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“In the midst of this global pandemic, we are adapting to a new 

“normal”.  In an effort to communicate effectively with staff the OH & S 

committee has worked on a return to work handbook to answer some 

frequently asked questions and to guide employees in an effort to 

alleviate some concerns regarding the return to work and the new norm. 

Our goal is to develop procedures and protocols to keep our work place 

safe and adaptable as our environment changes keeping health and 

safety in mind.” 

 

SFNFCI Occupational Health and Safety Committee 2020 
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1. What is COVID 19? 

Coronaviruses are a large family of viruses which may cause illness in animals or humans.  In 

humans, several coronaviruses are known to cause respiratory infections ranging from the 

common cold to more severe diseases such as Middle East Respiratory Syndrome (MERS) and 

Severe Acute Respiratory Syndrome (SARS). The most recently discovered coronavirus causes 

coronavirus disease COVID-19. 

COVID-19 is the infectious disease caused by the most recently discovered coronavirus. This new 

virus and disease were unknown before the outbreak began in Wuhan, China, in December 

2019. COVID-19 is now a pandemic affecting many countries globally. 

What are the symptoms of COVID-19? 

The most common symptoms of COVID-19 are fever, dry cough, and tiredness. Other symptoms 

that are less common and may affect some patients include aches and pains, nasal congestion, 

headache, conjunctivitis, sore throat, diarrhea, loss of taste or smell or a rash on skin or 

discoloration of fingers or toes. These symptoms are usually mild and begin gradually. Some 

people become infected but only have very mild symptoms. 

Most people (about 80%) recover from the disease without needing hospital treatment. Around 

1 out of every 5 people who gets COVID-19 becomes seriously ill and develops difficulty 

breathing. Older people, and those with underlying medical problems like high blood pressure, 

heart and lung problems, diabetes, or cancer, are at higher risk of developing serious 

illness.  However, anyone can catch COVID-19 and become seriously ill.  People of all ages who 

experience fever and/or cough associated with difficulty breathing/shortness of breath, chest 

pain/pressure, or loss of speech or movement should seek medical attention immediately. If 

possible, it is recommended to call the health care provider or facility first, so the patient can be 

directed to the right clinic. 

How does COVID-19 spread? 

People can catch COVID-19 from others who have the virus. The disease spreads primarily from 

person to person through small droplets from the nose or mouth, which are expelled when a 

person with COVID-19 coughs, sneezes, or speaks. These droplets are relatively heavy, do not 

travel far and quickly sink to the ground. People can catch COVID-19 if they breathe in these 

droplets from a person infected with the virus.  This is why it is important to stay at least 2 meters 

away from others. These droplets can land on objects and surfaces around the person such as 

tables, doorknobs and handrails.  People can become infected by touching these objects or 

surfaces, then touching their eyes, nose or mouth.  This is why it is important to wash your hands 

regularly with soap and water or clean with alcohol-based hand rub. 

https://www.who.int/emergencies/diseases/novel-coronavirus-2019/question-and-answers-hub/q-a-

detail/q-a-coronaviruses 

https://www.who.int/emergencies/diseases/novel-coronavirus-2019/question-and-answers-hub/q-a-detail/q-a-coronaviruses
https://www.who.int/emergencies/diseases/novel-coronavirus-2019/question-and-answers-hub/q-a-detail/q-a-coronaviruses
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2. What is SFNFCI doing to prevent your workers from being exposed to COVID 19? 

SFNFCI’s OH & S committee have created this return to work handbook that outlines 

recommended controls in the workplace, procedures and protocols for these recommendations, 

along with information from  Canada’s Labor Code regarding OH & S, rights of employees and the 

duties of employers and employees, to ensure health and safety among all our SFNFCI staff 

members. 

3. SFNFCI recommended controls in the workplace/space 

SFNFCI is ensuring procedures and protocols are being taken to reduce the risk of COVID 

exposure.   They are outlined as follows: 

 Daily employee screening 

 Position workers to keep physical distancing protocols 

 Provide masks, gloves, soap, water, and cleaning supplies 

 Regular workplace cleaning that includes an increase in custodial scheduling  

 Main point of entry/exit has been allocated elsewhere and is no longer door #211. 

 Monitoring controls 

 

 

The Public Health Agency of Canada States, physical distancing, effective handwashing and avoiding 

touching of one’s face are key preventative measures to contracting COVID-19. As you re-enter the 

workplace these measures are critical. 
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Hierarchy of Controls 

 

Are you using gloves in the right way?  
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4. Employee daily routine check and Screen Questionnaire 

Showing symptoms is a great concern, and if an SFNFCI staff member is showing symptoms, it is 

also important to consider who and where you have been prior to when the symptoms appeared.  

Although symptoms may show up 5 or 6 days after contracting the virus, it can take up to 2 weeks, 

therefore, once symptoms appear it is important to act right away! 

To ensure that SFNFCI can act and make sudden changes, due to the fluctuations of COVID 19 

active cases, preparedness to work from home should be in place.  Employees should take their 

laptops home every night in case we have to work from home immediately.  

All SFNFCI staff members must adhere to the following before coming in to the office on a daily 

basis: 

a. Employees must answer the questions from the Saskatchewan Health Authority’s 

COVID-19 Resources Health Care Workforce Screening Questionnaire: 

b. Employees are to submit the completed form to their supervisor via email before 8 a.m. 

on a daily basis. 

c. If an employee has technical issues and cannot send the form to their supervisor, then 

they must contact their supervisor, either by calling or texting, to inform them of the 

issues and to let them know if they are or are not showing symptoms, then complete 

and submit the form once they have computer access at the office. 

1. Do you have any of the following symptoms? YES NO 

TODAY’s TEMPERATURE ______________Fever  

New onset of (or worsening of chronic) cough  

Shortness of breath or difficulty breathing  

Sore throat  

2. Have you been outside of Canada, including to the United States, in the past 14 
days? 

 

3. Have you had close contact with a confirmed or probable case of COVID-19?**  

YES to ANY question above 

You will not be permitted to work in the office at this time and will need to be tested for COVID  

Call 811 to book appointment.  Contact your manager/supervisor immediately 

4. Have you travelled outside Saskatchewan but within Canada in the past 14 days?   

5. Have you had NON-close contact with a confirmed or probable case of COVID-
19?**  

 

YES to 4 or 5 
You may still work, please proceed to temperature check, step b 

Please also self-monitor 

NO to ALL questions: please proceed to temperature check (when available) 
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d. Employees are to check their temperature to ensure it is 37.9 degrees Celsius or lower.  If 
employees do not have a thermometer at home, then they can get checked at the office, 
providing they do not “feel feverish” or suspect they may have a fever. 

e. If staff have an increased temperature or are developing symptoms contact your 
supervisor immediately. 

f. The Institute will request anybody displaying COVID symptoms to be tested for COVID. 
Call 811 to book a COVID test. Follow up with your supervisor to discuss next steps and 
appropriate leave category for an employee leave request. 

g. Staff shall be notified if an employees is home sick. Management must respect privacy 
therefore will not offer any information about sickness unless directly related to COVID. 
Outside of SFNFCI staff this information will be considered confidential and shall remain 
confidential to the Institute. Any additional external communication protocols to will be 
handled by Management. Any questions related to this information directed to staff 
should be referred to management for response. 

h. If a staff member needs to get COVID testing management will notify the remaining staff 
to begin self-monitoring. 

i. If a COVID test comes back negative and the employee is still sick they must utilize sick 
leave and after three days provide a doctor’s note (if possible) as per HR-608 Leave Policy. 
Once the employee shows no symptoms they should consult with their supervisor to work 
from home for 48 hours symptom free before returning to work. 

j. If a staff member tests positive for COVID all staff will be encouraged to get tested for 
COVID prior to returning to the office. The Institute will initiate immediate cleaning and 
disinfecting of the workplace.  

5. Workplace/space safety procedures and protocols  

Employees of SFNFCI will maintain the recommended 6 feet/2m physical distancing range 

between coworkers. 

 Employees should take their laptops home every night in case we have to work from home 

immediately. Laptops should be cleaned prior to entering the office each morning.  

 No travel for staff until further notice. If fleet vehicles are needed they should be cleaned 

after each use and then left for 48 hours.  Disinfectant wipes provided in each vehicle. 

 SFNFCI will continue to postpone training and meetings on site until it is safe to do so. For 

example gatherings of 30 or more. 
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 Locked cabinets should be left unlocked if staff requires anything email the Receptionist 

or Program Assistant who will then retrieve the items for the employees and make the 

appropriate entries into inventory. In the absence of the Receptionist or Program Assistant 

please contact your immediate supervisor. 

 Adequate physical distancing for each staff member is in their own workspace. 

 Staff work spaces are completely off limits to other staff members.  NO EXCEPTIONS. 

 When engaging coworkers 6 feet/2m physical distancing must be maintained. This will 

likely prevent entry into the coworker’s space. 

 Employees whose work stations are in cubicles with the 5 feet barriers can remain where 

they are. 

 Employees at workstations with low barriers will need to ensure that they are 2m distance 

from other coworkers. If 2m distance cannot be met then the employee must find another 

workstation. Alternate workstation options may include: 

 One of the 2 breakout rooms.  

 The office between Curriculum Developer and Executive Directors offices. Only one 

employee in the office. 

 The boardroom.  

 Any “closed door”, “in camera” or private meetings must be done with the recommended 

6 feet/2m physical distancing between coworkers. This will include entering and leaving 

the office /meeting space. 

 SFNFCI has 5 bathrooms, each bathroom will be designated to 2-3 employees each. 

Washrooms must be wiped after each use by the employee.  Disinfectant spray is provided 

in each bathroom. (See appendices one) 

 Lunch breaks and coffee breaks (from here on referred to as “breaks”) must recognize the 

6 feet/2m physical distancing measures. 

 There will be no communal coffee or refill water stations. Employees are responsible 

to bring their own coffee and drinking water.  Communal cream and sugar will not be 

provided. 

 Breaks can be conducted alone in your workspace 

 If breaking with other coworkers it must be done in a space that allows the 6 feet/2m 

physical distancing 

 The classroom would be the best space for this. (See appendices two) 

 The 6 feet/2m physical distancing measure must be recognized when entering and 

exiting the classroom. 



11 
 

 If breaking outside, including smoking breaks, employees must maintain the 6 

feet/2m distance between coworkers. 

 The 6 feet/2m Physical distance must be maintained in the common employee areas, such 

as the kitchen, photocopy room, storage room and around the washrooms.  

 It is recommended that only one employee be in the kitchen area to prepare their 

lunch.  This person must wipe down things they touch when done.  Disinfectant spray 

is provided in the kitchen. (See appendices five) 

 Employees need to be aware of the 6 feet/2m distance while around washrooms with 

other employees. 

 Only one employee in the photocopy room at a time and that person must use a stylus 

pen to operate the photocopier or wipe the machine after every use.  Disinfectant 

spray is provided in copy room. (See appendices 3) 

 Only one employee in the storage room at a time. (See appendices 3) 

The SFNFCI will provide masks, gloves, soap, water, and other necessary cleaning supplies. 

 Employees will have access to soap, water, gloves, masks and hand sanitizer. 

 SFNFCI will need to explore Plexiglas barriers in the future to protect employees with 

workstations in the entrance foyer, this will support people to enter the office by the front 

reception area. 

Regular Workplace Cleaning 

 Custodial services will take place on a daily basis from three days a week to full week 

schedule 

 Custodian(s) to come in after 6 PM 

 No employee should be in office after 6 PM so there is no contact between staff and 

custodian(s).  Done Right Commercial Cleaners – screen their staff before entering 

client space.  

 Employees are responsible for cleaning and disinfecting the area they occupied in the 

classroom, including recycling and garbage. Disinfectant spray is provided in the 

classroom.  

 An Employee of SFNFCI will disinfect commonly touched elements of the office at the end 

of every lunch hour. This includes, but not an exhaustive list: 

 Door handles 

 Light switches 

 Fridge handles 
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 Oven controls (both microwave and toaster) 

 A schedule will be posted so responsibility will be evenly distributed amongst 

employees 

 Disinfectant materials will be available to disinfect commonly touched elements in the 

washrooms such as: (See appendices one) 

 Toilet handles 

 Faucets 

 Door handles 

 Light switches 

 Toilet lids 

 Toilet seats 

 Supply cupboard handles and doors 

 SFNFCI employees are encouraged to disinfect their work area at the end of the workday 

before they leave the office. Disinfectant spray will be made available.  

Main Points of Entry/Exit 

 There will be only one entry and exit point for staff.  The back door “DOOR C” by the 

bathrooms is the designated entry/exit point to safeguard the workspace of the 

Receptionist and the Program Assistant.  

 Staff are encourage not to have deliveries scheduled to the office, in the event a delivery 

is needed it should be accepted at the back door by the kitchen “DOOR D”. (See 

appendices six) 

 Entrance for Guests, shipments, deliveries and/or mail will have their own separate 

screening process. (See appendices six) 

Monitoring of Controls 

 SFNFCI will have staff orientation first day back at work and an online review before we go 

to work. 

 Electronic screening forms will be made available to staff. Staff must take their 

temperature and send an electronic form to their supervisor prior to entering the office 

space. This will be monitored by the OH&S Committee in conjunction with management 

to create effective monitoring of staff coming into office symptom free on a daily basis. 

 Deliveries should be kept to a minimum and tracked by insertion to mail log will be 

reviewed on regular basis. 

 The OH & S committee will have updated information posted on the OH & S board. 
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 The OH&S Committee will review the effectiveness of the controls on a weekly basis or as 

concerns come about. 

6. What is the process for employees to voice concerns about COVID-19 in the workplace and 

how to address them? 

There are four Occupational Health and Safety representatives at SFNFCI, concerns about risk of 

exposure to COVID-19 in the workplace can be addressed in writing to any of these members. In 

the absence of any of these members concerns can be sent directly to the Executive Director. 

Once a concern has been received the OH&S committee will log the concern, and meet to 

investigate the risk of exposure to staff. This investigation will also address any protocols and or 

procedures that may need to be re-evaluated. 

Findings of this investigation will be communicated back to the employee and will then be 

communicated to all staff via email, or conference call. 

Mental Health Resources 

There may be circumstances when an employee is feeling overwhelmed with the changes that 

are required to take place due to COVID 19. SFNFCI wishes to support all employees through 

these times of adjustments.   SFNFCI encourages employees to reach out to their supervisor.  

There may be options to assist in the transitions of returning to work, if required.  Below is a brief 

list of Mental Health resources available in the Saskatoon region.  A more defined list can be 

found in the SFNFCI’s COVID 19 folder on the shared drive.  

 Employee Family Assistance Program (EFAP):  A service member will be available to assist 

you by calling toll-free: 1-800-663-1142, International (call collect): 604-689-1717 or 

access services at www.homeweb.ca and it confidential. 

 Health Canada, First Nations and Inuit Health, First Nations and Inuit Hope for Wellness 

Help Line:  1-855-242-3310 

 Canadian Mental Health Association: 306-384-9333 

 Saskatchewan Government - Mental Health and COVID 19 Links:  

o https://www.saskatchewan.ca/government/health-care-administration-and-provider-

resources/treatment-procedures-and-guidelines/emerging-public-health-issues/2019-novel-

coronavirus/mental-health-and-covid-19 

o https://familyservice.sk.ca/programs/ 

 Crisis Services Canada, Suicide Prevention and Support: 1-833-456-4566 

  

http://www.homeweb.ca/
https://www.saskatchewan.ca/government/health-care-administration-and-provider-resources/treatment-procedures-and-guidelines/emerging-public-health-issues/2019-novel-coronavirus/mental-health-and-covid-19
https://www.saskatchewan.ca/government/health-care-administration-and-provider-resources/treatment-procedures-and-guidelines/emerging-public-health-issues/2019-novel-coronavirus/mental-health-and-covid-19
https://www.saskatchewan.ca/government/health-care-administration-and-provider-resources/treatment-procedures-and-guidelines/emerging-public-health-issues/2019-novel-coronavirus/mental-health-and-covid-19
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7. Monitoring of safety features and Information Updates- Informing Employees  

OH&S is committed to meeting once a week to review procedures and protocols to ensure that 

the safety and concern of employees are addressed in a timely manner.  Any changes to the 

procedures or protocols will be communicated to employees via email and will be posted on the 

OH&S communication Board. 

OH&S committee members include, Director of Administration, Program Co-coordinator, 

Receptionist and Curriculum Developer, in the absence of these members inquiries regarding 

these protocols or procedures should be directed to the Executive Director.  

8. Employee COVID Screening and Privacy of Information 

SFNFCI strives to be fair and respectful of the gathering of employee information. Each morning 

employee as required to submit an employee screening questionnaire. (See questionnaire page 

7-8).  SFNFCI will also inform other SFNFCI employee if a staff member tests positive for a COVIID 

test. Listed below are some frequently asked questions in terms of why, how and where we will 

collect, and store and share COVID related employee information: 

 What is the purpose of screening for COVID-19? 

The purpose of screening for COVID-19 symptoms is to minimize the person to person 

transmission of the COVID-19 virus for Institute employees as they return to the 

workplace. The information is also collected to confirm exposure to an individual whom 

may test positive for the COVID-19 Virus. 

 How will employees be notified of the purpose of collection? 

SFNFCI employees will be notified in writing via the Employee Return to Work COVID 

Handbook.  The purpose of the collection of information is also shared verbally at the 

weekly team check-in. 

 What information will be collected? 

SFNFCI Employees have been provided with a digital screening form that requires them 

to provide their name, date, supervisor name and daily temperature. 

 How will information be used? 

The information collected in the screening tool will be used to access the ability for an 

employee to safely enter the workplace. Should an employee answer yes to any of the 

screening questions the information will also be collected on an OH&S incident log to 

track how the situation was handled and what the outcome is for future reference? 

 How will information be shared? 

Information collected on the form will not be shared with anyone other than immediate 

supervisor unless any question 1 thru 3 have been answered yes to.  At this time the 

supervisor will consult with the OH&S Committee representative to determine the next 
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step to ensure the safety of all SFNFCI staff. This information will also be logged into the 

OH&S incident log as described above. 

 Where will information be stored? 

Information will be stored in a secured drive on a daily basis by the immediate supervisor 

once it is received. The management team will be the only ones with access to this drive 

and information. No paper copies shall be kept, in the event an employee needs to 

provide a paper copy this paper copy will be scanned into the electronic folder and then 

shred. No other information relating to employee screening forms or information 

provided to supervisors may be kept or stored anywhere else. (Forms shall be deleted 

from supervisor emails on a daily basis. Under no circumstance should information from 

these forms be used in any other manner or stored in any other place.) 

 How will information be secured? 

Information will remain in a secured drive located on the SFNFCI server, SFNFCI 

Management will be the only employees with access to this information. 

 When will information be destroyed? 

Information will be kept on file for a two year period at which time it will be destroyed. 

 When will information be reported? 

Information will be shared with the OH&S committee if any of the questions on the form 

are answered “yes” to determine next step.  If the next step results in a positive COVID 

test result this information will then be shared with SFNFCI staff. 

 How will the screening be documented? 

The screening will be documented daily on individual employee screening forms called 

“SFNFCI Workforce Screening Questionnaire”. 

 Why have SFNFCI employees been asked to disclose daily health information? 

SFNFCI employees have been asked to submit a daily COVID 19 symptom screening forms 

to determine if an employee is safe to enter the workspace. 

 Am I aware of the risk and benefits of consenting or refusing to consent? 

Benefits: The consent to share information would allow fellow employees to be well 

informed of any possible exposure to the COVID 19 virus. 

Risks: The risk of not consenting is the possibility of exposing innocent people to a 

potentially dangerous Virus that could lead to serious health implications.  
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Employee Information 

First and Last Name:_______________________________________ 

Position Title:____________________________________________ 

 

What health information will be disclosed? 

A positive result from a COVID 19 test of a Saskatchewan First Nations Family and Community 

Institute Inc. (SFNFCI) employee. 

What individual/organization is the employee’s health information being disclosed to? 

Name of Organization:   

All employees, including management of the SFNFCI. The Saskatchewan Health Authority if prompted 

to do so. 

 

What is the purpose for disclosure? 

To ensure the best interests of the people I work with, I wish to inform SFNFCI of the possible risk that 

they may have been exposed to COVID 19. 

Consent for Disclosure 

 I authorize SFNFCI to disclose my health information as specified above to all and only to the 
SFNFCI employees.  

 I understand why I have been asked to disclose my health information. 

 I am aware of the risks and benefits of consenting or refusing to consent.  

 I understand I may revoke this consent in writing at any time.  

 I understand that this Consent for Disclosure of Personal Health Information will be valid for a 
period of two (2) years, unless otherwise revoked in writing. 

Printed Employee Name:____________________________________ 

Signature of Employee:______________________________ 

Date:_____________________________ 
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9. Canada Labor Code and the Saskatchewan Employment Act 

Canada Labor Code, Part II Occupational Health and Safety 

Section 124. Every employer shall ensure that the health and safety at work of every person employed by 
the employer is protected. 
 
Section 125. (1) Without restricting the generality of section 124, every employer shall, in respect of every 
work place controlled by the employer and, in respect of every work activity carried out by an employee 
in a workplace that is not controlled by the employer, to the extent that the employer controls the activity 
 
(p) ensure, in the prescribed manner, that employees have safe entry to, exit from and occupancy of the 
work place; 
 
(s) ensure that each employee is made aware of every known or foreseeable health or safety hazard in 
the area where the employee works; 
 
(z.03) develop, implement and monitor…a prescribed program for the prevention of hazards in the work 
place appropriate to its size and the nature of the hazards in it… 
 
(z.13) when necessary, develop, implement and monitor a program for the provision of personal 
protective equipment, clothing, devices or materials, in consultation, except in emergencies, with the 
policy committee… 
 
Section 128. (1) Subject to this section, an employee may refuse to use or operate a machine or thing, to 
work in a place or to perform an activity, if the employee while at work has reasonable cause to believe 
that  
(b) a condition exists in the place that constitutes a danger to the employee… 
 
Section 145. (2) If a health and safety officer considers that a condition in a place constitutes a danger to 
an employee while at work, 
 
a) The officer must notify the employer of the danger and issue directions in writing to the employer 
directing the employer, immediately or within the period that the officer specifies, to take measures to: 
 
i) correct the hazard or condition or alter the activity that constitutes the danger,  
(ii) protect any person from the danger…If the employer agrees that a danger exists, the employer shall 
take immediate action to protect employees from the danger. 
 
The full Canada Labor Code Part II – Occupational Health and Safety is available online at: https://www. 
canlii.org/en/ca/laws/stat/rsc-1985-c-l-2/latest/ 
 
Every provincial jurisdiction has the equivalent of an Occupational Health and Safety Act or Workplace 
Health and Safety Act which contain similar provisions. 
 

Three Rights of Employees 
Both federal and provincial occupational health and safety legislation provides three rights, described 
below: 
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1. Right to Know: Employees have the right to be informed of known or foreseeable hazards such as 
pandemic influenza. They must be given the information, instruction, training and supervision necessary 
to protect their health and safety. Effective communication will be crucial in preparing for and controlling 
pandemic influenza. 
 
2. Right to Participate: Employees have the right and responsibility to identify and correct job-related 
health and safety issues. They could exercise this right during pandemic influenza. Employees can also 
participate through a complaint process and may complain if pandemic influenza has not been well 
handled. 
 
3. Right to Refuse: Employees can refuse work where there is reasonable cause to believe: 

• A dangerous condition exists; 
• An activity constitutes a danger to one or more employees. 
It is possible that employees may refuse work when pandemic influenza poses a danger. 

 
Duties of Employers and Employees 

Under both federal and provincial occupational health and safety legislation: 

• Employers: must ensure the health and safety of every employee is protected. This may require the 

implementation of programs, plans and response actions for pandemic influenza, and 

• Employees: have obligations to prevent occupational related injuries and diseases. They must take 

reasonable and necessary precautions to ensure their own and others’ health and safety. 

In the event of pandemic influenza, employees could exercise this obligation and would require guidance, 

training, education, cleaning substances and protective clothing such as protective barriers, gloves and 

masks. 

 

Saskatchewan Employment Act 

The primary piece of legislation governing what measures should be taken in returning employees 

during COVID-19 to a workplace is as outlined in section 3-8 of The Saskatchewan Employment 

Act.  Section 3-18 states as follows: 

3.8      “Every employer shall: 

(a) ensure, insofar as is reasonably practicable, the health, safety, and welfare at work of all of 
the employers workers; 

(h) ensure, insofar as is reasonably practicable, that the activities of the employer's workers at a 
place of employment do not negatively affect the health, safety or welfare at work of the 
employer, other workers or any self-employed person at the place of employment, and….” 
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      Appendices One Bathroom Procedure 
 

Research suggests that the ability to contract COVID-19 is low in a public bathroom, however we should 

continue best practices when using the washrooms at SFNFCI. Anything touched should be disinfected. 

1. Wash hands for 20 seconds when first entering your designated bathroom 

2. Once finished spray a generous amount of disinfectant on paper towel 

a. Wipe down toilet seat 

b. Lower toilet lid and wipe down 

c. Flush toilet with paper towel 

d. Wipe toilet handle 

e. Don’t discard disinfectant paper towel yet 

3. Wash hands with soap for 20 seconds 

a. Use paper towel to dry hands 

b. Use paper towel to turn off tap 

c. Use can use paper towel to open door at this time if you choose 

4. Use disinfectant saturated paper towel to disinfect what you touched. 

a. Wipe down tap 

b. Wipe spray bottle 

c. Wipe down soap dispenser 

d. Wipe down door handle 

e. Wipe light switch and to turn off light 

5. Discard of all paper towels in the garbage can 

 

 

DO NOT wipe disinfected areas dry. Let them air dry. 
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Appendices Two Classroom Protocols 

Cleaning and Physical Distancing 

SEATING ARRANGEMENTS: 

 Each employee will be allocated their own table that they will use consistently.  The layout of the 

numbered tables are on the classroom door along with a sign up list, so each employee can choose 

their table. 

CLEANING: 

1) Cleaning supplies: 

 Are available in the classroom, located on its own table by the outside entrance door. 

 Supplies available are as follows: 

o Gloves 

o Masks 

o Paper towels 

o 1 spray bottle with disinfectant solution – this disinfectant requires dilution, and is so in the 

spray bottles, it will be effective in eliminating various types of strong viruses/bacteria 

2) Classroom Tables: 

 Each employee is responsible for cleaning their own table. 

 To clean table surfaces; spray surfaces with the spray bottle; wipe with paper towels and discard 

the paper towels 

3) Commonly Used Classroom Surfaces and Equipment: 

 When employees meet in the classroom, a member of that group will be responsible to wipe down 

commonly used surfaces and equipment 

 Surfaces that have been touched may be, but not limited to: 

o Flipchart 

o Flipchart paper (replace, do not spray) 

o Flipchart markers 

o Light switches 

o T.V. screen, plugs and remote 

o Laptop, mouse 

 To clean surfaces; spray paper towel with the solution and wipe the area or item down, discard 

the paper towel 
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PHYSICAL DISTANCING: 

1) Entering the Classroom for a Meeting: 

 It is important to avoid a bottleneck at the doorway when entering or leaving the classroom for a 

meeting 

 When entering, ensure that you are 6ft/2m away from the person in front, beside and behind you 

at all times.  This will require more time to come and go, so patience will get us in and out safely. 

 When entering the classroom while someone wants to leave, it is important for you to stop and 

take a few steps back and allow the other to enter or leave the classroom, providing them with 

6ft/2m space from you.  

 As a general rule of thumb, the person leaving a room should be given the courtesy to go first. 

 Tables and chairs have been measured out to allow a minimum of a 6ft/2m distance from the next 

chair 

 It is important to be mindful of the 6ft/2m distance when going to your seat, or going to the table 

with the cleaning supplies. 

 It is recommended to move about the classroom only when there are minimal people in the room 

so to ensure the 6ft/2m distance 

2) Exiting the Classroom after a Meeting: 

 To avoid a bottleneck at the doorway after a meeting, we will leave the classroom one at a time by 

ascending numerical order 

 So table 1 will leave first, table 2 will leave next and so on. 

 If you wish to clean your area, please say you’ll pass when your table number is in turn to leave, so 

the next person can go if they wish to. 

 Once people have cleared, the remaining people can proceed with cleaning their tables being 

mindful of the 6ft/2m physical distancing. 
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Appendices Three - Photocopier and  
Storage Room Protocols 

PHOTOCOPIER ROOM: 

4) Layout Changes: 

 The mailboxes will be removed from the photocopier room. 

 Items such as scissors, staplers, sticky-notes and pens will no longer be available in this area. 

 Employees are to use their own stylus pens to operate the LCD screen and the keypad of the 

photocopier. 

 Employees are to bring their printed/copied documents to their desk area for stapling and such so 

these items are no longer shared. 

5) Cleaning: 

 A spray bottle with disinfectant and paper towels are available in the photocopier room along with 

a bottle of hand sanitizer, located on the cubby across from the photocopier. 

 The photocopier is required to be wiped down at the end of each day, it is important NOT to wipe 

the screen and keypad at every use – the use of the stylus pen and hand sanitizer will reduce the 

risk of transmission on this commonly used item.  

 If toner changes are required or jams happen, then ensure that your hands have been sanitized 

before handling the machine. 

6) Physical Distancing: 

 It is important to avoid a bottleneck at the doorway when waiting your turn at the photocopier. 

 To avoid this, SFNFCI encourages staff to put their documents on secured print, the steps are 

included in this handbook.   

 This will allow people to print out their documents once they get to the printer, and therefore, not 

reach in to grab their documents if someone else is using the machine and if others are waiting to 

use it. 

 Allow the person to leave the photocopier room with a 6ft/2m space.  When leaving, please use 

the hallway that runs past the Directors’ offices. 

 When waiting for your turn, please wait in the hallway that runs past the entry/exit door.  This will 

allow people to leave the photocopier room without passing each other in the hallway that does 

not allow for the 6ft/2m distance. 
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STORAGE ROOM: 

1) Limited person(s)/Storage Room Designation:  

 The storage room will be handled by the Program Assistant only, as there are office supplies that 

cannot be disinfected individually. 

 The storage room will remain locked at all times. 

2) Supplies: 

 Employees are to email the Program Assistant for the supplies that they require and allow 24 hours 

to receive the supplies.   

 The Program Assistant will notify the employee when they are ready at the designated pick-up 

spot. 

 The Program Assistant will replenish the copier paper in the photocopier room when required. 

3) Shredder:  

 The shredder and shredder bags will be moved to the same area where the mailboxes are.   

 A disinfectant spray bottle with paper towels will be located near the shredder for cleaning after 

each use.  

 Do not forget to spray any area that has been touched during your use, including levers, power 

button, and door. 

4) Cleaning Storage Room: 

 The storage room door handles, light switches and area will be wiped down by Program Assistant 

daily with the allocated disinfectant spray bottle and paper towels. 
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Appendices Four – Secured Printing for 
Sensitive Documents 

Accessing the secured print feature when printing will help alleviate bottlenecking at the photocopier 

room for those who are wanting to access their printed documents as soon as they are printed.  The 

photocopier room only allows for one person in the room at a time and in the event that the room is 

preoccupied, it is best to send your documents to the printer using the secured print feature, as the 

documents won’t print out until you enter in your PIN #. 

Assuming that your document you want to print is open on your monitor, follow the steps listed below 

to print sensitive documents: 

1) Go to Print as you normally would 

2) Go to Printer Properties 

3) For the Canon iR – ADV properties, the properties box opens up to the Basic Settings tab 

4) At the top you will see Profile: and underneath that, is Output Method: 

5) Beside Output Method:, click on the drop down menu box where it says Print and select 

Secured Print 

6) A dialogue box will pop open asking “Do you want to set the user information now?”  So select 

Yes 

7) This will only have to be done once, after its initial set-up you can answer No in order to skip this 

section and go directly to print 

8) To set-up user information, create a Username (max of 32 characters) 

9) Create your PIN (from 1 to 7 digits long) 

10) Press OK 

11) Set your other printing preferences, if required 

12) Press OK again 

13) Then PRINT 

Please note that a document can sit in the Printing queue for a limited time only and that if the time 

lapses (approx. 1 hour) and you haven’t yet retrieved your printing, you may have to send it to the 

printer again. 

Once you have sent the document to print.  Go to the printer and follow these steps: 

1) On the LCD screen, slide the menu to the left until you see the Print icon, select it (tap) 

2) The printing jobs will be listed and you should see yours in the queue, select it (tap) 

3) If you don’t see it, then go back to your computer and resend it 

4) Once selected, press Start Printing (blue button) on the bottom right hand side of the screen 
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5) It will then prompt you to enter in your pin number using the numbered keypad on the right of 

the LCD screen 

6) Your pin number is the one you created in step 9 above 

7) Press OK on the screen and your document will then proceed to print 
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 Appendices Five -Kitchen Protocols 

 
All employees are asked to wash/sanitize their hands prior to using the kitchen area. 

PHYSICAL DISTANCING: 

 2 people will be allowed in the kitchen area at a time, providing they maintain the 6ft/2m distance 

range, so 1 person only in the area near the bathroom and 1 person can use the 2nd sink area. 

 To ensure that all staff, who stay at work over the lunch hour, get a chance to eat, will be entitled 

to up to 10 minutes to prepare their food. 

 Eating areas are designated to the classroom (in your designated seats) and at your desk. 

CLEANING: 

7) Cleaning supplies: 

 The table in the kitchen eating area will have an abundance of cleaning supplies for refilling and 

replenishing supplies at each cleaning station.  

 Paper towels, hand sanitizer and a disinfectant spray bottle will be located at the end of the 

counter toward the catering/delivery door entrance (door D). 

8) Getting your lunch/snacks: 

 All staff will wipe the areas that they touched, with the disinfectant spray and brown paper towels, 

after preparing their lunches and/or snacks, before the next person enters the kitchen area. 

9) Designated cleaning staff list: 

 A list of staff and their day to clean will be posted on the refrigerator where the list of kitchen duty 

rotation list used to be. 

 The staff designated for cleaning commonly used surface areas, at the end of the lunch area, will 

be required to disinfect: 

o All countertops 

o Fridge handles 

o Outside surface of microwaves 

o Outside surface of toaster 

o Door handles of the 3 doors leading to kitchen area (1 by classroom, 1 by cubicles, and 1 near 

boardroom) 

o Light switches 

o Kitchen thermostat 

o Cabinet handles 

 Staff should use the spray bottles to disinfect surfaces and wipe with the brown paper towels. 
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 Appendices Six –Deliveries and Services 
Protocols 

All deliveries and non-employees are required to come to the back catering door (Door D), until further 

notice. 

DELIVERIES & SERVICES: 

 If packages are being dropped off, allow the delivery person to place items near the door and 

leave before approaching to handle the packages. 

 Do not take packages from their hands, as this does not align with the 6ft/2m required 

distancing. 

 For those providing services and need access to the building, they must adhere to the following: 

o Answer all questions, satisfactorily, of the screening questionnaire 

o Wash hands or use hand sanitizer 

o Put on a mask 

 Once they have left the building, lock the back door and wipe down the door handle. 

 Please refrain from Parking in front of “DOOR D” to allow easy access for Deliveries. 

 

SFNFCI's Back Parking Spots  

     

Leave open 
for 

delivery 
drivers             

                   

     

Door D 
Back door   

Door C 
Back 
door         

    

Delivery 
Door  

 Staff 
Entrance 

 
      

               

               

                     

                  

                  

SFNFCI's Front Parking Spots   
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 Appendices Seven –Assessment Form-
Next Steps Decision Matrix 

SFNFCI will follow the screening assessment form provided by Saskatchewan Health questions 1-3 will 

indicate when you may need to go for COVID-19 testing. . 

In addition on the Saskatchewan.ca website under COVID-19 you will notice the following text under 

testing– please see emphasis on unexplained new or worsening: 

Testing is strongly recommended if you have unexplained new or worsening symptoms (of any severity) 

that may include one or more of the following: 

 fever 
 cough 
 headache 
 aches and pains 
 sore throat 
 chills 
 runny nose 
 nasal congestion 
 conjunctivitis 
 dizziness 
 fatigue 
 nausea/vomiting 
 diarrhea 
 loss of appetite (difficulty feeding for children) 
 loss of sense of taste or smell 
 shortness of breath or difficulty breathing 

It is very important that employees are aware of their bodies and what may be an unexplained 

symptom.  For example during allergy season, an employee may have nasal congestion daily along with 

an itchy and sore throat but they should be intuitive to their own body to recognize this as an allergy 

symptom. 

When in doubt, reach out to 811 to arrange testing and take the necessary leave from work as discussed 

with your supervisor. 
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