRL-Tofino (250) 725-3713
VIRL-Ucluelet (250) 726-4642
VIRL-Union Bay (250) 335-2433
VIRL-Woss (250) 281-2263
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Background 

Pandemics are worldwide outbreaks of disease such as influenza. Three outbreaks of 
pandemic influenza (as opposed to seasonal influenza) occurred in the 20th century: 1918 
(Spanish influenza), 1957 (Asian influenza), and 1968 (Hong Kong influenza). In the 21st 
century there have been two pandemics: 2002 (severe acute respiratory syndrome, or 
SARS), and 2009 (H1N1 influenza). 

Purpose 
The World Health Organization (WHO), Health Canada, the BC Centre for Disease Control and 
WorkSafeBC have recommended that all jurisdictions and workplaces create pandemic 
preparedness plans to diminish the potential adverse effects of the COVID-19 pandemic. As 
the current COVID-19 appears to be spread through respiratory secretions, just like influenza, 
an Exposure Control Plan (ECP) for COVID-19 can be modeled similar to that of influenza. This 
ECP will be further adopted for an influenza epidemic or pandemic if it were to occur. 

VIRL is committed to providing a safe and healthy workplace for all of its staff, and customers. 
A combination of measures will be used to minimize worker exposure to COVID-19. Work 
procedures and Job Safety Analysis (JSAs) will protect not only our staff, but also others 
workers and customers that enter our branches and offices. All VIRL employees must follow 
the procedures outlined in this ECP and division specific JSA’s for COVID-19 as it is intended to 
mitigate exposure to staff and customers at VIRL. 

Health hazards of COVID-19 
The effects of COVID-19 appear to be more severe than seasonal influenza and SARS 
because most people will not have any immunity to the virus. 

Symptoms 

The symptoms of COVID-19 are similar to other respiratory illnesses, including influenza and the 
common cold. They include:  

• fever
• cough,
• sneezing,
• sore throat
• difficulty in breathing (shortness of breath)

In some cases, secondary infections such as pneumonia may develop.

49



Biohazard Control Program 
Appendix A: Covid-19 

Exposure Control Plan 
(ECP) 

 

 

 
Transmission 

There is still a lot unknown about COVID-19. It is believed that COVID-19 is spread in the 
same way that seasonal influenza is spread. Exposure to the virus may occur in a variety of 
ways, including the following: 
 Shaking hands with an infected person or touching a surface contaminated with 

the virus, followed by touching one’s eyes, nose, or mouth 
 Infectious droplets (from a coughing or sneezing person) landing in the eye or onto the 

mucosa (moist inner surfaces) of the nose or mouth 
 Breathing infectious airborne droplets or particles (from coughing, sneezing) 
 Sharing food items or utensils with an infected person 

 
Responsibilities 
 
Employer responsibilities 

• Ensure that the materials (for example, gloves, alcohol-based hand rubs, and 
washing facilities) and other resources (for example, 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 through risk 
evaluation and Job Safety Analysis (JSA).  

• Ensure that all employees are educated and trained to an acceptable level of competency as it 
applies generally and specific to their work arrangements. 

• Ensure that all employees use appropriate personal protective equipment (PPE) 
— for example, gloves if required. 

• Conduct a periodic review of the Exposure Control Plan’s (ECP) effectiveness. This 
includes a review of the available control technologies to ensure that these are 
selected and used when practical. 

• Maintain records of training and inspections. (Inspection Checklist end of this document and on 
the Inside COVID 19 page) 

• Ensure that a copy of the ECP is available to all employees. 
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Supervisor responsibilities 

• Ensure that their employees are adequately instructed on the controls for the 
hazards at the branch / location. 

• Ensure that their employees use personal protective equipment as required. 

• Direct work in a manner that eliminates or minimizes the risk to employees and others at the 
workplace. 

 

Employee responsibilities 

• Know the hazards of the workplace. 

• Follow established work procedures as directed by the employer or supervisor. 

• Use any required PPE as instructed. 

• Report any unsafe conditions or acts to their supervisor. 

• Know how and when to report exposure incidents. 
 
 

Risk identification and assessment 
Three primary routes of transmission are considered likely with COVID-19, all of which need 
to be controlled. These include contact, droplet, and droplet transmission in the air after a 
cough or sneeze. 

 
Contact transmission, both direct and indirect 

Direct contact involves skin-to-skin contact, for example: shaking hands, hugging, helping with 
personal hygiene, etc. 

Indirect contact involves a worker touching a contaminated intermediate object such as a 
table, doorknob, telephone, or computer keyboard, and then touching the eyes, nose, or 
mouth. Contact transmission is important to consider because COVID-19 viruses may persist 
for minutes on hands and potentially hours on surfaces (more research is required to better 
understand the virus ability to survive outside the human body). 
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Droplet transmission 

Large droplets may be generated when an infected person coughs or sneezes, and also during 
certain medical procedures such as cough induction. Droplets travel a short distance through 
the air, and can be deposited on inanimate surfaces or in the eyes, nose, or mouth. 

 
Airborne transmission 

Airborne (inhalable) particles can be generated from some medical procedures such as 
endotracheal intubation, bronchoscopy, nebulizer treatment, or airway suctioning. They can 
also be generated from coughs and sneezes which is VIRL’s risk exposure as medical 
procedures are not part of our industry. 

 

Coughs and sneezes produce both large droplets and smaller airborne particles. The smaller 
particles remain suspended in air for longer periods, and can be inhaled. The large droplets 
can also evaporate quickly to form additional inhalable particles. As the distance from the 
person coughing or sneezing increases, the risk of infection from airborne exposure is 
reduced; but it can still be a concern in smaller, enclosed areas, especially where there is 
limited ventilation. As the number of infected people in a room increases, the risk of infection 
can increase. 

The assessment table on the next page is adapted to VIRL’s business from WorkSafeBC 
(WSBC) Regulation Guideline G6.34-6. Using this guideline as a reference, it is determined that 
the risk level of our workers ranges from low to high.  

*High Risk locations will not be physically open to the public. 

The risk ranges are based on the different design of workplaces throughout VIRL. See specific 
risk ranking in next table. 

 
Risk Assessment Processes and Forms 
Branch & office risk assessment will be conducted by; Library Managers, Safety Committee members, 
Worker Safety Representatives and front-line workers where applicable. (less than 9 employees at a 
branch or the unavailability of other official safety members)  
 
Risk assessment worksheets and safety control plans for COVID-19 are at the end of this ECP and on 
the Inside COVID-19 page.  
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VIRL Risk assessment table - Covid -19  
 
 Low risk 

Workers who 
typically have no 
contact with people 
infected with 
COVID-19 

Moderate risk 
Workers who may be 
exposed to infected 
people and/or 
materials from infected 
people from time to 
time in a moderate to 
large, adequately 
ventilated office or 
branch. 

High risk 
Workers who may be 
exposed to infected 
people and/or 
materials from 
infected people from 
time to time in a small 
to moderate, poorly 
ventilated branch. 

*DO NOT 
PHYSICALLY OPEN 
TO THE PUBLIC* 

Hand hygiene Yes (washing with 
soap and water, 
using an alcohol-
based hand rub, or 
using hand wipes 
that contain 
effective 
disinfectant) 

Yes (washing with soap 
and water, using an 
alcohol-based hand 
rub, or using hand 
wipes that contain 
effective disinfectant) 

Yes (washing with 
soap and water, 
using an alcohol-
based hand rub, or 
using hand wipes 
that contain 
effective 
disinfectant) 

Disposable 
gloves 

Not required.  
 
When using 
communal office 
equipment (examples: 
large office 
photocopiers, hole-
punches, carts, lifting 
dollies, mailroom and 
lunchroom equipment 
etc.) always wash 
hands before and 
after using.  

 
Work tasks do not allow 
for any personal contact 
with any other persons. 

Required when 
handling potentially 
contaminated books, 
DVDs, carts and other 
library articles during 
shelving, weeding and 
check-out & return, 
and physically handling 
the Moneris machine 
or any other 
contaminated branch 
equipment. 

 
Work tasks do not 
allow for any personal 
contact with any other 
persons. 

Required when 
handling potentially 
contaminated books, 
DVDs, carts and other 
library articles during 
shelving, weeding and 
check-out & return, 
and physically handling 
the Moneris machine 
or any other 
contaminated branch 
equipment. 
 
Work tasks do not 
allow for any personal 
contact with any other 
persons. 
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Aprons, 
gowns, or 
similar body 
protection 

Not required; as work 
tasks do not allow for 
any personal contact 
with any other persons. 

Not required; as work 
tasks do not allow for any 
personal contact with any 
other persons. 

Not required; as work 
tasks do not allow for 
any personal contact 
with any other persons. 

Eye 
protection — 
goggles or 
face shield 

Not required; as work 
tasks do not allow for 
any personal contact 
with any other persons. 
 
Administrative  
controls - social 
distancing of 2m (6.5 
feet) must be 
maintained from co-
workers and 
customers. 

Not required; as work 
tasks do not allow for any 
personal contact with any 
other persons. 
 
Administrative  
controls - social 
distancing of 2m (6.5 
feet) must be maintained 
from co-workers and 
customers. 

Not required; as work 
tasks do not allow for 
any personal contact 
with any other persons. 
 
Administrative  
controls - social 
distancing of 2m (6.5 
feet) must be 
maintained from co-
workers. 

Respiratory 
Protection 

Not required 
 
 

Administrative 
controls - social 
distancing of 2m (6.5 
feet) must be 
maintained from co-
workers and office 
visitors. 

Not required 
 
 
Administrative 
controls - social 
distancing of 2m (6.5 
feet) must be 
maintained from co-
workers and 
customers; if unable 
to maintain, apply 
Engineering 
controls (sneeze 
guards) must be 
utilized to reduce 
likelihood of any 
exposure. 
 

*DO NOT 
PHYSICALLY OPEN 
TO THE PUBLIC* 
 
*BRANCH SHOULD 
BE LIMITED TO 
SINGLE PERSON 
UNLESS SOCIAL 
DISTANCING OF 2M 
(6.5 FEET) CAN BE 
SAFELY 
MAINTAINED FROM 
OTHER CO-
WORKERS* 
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Risk control 
The WSBC Regulations requires employers to implement infectious disease controls in the 
following order of preference: 
1. Elimination of exposure - physical distancing COVID 19 
2. Engineering controls - barriers 
3. Administrative controls - signage, processes, staggering shifts etc. 
4. Personal protective equipment (PPE) - invasive procedures, first aid, etc. 

 
Hand washing 

Hand washing is one of the best ways to minimize the risk of infection. 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 — or to other surfaces that are touched. 

Wash your hands immediately: 
 Before leaving a work area 
 After handling materials that may be contaminated 
 Before eating, drinking, smoking, handling contact lenses, or applying makeup 

 
Hand washing procedure 

 
 

Use soap and warm running water. (It doesn’t have to be hot to do the job.) If water is 
unavailable, use a waterless hand cleanser that has at least 70% alcohol. Follow the 
manufacturer’s instructions on how to use the cleanser.  
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Cough/sneeze etiquette 

VIRL employees are expected to follow cough/sneeze etiquette, which is a combination of 
measures that minimizes the transmission of diseases via droplet or airborne routes. 
Cough/sneeze etiquette includes the following components: 
 Educate employees in control measures, including hand washing. 
 Post signs at entry points to instruct everyone about control measures. 
 Cover your mouth and nose with a sleeve or tissue when coughing or sneezing. 
 Use tissues to contain secretions, and dispose of them promptly in a waste container. 
 Turn your head away from others when coughing or sneezing. 
• Wash hands regularly. 

If employees show symptoms of COVID-19 

If employees are ill with COVID-19, they shall stay home. If they develop symptoms of 
COVID- 19 while at work, they must put on a mask wash their hands and leave the 
workplace. Employees should only return to the workplace once they have recovered 
from COVID-19 and no longer show symptoms. 

 
Employees must inform their manager or supervisor if they are ill with COVID-19. 
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Use of surgical masks 

A surgical mask is a protective barrier that is worn on the face, covers at least the nose and 
mouth, and is used to contain large droplets generated during coughing and sneezing by 
the person using the mask. Surgical masks help minimize the spread of potentially infected 
material from the wearer to other people. 

Employees who develop symptoms of COVID-19 or suspect that they might have COVID-
19 must wear a surgical mask in the workplace until they leave the workplace as directed 
above under the heading “If employees show symptoms of COVID-19”. 
Social Distancing 

 
Together, we can slow the spread of COVID-19 by making a conscious effort to keep a 
physical distance between each other. Social distancing is proven to be one of the most 
effective ways to reduce the spread of illness during an outbreak. 

To appropriately meet social distance requirements, employees shall keep a distance of 
at least 2 arms lengths (approximately 2 metres) from others. 

Other social distancing measures that should also be followed include: 
 

• limit occupation of a building to 5 square metres per person 
• telework if possible 
• avoiding crowded places and cancel gatherings (e.g., in-person meetings, 

programs that include large numbers of people etc.) 
• avoiding common greetings, such as handshakes 
• limiting contact with people at higher risk (e.g. older adults and those in poor health) 
• no sharing of foods or drinks 

 
Use of Copiers/Scanners and other shared items 
 
When using copiers/scanners or other shared items, wash hands first, then wipe down the parts of 
the item you touched, then wash your hands afterwards. 

 
Washroom and Lunchroom Etiquette 
 
When using lunchroom and washroom facilities ensure only one person enters at a time, wash 
your hands immediately upon entering. After you have finished using the facilities, wipe down all 
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surfaces you touched with soapy water using paper towel and then wash your hands again 
before leaving. Use a clean paper towel to open door handles. 

 
Regular Cleaning and Disinfection 

Clean and disinfect your workspace at least once a day, particularly high-touch surfaces 
(door handles, desks, tables, in/out trays, telephones, printers, photocopiers, etc.).  

External Janitorial staff are required to conduct increased frequency of cleaning of all VIRL 
facilities during any outbreak or pandemic, focus areas will include all high touch surfaces. 

Customer Screening (branches) 

Signage must be posted at the entrance of the branch that includes; (included at the end of the 
ECP) 

• COVID-19 Prevention Poster 

• COVID-19 Physical Distancing Poster 

• COVID-19 Handwashing Poster 

If a customer is sneezing / coughing uncontrollably the customer will be asked to leave the branch 
and only return once they are no-longer showing symptoms. 

Security or other identified personnel will be tasked with counting the numbers of customers 
allowed in the branch and assessing for symptomatic customers. Utilize 5 square metres per person 
of public and staff space combined unless restricting staff to customer areas.   

Visitor Screening (Non-public / secured office areas) 
 

Visitors should only attend a non-public office under exceptional circumstances and only 
with the prior approval of the Executive Director or designate. Other means of 
communication (telephone, email, Skype, Zoom, meeting off-site) must be used unless 
otherwise approved by the Executive Director or designate. 

In cases where visitor attendance at the office is approved by the Executive Director or 
designate, COVID-19 exposure will be controlled through implementation of the following 
measures: 

• Meetings are to be restricted to the Main Boardroom; 
 

• Signage will be placed at reception asking visitors to self-identify if they have 
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symptoms  

• Reception will place an indicator on the floor to show a 2 metre (6-foot) distance so 
visitors are at an appropriate distance from receptionist, a barrier may also be installed 
to ensure effectiveness of exposure controls. 

• Sign in will be completed by the area receptionist, no physical sign-in of visitors will take 
place during an outbreak. 

• Visitors will be asked to confirm they are symptom-free and not under quarantine. 
 

• Should a visitor self-identify, alternate arrangements will be made by the VIRL 
employee hosting the visitor and they will be asked to leave our offices. Alcohol 
based hand rub, masks and tissues will be available at reception so that visitors 
who self-identify can perform hand hygiene and putting a mask on prior to leaving. 

 
Employee Training 

All VIRL employees will receive training in the following: 
• Online Biohazard Control Program through ATS. 
• Supervisory review of this ECP with their employees on the risks of exposure to COVID-19, and 

the signs and symptoms of the disease; 
• Through completed risk assessment utilization of safe work procedures and Job Safety Analysis 

(JSAs) to be followed, including hand washing and cough/sneeze etiquette noted in this ECP and 
Biohazard Control Program basics; 

• Location of washing facilities, including locations of alcohol-based hand rubs; 
• First Aid attendant protocols WSBC (end of this document and on the Inside COVID-19 page) 
• How to seek first aid; and 
• How to report an exposure to or symptoms of COVID-19. 

Health monitoring 
Supervisors will evaluate their staff daily using the Health Assessment Checklist COVID 19 at the 
end of this ECP and on the Inside COVID 19 page. Employees will promptly report any symptoms 
of COVID-19 to their manager or supervisor and the first aid attendant for the branch or office 
location 

 
Self-isolation for an employee who have had contact with known COVID-19 case 
The BCCDC states that if an employee has had contact with a known COVID-19 case, the 
employee must self- isolate for 14 days.  
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If an employee has had contact with a suspected COVID-19 case, out of an abundance of caution, 
VIRL will ask the employee to self-isolate for 14 days.  

If the employee starts to exhibit symptoms of COVID-19 while in self-isolation, the employee must 
start the isolation clock again and self- isolate for 10 days at a minimum from the onset of 
symptoms.  

*Please contact the Human Resources Department before returning to work from self- isolation. 
 
 

Self-isolation for an employee who develops symptoms of COVID-19 
An employee who starts exhibiting COVID-19 symptoms must self-isolate for a minimum of 
10 days. After 10 days, if the employee’s temperature is normal and they feel better, the 
employee may return to work. Coughing may persist for several weeks, so a cough alone 
does not mean the employee needs to continue to self-isolate for more than 10 days but 
the employee should practice good cough etiquette.  

*Please contact the Human Resources Department before returning to work from self- 
isolation. 

Signage 

Appropriate signage for branch and office application is attached to the end of this document and 
should be posted at visible locations entering the facility and other areas specific to the signage 
(lunchroom, washrooms) 

Record keeping 
VIRL will keep records of instruction and training provided to employees regarding 
COVID-19 through Orientation Checklists as well as exposure reports and first aid 
records. 

Annual review 
The ECP will be reviewed every year and update it as necessary, in consultation with Joint 
Health and Safety committees, Worker Safety Representatives, Library Managers and 
Customer Service Librarians where necessary. 
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HOW TO USE HAND RUB 

Remove hand and wrist jewellery

Apply liquid or foam soap
Ensure hands are visibly  

clean (if soiled, follow hand 
washing steps)

Lather soap covering 
all surfaces of hands 

for 20-30 seconds

Rinse thoroughly 
under running water

Pat hands dry thoroughly  
with paper towel

Rub all surfaces of your hand 
and wrist until completely  

dry (15-20 seconds)

1

3

5

Use paper towel  
to turn off the tap

6 3

2

4

COVID19_HH_001

Hand Hygiene

Coronavirus COVID-19
BC Centre for Disease Control | BC Ministry of Health

If you have fever, a new cough, or are
having difficulty breathing, call 8-1-1.

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

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

HOW TO HAND WASH

1

Wet hands with warm 
(not hot or cold) 
running water

2

Apply about a loonie-sized 
amount to your hands
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REDUCE THE SPREAD OF COVID-19

If you have fever, a new cough, or are
having difficulty breathing, call 8-1-1.

Coronavirus COVID-19
BC Centre for Disease Control | BC Ministry of Health

PHYSICAL DISTANCING 
IN PROGRESS

Maintain a distance of at least 
2 arms lengths from others.
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Coronavirus Prevention

Coronavirus COVID-19
BC Centre for Disease Control | BC Ministry of Health

If you have fever, a new cough, or are
having difficulty breathing, call 8-1-1.

WEARING A MASK IS NOT AN EFFECTIVE
MEASURE TO KEEP YOURSELF SAFE
FROM VIRAL INFECTION. 

Wash your hands often with soap and water for 
at least 20 seconds. If soap and water are not 
available, use an alcohol-based hand sanitizer.

Cover your cough or sneeze with a tissue, then 
throw the tissue in the trash.

Stay home when you are sick.

Clean and disinfect frequently touched objects 
and surfaces.

Avoid touching your eyes, nose, and mouth 
with unwashed hands.

Avoid close contact with people who are sick.
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Limit 
1 Person at a Time 

Prior to access: 
• open the door
• call out “hello” if a response is heard, do not enter and await the other

person to leave.
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INSPECTION FORM
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COVID-19 - BRANCH INSPECTION 

# ITEM DESCRIPTION
√ , X or

N/A
RISK CORRECTIVE ACTION/COMMENTS ASSIGNED TO DEADLINE DATE COMPLETE 

SUPV. INITIALS

1.0 STAFF ASSESSMENT

1.1 Have staff completed a Daily COVID-19 SYMPTOM SELF ASSESSMENT  and deemed low risk for 
transmission?

1.2 Have staff reviewed VIRL's Biohazard Control Program including Appendix A - COVID 19 Exposure 
Control Plan (ECP)?

1.3 Do staff appear well - i.e. not flushed, feverish, coughing, sneezing or having breathing difficulties?

1.4 Have any staff exhibiting symptoms of COVID-19 been instructed to put on a mask, wash their 
hands and go home ? Have they been referred to contact 8-1-1?

1.5 Have all staff received training on how to report COVID-19 concerns/symptoms?

1.6 Are staff trained to sanitize materials & equipment used by them?

1.7 Are materials and communal workstations disinfected between individual use?

1.8 Are staff reporting to their supervisor at end of day and reporting how they are feeling?

1.9 Other

1.10 Other

2.0 WORKING CONDITIONS

2.1 Are there designated personnel to monitor and conduct disinfection and inspect/refill santitation 
stations?

2.2
Are there hand washing stations and/or hand sanitizer readily available? (e.g. fire extinguisher 
locations, at bldg. entries, stairwell entrances & landings, elevators locations, bathrooms, porta-
potties, lunchroom, etc.)

2.3 Are disinfecting protocols being followed per BC CDC Guidelines & Procedures.

2.4 Are breaks staggered or other measures taken to maintain 2 meter distancing during break times?

2.5 Are staff arranged to maintain 2 meter distancing - if necessary stagger shifts, rotate staff, etc. 
while working?

2.6 Are meetings of 2 or more people conducted in large enough meeting rooms or by video 
conference while maintaining 2 meter physical distancing?

2.7 Other

3.0 WORKSITE CONDITIONS

3.1 Are COVID-19 controls signage prominently posted?

3.2 Are First Aid supplies, equipment & services available per OHS Regulation requirements?

3.3 Are First Aid protocols developed for managing persons with COVID-19 per BC CDC Information for 
Health Care Professionals?

3.4 Are common surfaces clean & santitized as per BC CDC Guidelines & Procedures?

3.5 Are hand washing stations available?

3.6 Is there sufficient inventory to maintain materials needed for washrooms readily available? (i.e. 
water, soap, disinfectants/sanitizer)

3.7 Is there good ventilation maintained ?

3.8 Is 2 meter distancing between staff being maintained?

3.9 Is there a communication plan established with contractors and visitors to address physical 
distancing and other safety requirments?

3.10 Other

3.11 Other

COVID-19 BRANCH INSPECTION

DATE: BRANCH INSPECTION BY

Note: All deficiencies must be recorded and corrective action indicated. If further notation or explanation is required, please use the back of this report or use additional notepaper. Indicate the deficiency as:

ACCEPTABLE √ NOT ACCEPTABLE X NOT APPLICABLE N/A RISK (CLASSIFY HAZARD) High (H) Moderate (M) Low (L)

Signature of Inspector(s) Signature of Supervisor

Biohazard Control Program 
COVID-19 Branch Inspection

Extremely High (EX)
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RISK ASSESSMENT 
WORKSHEET

 
69



 

 

Risk Assessment Worksheet - COVID 19 
 

 

SMSJMC-MAY2020 

 

Branch / Office : Date Created: Date Revised: 
Prepared By (list all participants: safety committees, worker reps, supervisors, managers etc.): 

 
Directions: Use this worksheet to identify risk areas associated. If applicable, then review the listed controls suggested and apply. 
Use a separate page or the back of the worksheet to list other available controls as discussed with the participants during the risk 
assessment or review process with safety committee members or worker safety representatives. Once the worksheet is completed 
transcribe all risks and their controls to the COVID-19 Safety Plan which is to be implemented for use.  
 
*A copy of the COVID-19 Safety Plan must be posted in the branch along with the Exposure Control Plan for COVID-19. 
 
 

RISK DESCRIPTION 
Areas of Gathering - co-worker to 

co-worker 

Check If 
Applicable? 

√ 
 

CONTROLS TO CONSIDER FOR SAFETY PLAN 

1. Branch / Office Occupant Levels √ 

• Ensure facility has occupancy levels assessed prior.  
 
*See WSBC occupancy level signage on the INSIDE COVID-19 
page and branch listings on approved occupancy numbers for 
reach location. (5 square metres per person) 
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Risk Assessment Worksheet - COVID 19 
 

 

SMSJMC-MAY2020 

2. Lunchrooms /eating areas  

• Wash hands before and after use, hand sanitizer use. 
• Staggered staff breaks (start / end times), 1 person at a time. 
• Additional cleaning and sanitizing before and after each use. Focus 

on high touch areas; remote controls, light switches, tables, chair 
backs, microwave buttons, faucets, fridge handles etc. 

• Do not leave personal items, no sharing of food, utensils or other 
materials. 

3. Meeting rooms  

• Wash hands before and after use, hand sanitizer use as required. 
• Physical distancing, remove additional chairs allow 2 metres 

minimum spacing. 
• Additional cleaning and sanitizing before and after each use. Focus 

on high touch areas; remote controls, light switches, tables, chair 
backs, phones etc. 

• Do not share office personal supplies (pens, notebooks). 

4. Printing areas / mailrooms  

• Physical distancing; 1 person at a time 
• Additional cleaning and sanitizing before and after each use. Focus 

on high touch areas; light switches, printer buttons, communal 
staplers, hole punches, preparation tables etc. 

• Do not share office personal supplies (pens, notebooks) 
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RISK DESCRIPTION 
Areas of Gathering - co-worker to 

co-worker 

Check If 
Applicable? 

√ 
 

CONTROLS TO CONSIDER FOR SAFETY PLAN 

5. Washrooms  
• Physical distancing, one person at a time 
• Additional cleaning and sanitizing before and after each use. Focus 

on high touch areas; light switches, flush valves, faucets, counter 
tops, door handles. 

6. Workrooms  

• Identify essential communal tools and equipment, remove non-
essential. 

• Wash hands before and after use, hand sanitizer use as required. 
• Physical distancing, remove additional chairs and other equipment 

to allow 2 metres minimum spacing between each employee. 
• Assess work routes and apply floor traffic signage as necessary. 

Use a separate piece of paper to draw out the room and determine 
traffic flows with effected staff, adjust as necessary. 

• Additional cleaning and sanitizing before and after each use. Focus 
on high touch areas; remote controls, light switches, tables, chair 
backs, carts, dollies, scanners, phones etc. 

• Do not share office personal supplies (pens, notebooks) 
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7. Visitors / contractors  

• Do not allow unnecessary visitors into work areas. Authorized 
visitors only! 

• If Contract building service personnel require branch access, 
determine orientation process to ensure contractors follow branch 
/ office protocols. Through Facilities contract services have been 
notified of this requirement. 

8. First Aid Attendant  
• Have all First Aid attendants review the WSBC protocols for 

administering first aid during COVID-19 pandemic. 
• Ensure surgical masks are available at the first aid station. 

9. Curbside Pick-up  

• Review all detailed requirements associated with the specific work 
plan for assembling a curbside pick-up service at the branch. 
Reference: Renewal & Recovery Work-plan - Curbside Pick-up 
“what is safe” 

• If physical distancing and proper cleaning and disinfection cannot 
be obtained effectively - Curbside Pick-up cannot be provided -
STOP 

10. Graduated Opening - Physical  

• Review all detailed requirements associated with the specific work 
plan for a physical branch opening service at the branch. 
Reference: Renewal & Recovery Work-plan - Graduated Opening 
“what is safe” 

• If physical distancing and proper cleaning and disinfection cannot 
be obtained effectively - Branch cannot open physically until 
COVID-19 restrictions have been lifted - STOP 
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11. Other    

12. Other   

13. Other   

Develop COVID-19 Safe work Plan by transcribing noted controls and other controls specific to the risk identified onto the COVID-19 
Risk Assessment Control Plan WSBC located on the Inside COVID 19 page.  
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Human Resources  
Health & Safety 

May 2020  

 

COVID-19 Health Assessment 
 

Purpose: To screen and identify if an employee is symptomatic, and should not be at work. 
Arriving for Work/Shift: Supervisor to ask every employee the same list of questions at the 
beginning of each shift. 

1. Are you experiencing any of the following? 
• Severe difficulty breathing (e.g. struggling to breathe or speaking in single words) 
• Severe chest pain 
• Having a very hard time waking up 
• Feeling confused 
• Losing consciousness 
• Mild to moderate shortness of breath 

 
2. Are you experiencing cold, flu or COVID-19-like symptoms, even mild ones? 

• Symptoms include: fever, chills, cough, shortness of breath, sore throat and painful 
swallowing, stuffy or runny nose, loss of sense of smell, headache, muscle aches, fatigue or 
loss of appetite. 

 
3. Have you travelled to any countries outside Canada (including the United States) 

within the last 14 days? 
 

4. Did you provide care or have close contact with a person with confirmed COVID-19?  
• Note: This means you would have been contacted by your health authority’s public health 

team 

If anyone answers YES to any of the questions, they are not allowed to access the branch.  
Send them home and code them as ‘Sick with Pay’. 

During a Shift: If an employee is not feeling well during their shift: 

a. Have employee wash disinfect their hands, then give staff a face mask. 
b. Determine where they have been in branch and who they have been working with. 
c. Send staff home with instructions about returning to work. 
d. Notify those on shift of potential illness of staff person.  
e. Advise AD, HR, Payroll 
f. Code employee as ‘Sick with Pay’. 

Returning to Work: Prior to returning to the workplace, the employee must contact the Human 
Resources department via HR@virl.bc.ca.  

• Note: COVID-19 sick time is a minimum 14 days with healthcare intervention.  
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