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COVID-19 HEALTH AND SAFETY POLICIES AND PROCEDURES 

General Information: 

Purpose: We are committed to the health and safety of our staff, their families, our customers, our 

suppliers, and the people we interact with in the community. This document outlines the policies and 

procedures that we have implemented in direct response to the COVID-19 pandemic. It has been 

developed in accordance with the WorkSafe BC guidelines, the provincial health officer and the BC 

Centre for Disease Control. All staff and any visitors entering our facilities are expected to follow 

these policies and procedures, taking the necessary precautions to ensure our collective health and 

safety.  

Responsibilities: The Waterplay Group and all employees are responsible for ensuring that 

reasonable actions are taken to help prevent the spread of COVID-19. These procedures should be 

considered an addition to our standard health and safety guidelines, on which all staff have been 

trained. We are in this together and need to be accountable for our actions. The company has: 

• Implemented nightly professional cleaning for high touch point areas such as hand railings, 

doorknobs, bathroom touch points and shared spaces. 

  

• Provided cleaning/sanitization supplies for staff to clean their own work areas, tools, 

desktops, phones, cellphones, etc. and ensured a liberal supply of sanitization stations 

throughout the building, Provided a mask and 2 bottles of hand sanitizer to all staff for 

personal use.  

 

• Provided additional tools to reduce the need to share. 

  

• Implemented “work from home” procedures and equipment for staff that can effectively and 

efficiently do their jobs from a home office in order to provide work hour flexibility and reduce 

the number of staff in the office at a time. 

 

• Identified occupancy limits for all areas in order to support physical distancing protocols. 

 

• Provided collaboration tools such as Zoom Meeting and Teams to support remote workers. 

 

Policies and Procedures: 

Daily Wellness Self Declaration: 

In compliance with directives from the provincial health officer and WorkSafe BC, all employees in BC 

are required to complete a daily wellness self-declaration PRIOR to entering their place of work, 

either their home office or 805 Crowley. This information will be tracked by management daily to 

ensure compliance and records maintained indefinitely.  
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To facilitate this, we have implemented two options – a daily electronic check-in or a paper check-in 

for those that may not have ready access to the electronic options prior to entering the workplace.  

Potential Illness Procedures: 

• If you are sick or feeling unwell, even if you believe it is unrelated to COVID-19, stay home 

and reach out to your manager for further instructions. 

 

• If you or someone in your household are displaying symptoms of COVID-19, stay home, 

contact your manager and plan to self-isolate for 10 days.  

  

• If you have come in contact with someone that is confirmed to have COVID-19 or have 

returned from outside of the country, stay home, contact your manager and self-isolate for 

14 days.   

 

• Once you are feeling better, or the isolation period has been completed with no symptoms, 

you must complete the COVID-19 return to work questionnaire before entering the building 

(see Appendix A: F001R COVID-19 Staff Assessment). 

Business Travel: 

Essential business travel must be pre-approved by a member of the Strategic Team who will be 

evaluating the need against the current government and health authority regulations.   

Personal Travel: 

We strongly recommend that employees avoid personal travel outside of their home province or 

state, or to any high-risk areas. Should you choose to disregard this recommendation, we ask that 

you act responsibly and notify your manager of your travel plans in advance. Upon your return, you 

may be expected to self-isolate as dictated by the current government and health regulations at that 

time.   

Visitors to the Facility: 

All visitors to the facility must be approved in advance by a member of the Strategic Team and 

complete a pre-screening protocol. They will be expected to wear a mask when entering the facility,  

check in at reception area, sanitize upon entry, confirm that they are symptom free, review these 

guidelines and procedures and agree to abide by them. Visitors should be limited to building 

maintenance/trades, vendors/suppliers that need to come to the facility to perform work, and 

business contacts. No personal/family visits are allowed at this time. 

 

Limit direct contact with truck drivers as much as possible. If they must enter the facility, it should be 

through the loading area only and they are to use the designated washroom.  
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Safe Work and Cleaning Practices: 

• All staff and visitors are expected to wear a mask when moving through common areas, 

when venturing outside their immediate work area, and when physical distancing is not 

possible (inside or outside the facility). Masks may be removed once you are in your 

designated work area or in a meeting room where physical distancing is possible. 

 

• All staff and visitors are expected to maintain physical distancing of 2 metres (6 feet) at all 

times. Occupancy limits, work areas and desk spaces have been assigned in order to 

accommodate this requirement, but it should also be maintained when moving throughout 

the facility.  

 

If the task you need to accomplish does not allow for this distancing, discuss alternative 

methods/practices with your manager before proceeding. Non-medical masks are available 

to help reduce the spread when maintaining distancing is not possible. Please ensure that 

you are using them in accordance with the guidelines provided. 

  

• Wash your hands frequently and avoid touching your face. At a minimum, wash or sanitize 

your hands upon entering the building, before and after breaks and before leaving the 

building. Signs are posted to encourage this behaviour and to identify correct handwashing 

procedures. Sanitization stations are located around the building for easy access. 

 

• Disinfect your personal workspaces, desks, keyboards, telephones and cell phones daily. 

  

• Disinfect surfaces in common spaces prior to every meeting/engagement. Sanitization 

products are provided. 

  

• Disinfect common touch points like coffee pots, water cooler buttons, taps, etc. frequently 

throughout the day. 

  

• Disinfect your hands before entering common areas such as the lunchroom/coffee stations 

and/or touching commonly used surfaces. 

 

• As much as possible, do not share tools and disinfect all shared tools before returning them 

to their central location. 

 

• Wear gloves while operating the forklifts and disinfect at the start of each shift and when 

returning from breaks. Maintain schedule in a logbook. 

 

• Only 1 person is allowed in the company vehicle at a time. When dropping off or picking up 

materials at vendor sites, ensure that you are maintaining physical distancing. Disinfect the 

vehicle touch points and your hands before and after each visit. The vehicle will be equipped 

with the appropriate products and you should carry a personal mask in case it is needed. 

 



 

Last Updated November 25, 2020 

 

WATERPLAY GROUP OF COMPANIES     KELOWNA, CANADA 

 

• Maintain similar practices during personal time in order to reduce the risk of exposure to 

yourself, your family and your co-workers. 

 

For a further review of the items considered in building this safety plan and policy/procedure 

guidelines, see Appendix B: WorkSafe BC COVID-19 Safety Plan. 
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APPENDIX A: F001R COVID-19 Staff Assessment 

 

Managers are to review the following questions with their staff who have been off sick and are planning 

to return to work. In order to maintain the health and safety or our work environment and our staff, 

this assessment is to be completed and a record stored prior to allowing an employee to return to 

work. Completed records are to be stored here:  

\\splashmain.waterplay.com\share\ISO\ISO Records\F001R COVID-19 Staff Assessment  

Date of assessment:  

Manager:  

Employee:  

Employee return to work date:  

 

1. Are you experiencing any of the following: 

• Severe difficulty breathing (e.g. struggling to breathe or speaking single words) 

• Severe chest pain 

• Having a very hard time waking up 

• Feeling confused 

• Losing consciousness 

 

 

 

2. Are you experiencing any of the following: 

• Mild to moderate shortness of breath at rest 

• Inability to lie down because of difficulty breathing 

• Chronic health conditions that you are having difficulty managing because of difficulty 

breathing  

 

 

 

  

file://///splashmain.waterplay.com/share/ISO/ISO%20Records/F001R%20COVID-19%20Staff%20Assessment
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    Initial 

 

NO 
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NO 
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NO 

    Initial 
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3. Are you experiencing any of the following: 

• Fever 

• Cough 

• Sneezing 

• Sore Throat 

 

 

 

4. Have you travelled to any countries outside of Canada (including the United States) within the last 

14 days? 

 

 

 

5. Did you provide care or have close contact with a person with COVID-19 (probable or confirmed) 

while they were ill (cough, fever, sneezing, or sore throat)? 

 

 

 

6. Did you have close contact with a person who travelled outside of Canada in the last 14 days who 

has become ill (cough, fever, sneezing, or sore throat)? 

 

 

 

Employee Signature 
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APPENDIX B: WorkSafe BC COVID-19 Safety Plan 

 

See next page for WorkSafe BC COVID-19 Safety Plan 
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