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1.0 SCOPE
This exposure control plan (ECP) applies to Trail Riverfront Centre staff (Trail & District Public Library/City of Trail)
who could be exposed to the COVID‐19 virus while performing assigned work.
COVID 19 is a new coronavirus that causes diseases ranging from the common cold to more severe respiratory
illnesses. COVID‐19 has been declared a global pandemic and public health emergency.
Older people (over the age of 60) and those with a weakened immune system or underlying medical conditions
are considered at higher risk of severe illness.
SYMPTOMS
Symptoms of COVID‐19 are similar to other respiratory illnesses including the flu and common cold. They include
coughing, sneezing, fever greater than 38 degrees Celsius, sore throat, difficulty breathing, vomiting and diarrhea.
People infected with COVID‐19 may experience little or no symptoms with illness ranging from mild to severe.
TRANSMISSION
Public Health experts advise that the disease is spread through droplet transmission when large infected droplets
contact surfaces of the eye, nose or mouth. The BC Centre for Disease Control advises that most people become ill
from being in close contact with someone who showed symptoms such as coughing and sneezing, therefore
transmitting the virus through droplets. When droplets fall on surfaces or objects, people can catch COVID‐19 by
touching contaminated surfaces or objects, then touching their eyes, nose or mouth.
The incubation period is one to 14 days. COVID‐19 is contagious for 10 days after the initial onset of symptoms.
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 moist inner surfaces of
the nose or mouth.



Breathing infectious airborne droplets or particles (from coughing, sneezing, or aerosol‐generating medical
procedures on infected patients).



Sharing food items or utensils with an infected person.

2.0 STATEMENT OF PURPOSE
The City of Trail and the Trail & District Public Library are both committed to ensuring a safe and healthy
workplace for all staff. A combination of preventative measure will be used to minimize worker exposure to the
COVID‐19 virus, including the most effective and appropriate controls available. Work procedures will protect not
only our respective workforces, but also the public who enter our facility. All employees must adhere to
procedures outlined in this plan to prevent or reduce exposure to the COVID‐19 virus.
The purpose of this ECP is to protect employees from harmful exposures to the COVID‐19 virus, to reduce the risk
of infection in the event on an exposure, and to comply with WorkSafeBC Occupational Health & Safety
Regulation 5.54 and 6.3, Exposure Control Plan.
The City of Trail and Trail & District Public Library will collectively strive to identify ways to eliminate and/or
control exposure to the COVID‐19 virus by developing and implementing proper risk controls, establishing safe
work practices, raising awareness, and provided education and training for employees. The City of Trail and Trail
& District Public Library will follow direction and controls as specified by the British Columbic Centre for Disease
Control, the Ministry of Health, and the Provincial Health Officer as they pertain to procedures, PPE, and service
restoration.

3.0 ACRONYMS
BCCDC
ECP
PHO
PHAC
PPE
SWP
WHO

British Columbia Centre for Disease Control
Exposure Control Plan
Provincial Health Officer
Public Health Agency of Canada
Personal Protective Equipment
Safe Work Practices
World Health Authority

4.0 RESPONSIBILITIES
NOTE: These responsibilities may change.

The City of Trail/Trail & District Public Library will:

ensure that all safety materials (i.e. gloves, alcohol‐based hand sanitizers, washing facilities, etc.) and other
resources (i.e. employee training materials required to implement and maintain the plan) are available and
accessible when and where they are required.
The Occupational Health & Safety Representatives/Committees will:

ensure the ECP is reviewed annually and updated when necessary;

contribute to the development of supporting and reference resources (i.e. safety talks, FAQs, posters,
SWPs);

assist with the risk assessment process and consult on risk controls, as needed;

ensure a system for documenting instruction and training is developed.

Managers will:

assess the risk(s) related to the COVID‐19 virus for the positions under their management;

ensure that awareness and information resources are shared with employees;

provide training, SWPs, PPE and other safety equipment and document all training sessions;

ensure staff is trained on the selection, care, maintenance and use of any PPE;

direct work in a manner that eliminates or at the very least minimizes the risk to employees;

ensure employees follow all SWPS and use PPE when necessary;

share all information regarding employee concerns with respective health & safety representatives;

take any work refusals over COVID‐19 seriously, report them to respective managers and health & safety
representatives, and follow the WorkSafeBC procedures should work be refused.
Employees will:

Understand how exposure can occur and when and how to report potential exposure incidents.

Become familiar with all provided information resources, ask questions, and follow‐up with managers to
ensure understanding and adherence.

Actively participate in training and instruction of the ECP, new SWPs, and necessary PPE.

Sign off on SWPs, follow them, and communicate with OH&S representative when necessary.

Rely on information from trusted sources, like the City of Trail, Interior Health, BCCDC, PHAC, and WHO.

Should you present with any symptoms of illness, contact 8‐1‐1 and follow the directions of Interior Health
or the PHO.

5.0 RISK IDENTIFICATION AND ASSESSMENT
5.1 COVID‐19 Virus Definition
The COVID‐19 virus is transmitted via larger liquid droplets when a person coughs or sneezes. The virus can
enter through these droplets through the eyes, nose or throat if an employee is in close contact with a
person who carries the COVID‐19 virus. The virus is not known to be airborne (e.g. transmitted through the
particles floating in the air) and it is not something that comes in through the skin. The COVID‐19 virus can
be spread by touch if a person has used their hands to cover their mouth or nose when they cough or
sneeze.
Droplet Contact: Some diseases can be transferred by large infected droplets contacting surfaces of the
eye, nose, or mouth. For example, large droplets that may be visible to the naked eye are generated when a
person sneezes or coughs. These droplets typically spread only one to two metres and are too large to float
in the air (i.e. airborne) and quickly fall to the ground. Influenza and SARS are two examples of diseases
capable of being transmitted from droplet contact. Currently, health experts believe that the COVID‐19
virus can also be transmitted in this way.
Airborne transmission: This occurs when much smaller evaporated droplets or dust particles containing the
microorganism float in the air for long periods of time. Transmission occurs when others breathe the
microorganism into their throat or lungs. Currently, health experts believe that the COVID‐19 virus cannot
be transmitted through airborne transmission.

5.2 Risk Assessment
The following risk assessment table is adapted from WorkSafeBC Occupational Health and Safety Regulation
Guideline G6.34‐6. With this guideline as a reference, please see Appendix A for a detailed risk chart based on
jobs/positions at the Trail Riverfront Centre.

WorkSafeBC’s risk assessment table for pandemic influenza (Reg G6.34‐6)
HIGH RISK
Workers who may have
contact with infected
patients or with infected
people in small, poorly
ventilated workspaces
Yes (washing with soap and
water, using an alcohol‐based
hand rub, or using hand
wipes that contain effective
disinfectant)

Not required

MODERATE RISK
Workers who may be
exposed to infected
people from time to time
in relatively large, well‐
ventilated workspaces
Yes (washing with soap
and water, using an
alcohol‐based hand rub,
or using hand wipes that
contain effective
disinfectant)
Not required, unless
handling contaminated
objects on a regular basis
Not required

Not required

Not required

Not required

Not required

Yes, in some cases, such as
when working directly
infected patients.
Yes (minimum N95 respirator
or equivalent).

LOW RISK
Workers who typically
have no contact with
people infected.

Hand Hygiene

Disposable
gloves
Aprons,
gowns, or
similar body
protection
Eye protection
– goggles or
face shield
Airway
protection –
respirators

Yes (washing with soap
and water, using an
alcohol‐based hand rub,
or using hand wipes that
contain effective
disinfectant)
Not required

Yes, in some cases, such as
when working directly with
infected patients.
Yes, in some cases, such as
when working directly with
infected patients.

6.0 RISK CONTROL
The Regulation requires the City of Trail and the Trail & District Public Library to implement infectious disease
controls in the following order of preference, based on advice from regional, provincial and federal health
professionals. Controls used to mitigate the risks of exposure are:

Elimination of face‐to‐face contact is the best control possible. Controls would include relying on phone, email or
regular mail to answer public questions. If practicable, installation of plexi‐glass barriers at all locations at risk,
specifically the circulation desk, may occur.
Engineering controls would be such examples of working from inside an enclosure when receiving payments,
transferring visitor literature, or checking out a book. Additional examples may include physical barriers, which
limit personal human contacts.
Administrative controls include hand washing and cough/sneeze etiquette. Cover your mouth and nose with a
sleeve or tissue when coughing or sneezing. Allow a limited number of patrons in the building at any given time
and per square footage. A reasonable personal distance space to reduce human‐to‐human transmission. An
increase in cleaning frequencies for shared work surfaces, handrails, door knobs, staffroom and washrooms. Floor
markers in stacks and galleries to direct a flow of traffic. New SWPs are examples of administrative controls.
Personal Protective Equipment is the last resort of mitigation such, as wearing of masks, respirators,
coveralls/turnout gear, gloves, goggles and/or face‐shields. The use of PPE is required in high‐risk situations, such
as dealing with infectious patients.

7.0 SAFE WORK PRACTICES (SWPs)
7.1 General Personal Hygiene (applicable to all)
‐ Hand Hygiene (See Appendix B for Health Canada’s Handwashing Poster, posted in all washrooms)
Hand washing, proper coughing and sneezing etiquette, and not touching your face are the key to the prevention
of transmission and therefore minimize the likelihood 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 “well” and “often” with soap and water for at least 20
seconds (the time it takes to hum the “Happy Birthday” song twice). If soap and water is not available, use an
alcohol‐based hand sanitizer to clean your hands.
“Often" includes:

Upon arriving and when leaving work

After coughing or sneezing

After bathroom use

When hands are visibly dirty

Before entering lunch room and touching the coffee pot and cream

Before, during and after you prepare food

Before eating any food (including snacks)
“Well” means:

Wet hands and apply soap

Rub hands together vigorously for at least 20 seconds ensuring the lather covers all areas – palm to
palm, Back of hands, between fingers, back of fingers, thumbs, fingernails (using palm) and wrists

Rinse hand thoroughly with water

Dry your hands with paper towel (or a hand dryer), use the paper towel to turn off the tap and open
the door, dispose of the paper towel
Additionally:

Avoid touching your eyes, nose or mouth with unwashed hands

Use utensils: consider using forks, spoons or toothpicks when eating and serving foods (especially
snacks or “finger foods”)
‐Cough/Sneeze Etiquette
All staff are expected to follow cough/sneeze etiquettes, which are a combination of preventative measures that
minimize the transmission of diseases via droplet or airborne routes. Cough/sneeze etiquette includes the
following components:

Cover your mouth and nose with a sleeve or tissue when coughing or sneezing to reduce the spread of
germs.

Use tissues to contain secretions, immediately dispose of any tissues you have used into the garbage
as soon as possible, and wash your hands afterwards.

Turn your head away from others when coughing or sneezing.
‐Use of masks
Per the Provincial Health Office orders of November 19, 2020, non‐medical masks must be worn by employees,
contractors and patrons in all public spaces (common areas, hallways, washrooms, workspaces where 6’ distance
cannot be maintained) to prevent transmission to others. For staff, exceptions to masks occur when eating or
drinking and when individually isolated in an office, workspace or vehicle. Masks have a role to play in preventing
the spread of COVID‐19. Masks act as a barrier and help stop the spread of droplets from a person’s mouth and
nose when talking, laughing, yelling, singing, coughing, or sneezing. Wearing a mask should be combined with
other important protective measures such as frequent hand washing and physical distancing. A mask is not

enough to prevent the spread of COVID‐19 on its own (BC Centre for Disease Control). Patrons wishing to access
the facility without a mask or face covering will have access to one upon entry. Patrons refusing to wear a mask or
face covering will be asked to leave. See Appendix C for safe donning and doffing of a face mask and Appendix H
for the recommended script for interacting with unmasked patrons.
‐Use of N95 Respirators
The N95 mask is typically worn by workers directly involved in an aerosol generating medical procedure, as
defined by Health Canada. An N95 mask is a protective barrier worn on the face, covers at least the nose and
mouth, and is used to contain large droplets generated during coughing and sneezing. N95s help minimize the
spread of potentially infectious material. N95 masks must be fit tested.

8.0 Education & Training
The City of Trail and Trail & District Public Library have established the following means of sharing information
across both organizations:

Training of this document and all new COVID‐related SWPs therein

Up to date information on the City of Trail’s website

Up to date information on the Trail & District Public Library website

Regular managerial emails/communication with respective employees

Posters in communal spaces

Awareness, education and training materials included in the RFC Operations Plan and/or printed for
all employees

Regular distribution of COVID‐related Safety Talks
As COVID‐19 is a public health matter, information noted above is intended for all employees. All employees are
required to undertake training in order to actively and mindfully contribute to the health and cleanliness of the
Trail Riverfront Centre and co‐workers.
Respective OH&S committee members/representatives will regularly communicate with managers to coordinate
training, assess workspaces as new measures are applied, and participate in modifying SWPs when necessary.

9.0 Health Monitoring
Per the Provincial Health Officer’s order issued on November 19, 2020, employers must ensure every worker
conducts a daily health check before entering the workplace. Health checks are mandatory self‐assessments
conducted by workers and includes confirming with the employee in written or verbal formant, that they have
reviewed the complete list of entry requirements (See Appendix H) and that none of the prohibited criteria apply
to them. The City of Trail and the Trail & District Public Library will not ask or record specific questions about
employee health. Medical information is private and neither employer may collect it.
The City of Trail and the Trail & District Public Library will
Staff concerned that they may have encountered someone who may be ill (at work or not), are to take the
following actions:
1. Report it to your supervisor.
2. Call BC’s HealthLink at 8‐1‐1 to share information regarding potential exposure and determine a
course of action, should it be deemed necessary.

If you are feeling stressed or worried, full‐time employees have access to the City’s and Library’s EFAP program for
counselling services. Contact our Pacific Blue Cross EFAP confidentially at 1‐844‐722‐3327. The Red Cross has
information about preparing emotionally for disaster and emergencies for staff who do not have access to our
EFAP.

10.0 Record Keeping
Records are kept according to the City of Trail’s and Trail & District Public Library’s established protocols. All
employees must continue diligently documenting all incidents, including potential COVID exposures.

APPENDIX A
Trail Riverfront Centre
Position Risk Chart Assessment
POSITION
Circulation Clerks

LEVEL OF RISK
Low to Moderate

Librarians, Pages

Low to Moderate

Collections Coordinator

Low

Program Specialists

Moderate

First Aid Attendants

Moderate

Managers

Low

Volunteers

Low

CONTROL PROCEDURES
Regular and effective hand
hygiene
Plexi barrier at circulation desks
Regular and effective hand
hygiene
Regular and effective hand
hygiene, physical distancing
Regular and effective hand
hygiene
Regular and effective hand
hygiene
Regular and effective hand
hygiene
Regular and effective hand
hygiene

APPENDIX B
Hand washing, physical distancing, masking, & self‐monitoring posters

APPENDIX C
ACCESS & FLOW DIAGRAM – LEVEL 3

APPENDIX D
FACILITY‐WIDE EXPECTATIONS

Cleaning & Disinfecting
Instructions for COVID‐19
TRAIL RIVERFRONT CENTRE

1. What you need to know about COVID‐19
2. Cleaners & Disinfectants – Knowing the Difference
3. Types of Cleaners & Disinfectants
4. Process for Cleaning and Disinfecting
5. Touch Points – Requirements
5.1 Frequent Touch Points
5.2 Moderate/Low Touch Points

1.

What you need to know about COVID‐19
COVID‐19 is transmissible when an infected person coughs or sneezes, expelling droplets
(body fluid aerosols) that then land on surfaces. Surfaces frequently touched by hands
become high‐risk sources for contracting the virus. COVID‐19 can be present on surfaces
for up to 3 days. Common cleaners and disinfectants are effective against COVID‐19.
In conjunction with new cleaning protocols, the collective expectation is that staff adhere to
the following recommended measures for as long as necessary to reduce the risk of
exposure to COVID‐19:
 Staying home if presenting with signs of illness;
 Maintaining our physical distance from others, including co‐workers;
 Effective hand hygiene as posted in all washrooms.

2.

Cleaners & Disinfectants – Knowing the Difference
There is a difference between cleaners and disinfectants. It is important to know how to
utilize both products.
CLEANING removes germs and dirt from surfaces and objects. In order to properly clean a
surface or an object, the cleaner must also be washed away/removed. While it does not kill
germs, it is an effective way to both remove them from frequently touched surfaces and
lower the risk of spreading the virus.
DISINFECTING kills germs on surfaces and objects. Disinfecting chemicals take a certain
length of time to kill germs effectively. While they do not remove dirt or germs, (cleaning
the surface is first required), the use of disinfectants will lower the risk of spreading the
virus

3.

Types of Cleaners & Disinfectants

Type

Purpose

Product Example

Cleaners

Removal of dirt and germs
from surface or object

Combined Cleaner &
Disinfectant
Disinfectant

Removal of dirt and germs
AND disinfection of virus
Kills viruses/germs on
already cleaned surfaces

Soap & Water
All‐Purpose Cleaners
(i.e. Mr. Clean, Pine Sol)
Windex
Spray Nine
Bleach

4.

Our Process for Cleaning and Disinfecting
*Note it may not always be necessary to disinfect a surface or object – see information on
Touch Points in next section*

5.

1.

Always read label instructions for appropriate mixing ratios, application and contact time.
Mixing cleaners and disinfectants can be extremely hazardous.

2.

Wear chemical resistant gloves and protective eyewear.

3.

Clean the surface first using the provided all‐purpose cleaner and a disposable cloth. Be
sure to rinse/clear the surface with water with a new cloth after cleaning.

4.

Dispose of both cloths immediately.

5.

Should disinfectant be necessary, ensure the cleaning product is rinsed away entirely and
the surface is dry. Apply the disinfectant and allow it the necessary time to kill any
lingering germs.

6.

Dispose of gloves.

7.

Conservation of cleaning and disinfecting products is vital. Please use supplies responsibly
and appropriately.

Touch Points
The protocols for touch points are based on frequent, moderate and low use of equipment,
surfaces and locales in the Trail Riverfront Centre. It is expected that all employees will
apply their own judgement when implementing the cleaning protocols, especially as we
begin welcoming patrons to the building. The frequency to which we clean and disinfect
may change as we move through the phases of reopening and restoration of various
services. Frequent touch points are high‐risk locations for possible transmission of COVID‐
19. Using the process above, below is a list of the various touch points in the Trail
Riverfront Centre and the expected requirements of staff.

Frequent touch points include: (signage will be posted)










Shared workspaces and equipment (keyboards, mice, telephones, POS keypad, receipt
printers, light switches, cabinets, chairs, drawer handles, counter tops)
Book carts
Print Station
Stair hand railings
Front door handles/buttons/crash bars
Elevator buttons
Admin room, staff room, office door handles
Staffroom faucet, appliances and cupboard handles, table(s), chairs
Washroom stall locks, flushers, faucets, soap dispensers and door handles*

Process: Clean and disinfect
PPE: Chemical resistant gloves and protective eyewear
Frequency:
At least once per day (and/or use of judgement depending on phase):
 Stair hand railings, front door handles/buttons/crash bars, elevator buttons, interior
door handles, washroom* touchpoints
After each individual use:
 Staffroom touch points, shared equipment (i.e. circulation desk equipment, public
computers, print station) at a shift/task change, book carts
*Staff is expected to follow the recommended hand hygiene regimen while at work.
Please refer to the BCCDC hand washing posters in all washrooms and follow it explicitly.*

Moderate touch points include:


Door surfaces other than handles, work surfaces in shared offices/workspaces,
programming/supply cupboards, front door counter, gift shop and VIC shelving

Process: Cleaning (for conservation purposes)
PPE: Chemical resistant gloves and protective eyewear
Frequency: Once per day (and/or use of judgement depending on phase)

Low touch points include:
Surfaces that are not typically touched with hands, like tops of shelving, floors, ledges, etc.

Process: addressed by existing cleaning schedule with contracted janitor

This document is intended for all City of Trail and Trail & District Public Library staff working
in the Trail Riverfront Centre.

Staffroom Requirements
During COVID-19
1. Staff should wash their hands immediately after entering the staffroom.
2. Staff should not spend time unnecessary in the staffroom.
3. Staff may use the kitchen, but should eat and take their breaks elsewhere if possible (i.e.:
Multipurpose room or park).
4. If the kitchen is used, all surfaces touched must be cleaned afterwards by the staff member
who used the space (disinfectant wipe or cleaner).
5. Only one person should be in the staffroom at a time.
6. Staff are encouraged to bring their own dishes from home.
7. Do not leave dirty dishes in the sink or on the counter tops.
8. Used dished should be place in the dishwasher and your hands should be washed
immediately after.
9. Handles on the refrigerator, dishwasher, microwave, and staffroom door should be cleaned
frequently.
10. Coffee machine should be cleaned after each use.
11. Wash your hands* when moving between workspaces.
12. All previously posted etiquette rules still apply.

*Hand sanitizer or gloves may be used, but handwashing is recommended.

PATRON CHECKLIST
FOR EXTERIOR GREETER
LEVEL THREE – 3 PATRONS PERMITTED
The following tips are intended to provide a positive experience for patrons visiting our facility
while we implement very specific safety measures during COVID‐19. Signage will state clearly
what we’re offering right now and what is expected of our collective patrons, but it may be
necessary to ask more questions than usual. Treating this conversation like a typical VIC
interaction will be extremely helpful in determining if access to the facility is possible or even
advisable.
FIRST THINGS FIRST
1. Welcome back! We’re happy to see you!
2. How can I help you/what are you here to do? (here are some scenarios):
a. We have plenty of visitor literature is available out here. Is there something
specific you are looking for? (A list of open shops, accommodators and
restaurants will be available to you). Don’t see what you need? Let me call
someone out for you!
b. Museum galleries are closed at the moment, but museum staff would be
happy to speak with anyone outside! Let me call someone out for you!
c. The museum is not accepting donations rights now, but I’m sure they’ll want
to chat with you about it, anyway! Let me call someone out for you!
d. You wish to do some historical research? In‐person visits are not yet
permitted, but museum staff is happy to start an enquiry. I can call someone
out for you or feel free to take a card with their contact information!
e. Yes, the Gift Shop is open to one shopper at a time. We can’t let you try any
of the clothing on right now, but we will accept refunds within 2 weeks of
purchase (with both receipts). All prices are posted on the wall, so the less
touching you can do, we really appreciate it! We are accepting only debit and
credit at the moment. If you require a bag, we’ll provide you with a plastic
one. Thanks for supporting us!

f.

Computer use is by appointment only – you can do that online or I can help
you book an appointment here. Computer sessions are 30 minutes. You
won’t be able to bring in any extra bags, but a jacket and/or purse is fine.

g. You have an appointment? Great – let me show you where your station is
located when it’s safe to do so. You will have 30 minutes for this session. Rest
assured the station has been cleaned.
h. You have a print job? Great! Staff is happy to take care of that for you free of
charge! Let me call someone out for you!
i.

Unfortunately, stacks are not yet open. Feel free to make use of our curbside
pick‐up offering by browsing our collection online. Here is how it works (hand
them the curbside pick‐up procedure).

j.

You need a library card? Our circulation staff is happy to help. Let me direct
you where to go when it’s safe to do so. We can also do this by online or by
phone, if that makes you more comfortable.

k. You have questions about your library account? Our circulation staff is happy
to help. Let me direct you where to go when it’s safe to do so. We can also
check on things by phone, if that makes your more comfortable.
l.

You have fines to pay? No, you don’t! We are waiving fines for the time
being, but ask that you do return your books to our exterior book drop when
you’re finished with them!

m. You have books to return? Thank you! Please use our exterior book drop just
around the corner.
n. You just need wi‐fi? That’s easy! Our wi‐fi connection is pretty strong and
works out here. Find the Trail HotSpot connection in your Wi‐Fi settings – no
password required! Just agree to the terms that appear to connect.
o. We are offering some programming online. Be sure to follow the Trail &
District Public Library on Facebook for regular children’s storytime and other
updates and the City of Trail for updates on the museum/archives. The Trail
Visitor Centre has it’s own page, as well.

WE CAN WELCOME YOU IN, BUT…
3. Have you travelled outside of Canada in the last while? The provincial order requires
a minimum 14‐day self‐isolation. Unfortunately, for the safety of our community, if
you haven’t had that time yet we can’t permit you in at this time.
4. Are you feeling unwell or showing any symptoms of COVID‐19? If so, we will have to
postpone your visit until another day.
5. Is anyone in your household showing any symptoms? If so, we will have to postpone your visit until
another day.
6. We have set up floor markers for your convenience that will help support physical distancing.
Please try and keep to those lines. The more we work together, the sooner we can get back to
normal!
7. Before you enter, would you mind applying this hand sanitizer?

WASHROOMS
Use of washrooms will not be publicized and are not available on a drop‐in bases at this time (this means
people are not permitted to enter the facility just to use the washroom). Should a traveler/visitor or patron
already in the facility accessing services require a restroom, please grant them access to the Family
Washroom.

APPENDIX E
TDPL SAFE WORK PROCEDURES – LEVEL 3

Staff Responsibilities
1. Staff should not come to work if:
a. You display symptoms related to COVID‐19. Common symptoms are fever, dry cough,
sneezing, and a sore throat. In this case, you must self‐isolate for a minimum of 10 days from
the onset of symptoms or until your symptoms are completely resolved.
b. You have returned from traveling to an international destination. In this situation, you must
self‐isolate for 14 days.
c. You live in the same household as a person who is self‐isolating because they either have a
confirmed COVID‐19 diagnosis, or are manifesting symptoms related to COVID‐19.
2. You should consult with your health care provider or HealthLink BC (8‐1‐1) to determine if it is safe
for you to come to work if:
a. You have been exposed to anyone confirmed to have COVID‐19, or who displays possible
symptoms of COVID‐19.
b. You have been exposed to anyone confirmed to have COVID‐19, or who displays possible
symptoms of COVID‐19.
c. You live in the same household as a person who is part of a vulnerable population.
3. If you feel unsafe coming to work but do not fit the descriptions in paragraphs 1 or 2, and your work
duties have not been suspended, you can choose to not come to work by:
a. Taking paid leave by using your available sick leave bank or vacation leave, or
b. Taking unpaid leave.
4. If you become sick while at work:
a. Inform the Library Director, or most senior person present,
b. Leave the Riverfront Centre
c. If you cannot leave immediately:
1. Put on a mask
2. Wash your hands
3. Isolate yourself until you are able leave.

5. Shifts or hours of work may be modified or reduced to support physical distancing measures in an
effort to reduce the risk of transmission and to accommodate modified workloads.
6. If regular work duties have been suspended due to the COVID‐19 provincial state of emergency,
staff can request that a record of employment be issued so they can apply for federal and/or
provincial relief benefits.

7. Where reasonable, limit the number of times you are coming and going from the facility for any
reason.

Trail & District Public Library
Curbside Pick‐Up Safe Work Procedure
Staff should continue to follow our routine protocols around frequent hand washing, avoiding
touching their face, cough/sneeze hygiene.
1. Open email for patron – automatic response stating “Thank you for using Trail & District Public
Library’s curbside service! Your order is being processed, we will contact you shortly to arrange a
delivery time.”
2. Enter patron information into shared folder S:\library\Staff\2020\Circulation\Curbside
pickup\Curbside pickup log.
3. Material should be selected and bagged by one person to avoid cross contamination.
4. Once materials are selected, they should be wiped down with disinfectant and placed in a canvas
TDPL bag. Write patrons name on the cards provided.
5. Email patron to arrange pick up time; pick up should be 24hrs after books have been placed in the bag
for quarantine. See email below:
Great news!
Your order is ready, just follow the few steps below and you’ll be reading in no time!
Your curbside appointment is scheduled for 10:00am on Monday May 7, 2020 (if you can’t
make this time please respond to the email or call the library at 250‐364‐1731). Please stay in
your car and a library staff member will bring your order out to you. The due date for your
items will be on the tag attached to your order. Please note the drop box is open at the front
of the Riverfront Centre.
6. Write pick up time on tag after confirming pick up time with patron. Pick up times should be between
10am – 11am only, in 10 minute increments.
7. Record pick up time in shared folder.






Pick up protocols for staff:
Wash hands before picking up curbside orders.
Ensure you have front door keys, hand sanitizer, mask and radio.
Place curbside sandwich board in appropriate location.
Wash the curbside cart, hands and keys after returning to the building.

Trail & District Public Library
Book Return Safe Work Procedure

1.

Disinfect counter surface on which book will be unloaded.

2.

Disinfect the book cart on which you plan to place clean items.

3.

Wash your hand before opening book drop door.

4.

Pull out book bin from the book drop and place books on the clean counter surface.

5.

Check in books and record on stats sheet.

6.

Wipe book down with disinfectant after check‐in.

7.

Place books on clean book cart.

8.

Label books with the date they were checked in and disinfected. Cleaned books remain in
quarantine for three days.

9.

Wipe down book bin with disinfectant before returning it to the book drop.

10.

Wipe down handle of book drop.

11.

Disinfect drop box opening outside of RFC.

After 3‐day quarantine:
1.

Wash hands before placing books back in their proper location.

2.

Wipe down cart and return it to the circulation desk.

Trail & District Public Library
General Circulation Safe Work Procedure

1. Do not share any aspect of your work space (i.e. desks, phones, pens, etc.).
2. Do not accept returns on the front desk. Returns must be placed in the book return slots, preferable
the outside slot.
3. Allow patrons to pick up items for other people (temporarily).
4. If you need to scan a library card, ask patrons to place their card flat on the desk and then scan.
5. If this isn’t possible, ask the patron to read out their library card number.
6. Reusable bags will not be accepted at this time. Please offer a plastic bag provided.
7. Use of hand sanitizer should be used between patrons.
8. Front counter surfaces should be cleaned frequently.

Workstations
1. Workstations should not be shared.
2. Keyboards, mice, counters and phones should be cleaned when you leave your workstation.
3. Staff should not share pens, pencils, etc. Staff should use supplies found in the provided
individual pencil cases and leave cases in their locker during breaks and at the end of the day.
4. Circulation staff should not share walkie‐talkies. One will be assigned to you at the beginning
of the day.

Trail & District Public Library
Gift Shop Safety Measures

Below are the specific safety measures currently in effect for the RFC Gift Shop:

Purchases



The RFC Gift Shop will only accept payment by debit or credit card at this time.
Heeding the current public health advice, plastic bags are in use again for customers requiring a bag.

Returns


The Returns Procedure prior to COVID‐19 will still apply, provided the original receipt(s) are
presented and tags intact.

Clothing/Hats




Customers may not try on clothing or hats before purchase. Signage will state this clearly. Returns
will be accepted if an item does not fit. We do not have the space for customers to remove
jackets/bags.
Prices of all items in the gift shop will be posted on walls in order to limit handling of items.

Quarantine


All items, including clothing, returned to the RFC Gift Shop will undergo a 72‐hour quarantine in the
Multipurpose Room.

Museum staff will undertake daily cleaning of the gift shop space and any quarantining of returned
purchases.

APPENDIX F
TMA SAFE WORK PROCEDURES – LEVELS 3, 4, 5

Research Room & Collections Safety Measures
General Measures – Staff Responsibilities
Below is the list of daily tasks to safely open the Research Room to the public/THS during COVID‐19.

Start of Day Checklist
At the beginning of the day, ensure a supply of disinfectants, sanitizers and PPE, including:
Hand sanitizer at the Reference Room entrance;
Sanitizing wipes at research and volunteer workstations;
Cotton gloves at research and volunteer workstations;
Clear signage at the entrance indicating policies and safety measures in place.

End of Day Checklist
Clear Research Room table
Quarantine all archival material utilized in Research Room
Disinfect Research Room table, chairs and supplies used

Archival Material Quarantine
Collection items used by volunteers or researchers will be tabled in the vault for 48 hours
prior to re‐shelving.

Specific Measures – Volunteers & Researchers
Below are the safety measures to be taken based on a variety of scenarios common to the Trail Museum &
Archives Research Room. Staff will ensure the space is clean and disinfected before and after use.

THS Volunteer Guidelines








One volunteer in the Research Room at a time with a concrete schedule developed.
Volunteers will wash their hands prior to entry to the Research Room in staff washrooms.
Staff will prepare volunteer workstation with all necessary office and archival supplies along the
newspaper side of the research table to allow for physical distancing through the room.
Photocopying is permitted. Library staff is offering copy services. In the event a print job for a
patron is required, volunteers will be asked to pause their task and allow room for library staff.
Volunteers must wipe down the copier and countertop at ALL TOUCHPOINTS prior to finishing.
A two‐hour time limit will be in effect, (before noon or after noon), for volunteer work.
Volunteers must arrive ON TIME: An early arrival will not allow you to begin early. A late arrival will
not extend the two‐hour limit. Staff needs appropriate time to prepare and clean.







The staffroom will not be available for volunteers to eat at this time, due to staggered lunch breaks
for staff. Shifts will end before or start after the lunch hour.
Personal items in the research room are limited to a purse or bag and coat or sweater. A separate
coat rack will be provided.
Volunteers will clear their workstation at the end of their shift, with any archival materials placed in
quarantine bin(s) provided.
Cotton gloves are mandatory when handling archival material. Staff will see they are washed.
No entrance to the Trail Riverfront Centre if you feel or show any symptoms of illness.

In‐person Researcher Guidelines











Appointments are mandatory 48 hours in advance, with a specific information about the research
being conducted.
A two‐hour time limit is in effect, with no more than two researchers a day (before noon or after
noon).
Researchers will be required to wash their hands (staff washrooms) prior to donning gloves.
Personal items in the Research Room are limited to a purse/bag and coat/sweater. A separate coat
rack will be provided.
Cotton gloves are mandatory when handling archival material. Staff will see they are washed.
Staff will prepare the researcher workstation with all necessary office and archival supplies along
the newspaper side of the research table to allow for physical distancing through the room.
The use of camera phones without flash is encouraged to limit need for scanning and photocopying
(where possible).
For the microfiche reader:
o Staff will prepare reels before appointment.
o Written instructions on reader use will be posted.
Researchers will not be permitted entrance to Trail Riverfront Centre or Research Room with any flu
or cold symptoms. In the event this occurs, appointments can be rescheduled in two weeks.

Donations to Collections
During institutional closure, delaying returns and extending loans minimizes risks to artifacts and people.
Even after reopening, isolating incoming materials in order to give time for any possible viral contamination
to naturally degrade is a prudent protective measure. Application of any chemical disinfectant or sanitizer
on collection material is not recommended. To date, conservative isolation periods of one week to nine days
is recommended and will be adopted by TMA staff should an extraordinary offer be made.
Due to limited space for an effective quarantine of any potential donations, staff recommends an extension
of the Collections Moratorium to the end of September 2020, at which time the issue will be re‐addressed.

RFC Gift Shop ‐ Safety Measures
Specific Measures – Purchases, Returns, Clothing and
Quarantine
Below are the specific safety measures currently in effect for the RFC Gift Shop:

Purchases



The RFC Gift Shop will only accept payment by debit or credit card at this time.
Heeding the current public health advice, plastic bags are in use again for customers requiring a bag.

Returns


The Returns Procedure prior to COVID‐19 will still apply, provided the original receipt(s) are
presented and tags intact.

Clothing/Hats




Customers may not try on clothing or hats before purchase. Signage will state this clearly. Returns
will be accepted if an item does not fit. We do not have the space for customers to remove
jackets/bags.
Prices of all items in the gift shop will be posted on walls in order to limit handling of items.

Quarantine


All items, including clothing, returned to the RFC Gift Shop will undergo a 72‐hour quarantine in the
Multipurpose Room.

Daily Checklist
Below is the list of daily tasks to safely open the RFC Gift Shop to customers:

Start of Day Checklist
Ensure there is a supply of hand sanitizer at the entrance of the building;
Clear signage at the entrance indicating only one (1) person permitted at a time;
Clear signage at the entrance indicating all customers must use hand sanitizer before
entry;
Ensure all pricing signage is still intact on the wall.

End of Day Checklist
Clean surfaces with cleaner provided;
Return any items of clothing to the gift shop once quarantine is over.

Trail Visitor Centre – Safety Measures
1. Place literature racks outside each morning and limit the amount of guides to 3 per
community/area.
2. Signage will ask visitors to “Take What You Touch”.
3. Frequent refilling of the racks will be necessary and museum staff will monitor this
throughout the day.
4. Visitors will be encouraged to find the 2020 Tourism Trail, BC guide online at
www.tourismtrailbc.ca.
5. Staff will increase use of social media to promote new COVID‐19 safety measures in Trail
and provide service updates throughout the summer as information becomes available.
6. A new racking system exists along the wall in the Teck Commons (under the stairs). This
eliminates the need for the bulky literature brochure racks and promote physical distancing
for computer users and library patrons.
7. The new VIC location is incorporated into the building flow plan in support of physical
distancing.

APPENDIX G
TDPL SAFE WORK PROCEDURES – LEVEL 4
TRAIL & DISTRICT PUBLIC
LIBRARY COVID‐19 SAFETY PLAN
CHILDREN’S PROGRAMS
(Outdoor & Indoor)
September 10, 2020
The Trail & District Public Library (TDPL) is committed to adapting opportunities which align with BC’s
Restart Plan and the Provincial Health Office (PHO) guidelines and directives.
The TDPL responded to direction from our public health officials to close facilities and cease services.
The TDPL is now responding to the direction to reopen our facilities and offer services to our
community cautiously, with the safety of staff and community being the priority.
This document is intended to provide our instructors/volunteers and participants an understanding of
the TDPL’s protocols and the requirements of the participants, and instructor/volunteers who are
conducting programs. This COVID‐19 Safety Plan is meant to provide information specific to general
programs offered through the TDPL. As these programs can be offered in multiple different sites, the
site specific plans also apply.
TRAIL & DISTRICT PUBLIC LIBRARY’S PROTOCOLS

The TDPL is responsible to:
1. Complete a Facility Assessment of program spaces prior to start of program.
2. Provide on‐site signage outlining COVID‐19 expectations for the program participants.
3. Train staff in being socially responsible if they are unwell. Stay home if they feel sick.
4. Update Program Agreements with protocols and COVID‐19 information as
recommended by the Municipal Insurance Association of BC.
5. Ensure instructors sign the Program Agreement prior to the start of the program.
6. Update participant Waivers/Informed Consent with COVID‐19 information as recommended
by the Municipal Insurance Association of BC.
7. Advise participants of hand hygiene and mask wearing protocols.
8. Create TDPL COVID‐19 Safety Plans that are specific to each site service area.
9. Provide site specific COVID‐19 Facility Guidelines where applicable.

10. Set program occupancy limits that consider the location of the activity, the type of activity, and
any other factors staff feel are relevant to ensure COVID‐19 safety measures can be adhered to.
PARTICIPANT PROTOCOLS

Registration:
Online pre‐registration is mandatory for all programs.
All participants must agree to comply with our COVID ‐19 environment protocols.

Screening:
Participants will be either:
o

Asked by instructional staff ‐ Do you have any of the following symptoms:
coughing, fever, sore throat or difficulty breathing?
o And/or asked to self‐assess their health status for symptoms related to COVID‐19 by
using the COVID‐19 Self Assessment Tool located here https://bc.thrive.health/
before participating in a program or service.
If any program participant answers yes to the health screening question, they will not be permitted
to attend the program. Anyone who has the symptoms of COVID‐19 is recommended to go straight
home and consult the self‐assessment app at https://bc.thrive.health/ or contact 8‐1‐1 for further
guidance related to testing and self‐isolation.

Program Waivers/Informed Consent:
Participants are required to review and acknowledge the new program Waivers/Informed
Consent.
The TDPL and its agents will not cover COVID‐19 claims.

Physical Distancing:
Two metre physical distancing is in place at all times.
No socializing or gathering, before, during or after your program.
Arrive 5 minutes prior to class and please leave immediately after the class including in
the parking lot.

Hand Hygiene & Equipment Cleaning:
All participants must wash hands or use hand sanitizer when entering programming areas and
again when leaving.
Wash your hands frequently with soap and water. If soap and water are not available, please use
hand sanitizer.
Carry and use hand sanitizers when programming in the community
Refrain from touching your face.
Practice respiratory etiquette – cough or sneeze into your elbow.
Do not share equipment.
Bringing own equipment to class is encouraged. If required to utilize TDPL equipment, please
follow cleaning protocols after use.

Personal Protective Equipment (PPE):
Facial masks are mandatory for adults and children aged 6 years and over. Face masks must be
worn the entire time, whether seated or not. The only exception being that if a program is
absolutely stationary, people may remove their masks when everyone is seated; however, physical
distancing is still mandatory.
Facial masks are recommended for children aged 3‐5 years.
Facial masks are not required for children aged 2 years and under.
Gloves are required if you are immuno‐compromised or if you care for someone who is.

General:

Do not spit.
Bring your own water bottle
Bring your own mask

Health Screening Controls:
Instructors/volunteers should self‐monitor for symptoms associated with COVID‐19 by using the
BC Health COVID‐19 Symptom Self‐Assessment Tool located here: https://bc.thrive.health/ and
answer the prompted questions, which include:
o Are you experiencing symptoms consistent with COVID‐19 (refer to the link above for
the most up to date list of symptoms)?
o In the past fourteen (14) days have you been outside of Canada or as directed by the
PHO.
o In the past fourteen (14) days have you been in close contact with anyone who is
symptomatic or has been diagnosed with COVID‐19?
If you answer ‘yes’ to any of the above questions, instructors/volunteers must stay home or if at
work, go home immediately and contact the Library Director for advice. Staff must submit a
Staff Absence Form.
(Note: As symptoms and information on the pandemic change, other questions may arise in
the survey. Follow the advice provided after the survey has concluded and if advised to stay
home, notify the Library Director immediately.)
Instructors/volunteers will ask participants the following questions when they arrive for
a program:
o Do you have any of the following symptoms: coughing, fever, sore throat or difficulty
breathing?
If any program participant answers yes to the health screening question, they will not be
permitted to attend the program. Anyone who has the symptoms of COVID‐19 is
recommended to go straight home and consult the self‐assessment app at
https://bc.thrive.health/ or contact 8‐1‐1 for further guidance related to testing and self‐
isolation. If a participant is severely sick (e.g. difficulty breathing, chest pain etc.) call 9‐1‐1.

Physical Distancing Controls:

Two metre physical distancing in place at all times.
No socializing or gathering before, during or after the program including in the parking lot.
Inform participants that they should arrive 5 minutes prior to program and please leave
immediately after the program.
Ensure that room occupancy does not exceed posted limits.
Confirm participant spacing requirements and protocols with Library Director.
For the Multipurpose Room, the maximum is 8 participants plus the instructor.

If a space cannot ensure physical distancing, the numbers must be reduced.
Maximum of 5 families (2 kids each) are allowed in an outdoor space or children’s programming
area. The space must be able to accommodate physical distancing. An entrance and exit should
be established in programming area for proper flow and allow for social distancing. Physical
distancing signage must be posted where participants enter the program. A registration table
may be used if there is adequate space.
Only one participant should use washroom facilities at a time.
Recommended spacing is outlined in the BCRPA Guideline for Restarting Recreation.

Personal Protective Equipment (PPE):
Facial masks are mandatory for all staff in programs. Instructor is responsible for proper
disposal of their single‐use mask or frequent cleaning of their reusable mask, dependent on
which type they choose to utilize. Information for the care and disposal of facial masks can be
found on the BC Centre for Disease Control website.
o Fabric masks should be laundered after each day and dried on the highest temperature
setting possible. They must be thoroughly dried before re‐use.
o Paper masks should be disposed of after each day of use in accordance to the link
above.
Instructor must wear a mask when they are moving about with participants including when
people are completing forms, etc. (until everyone is seated for the program if applicable).
Instructor/volunteer may opt to switch to a face shield only if they maintain distance (6’) and
participants and themselves are seated.
Instructor/volunteer is to remind participants of mask wearing requirements as necessary.
Additionally, disposable gloves are required if you are immuno‐compromised or if you care for
someone who is.
Gloves and mask are required if you are handling food and beverage items.
Gloves and mask are required if an instructor/volunteer is conducting first aid or carrying out
duties that regularly require the use of them.
Gloves are not to be used as replacement for proper and frequent hand hygiene. Wearing
gloves may actually help spread the coronavirus as workers may unintentionally touch
something or someone contaminated with the coronavirus with their gloved hand.

Hand Hygiene:
Hand sanitizer along with appropriate signage must be visible in all programming spaces.
Wash your hands frequently with soap and water. If soap and water are not available, please
use hand sanitizer.
Carry and use hand sanitizers.
Refrain from touching your face.
Cough and sneeze into tissue or elbow. Dispose of tissue straight away.
Minimize requirement to handle paperwork with participants. Sanitize hands before and after
handling shared documents.

Cleaning and Disinfecting:
Cleaning and disinfecting products will be available at each location. Instructor/volunteer
must follow cleaning protocols as outlined by the Cleaning and Disinfecting Safety Plan. This
includes but is not limited to:
o
o
o

All participants must use hand sanitizer when entering programming areas and againwhen leaving.
All frequent touch points must be cleaned before and after a program including tables and chairs.
Use of disposable cleaning items such as paper towels or wipes should be used, not cloths.

Adapt programming where possible to minimize the use of equipment.
Encourage participants to bring and use their own equipment.
If TDPL equipment is required, clean before and after use. Ensure that participants do not share
equipment. Program participants are not allowed in staff areas.

Distribution of Materials:
Consider the following when handing out materials:
If items are new or been stored, you don’t have to wear gloves, hand washing before and after is fine
 When dropping off items in a location or community, a mask should be worn and gloves if you
are touching a potentially contaminated surface.
 Programming participants should not be sharing equipment or supplies.
If physical registration forms are needed, preplacement on tables with clean pens are required for each
participant.

Food and Snacks:
Food and snacks will be discouraged at programs. If snacks are a part of service delivery the following
steps should be taken:
 Only one staff member is preparing food.
 Staff must wear gloves and a mask.
 Prepackaged food is to be purchased to limit contamination.
 Use paper towel instead of cloth or sponges.
 Participants are not to assist in preparation or clean up.
 Disposable plates or cutlery should be used.

First Aid Controls:
Instructors/volunteers will be required to following the OFAA protocols during the COVID‐
19 pandemic for first aid protocols.
o When a call is received for first aid, if possible, gather information on their symptoms.
o If no critical intervention is required, if possible, interview the patient and ask if
anyone in their household or their close‐contacts is sick or in self‐isolation due to
COVID‐19 suspicions or cases.
o If possible, direct the patient to self‐treat per OFA protocols. If providing direct patient
care, don the appropriate level of personal protective equipment, such as a mask and
gloves.
Instructors will have portable first aid kit with them onsite.
Instructors will be provided with PPE for first aid care to utilize if they cannot maintain physical
distancing.

COVID‐19 MEETING ROOM
Cleaning Procedure For Users

Users of the Trail Riverfront Centre Meeting Room are responsible for disinfecting all surfaces post‐
use. It is recommended that you wear the provided chemical resistant gloves and eyewear to
complete the following:
1.
2.
3.
4.

Spray table and chairs with cleaner provided;
Wipe and dry surface;
Spray again and leave to air dry;
Please return cleaning kit to front desk. A staff member will lock the door.

I understand the risk of COVID‐19 exposure associated with using a public facility. I will not enter
the Trail Riverfront Centre if myself or anyone in my household have experienced or been in
contact with anyone with cold or flu‐like symptoms within the last 14 days, and/or travelled or
been in close contact with anyone who has travelled outside of Canada in the last 14 days.

Meeting Room
COVID‐19 Booking Procedure
As part of the Trail Riverfront Centre’s Re‐Opening Strategy “Level 4”, the Meeting Room is now open for
quiet study use. Patrons must reserve the Meeting Room by calling the library or booking in‐person with a
circulation clerk. Walk in’s will be considered if the room is vacant, but users must also complete a
registration form.
The capacity of the Trail Riverfront Centre Meeting Room is 2 persons* (see notation below).
1. Upon booking, staff will Instruct the Meeting Room user(s) of the COVID‐19 Meeting Room safety
measures:








If feeling unwell or exhibiting any COVID‐19 symptoms on day of the appointment, the
appointment must be cancelled.
If user(s) has been out of the country in the last 14 days, an appointment can be made following
a 14‐day quarantine period.
A one‐person booking does not require a face covering. A two‐person booking (maximum)
requires both users to don face coverings for the entirety of the booking.
Bookings are for 1.5 hour periods. Additional time may be granted upon request for
educational purposes, such as invigilated exams, Zoom calls, and availability.
The user(s) is responsible to bring their own computer, tablet, and stationary.
The user(s) agrees to disinfect the area post‐use with supplies provided.
Food is not permitted, save for personal and lidded drinking containers.

2. Meeting Room bookings are recorded in the Outlook calendar under “Meeting Room”. When
making a reservation, staff will record the following information:






First and surname;
Library card number;
Phone or email in the event the booking must be cancelled;
Block out the appropriate time block;
A half‐hour between bookings is required for adequate disinfection.

3. Upon arrival of user(s) for the scheduled booking, staff will:


Inform user(s) that Wi‐Fi is an open hotspot.







Inform the last booking of the day they must leave Meeting Room 15 minutes prior to the
facility closing.
Review with the user(s) cleaning procedure before use and remind user(s) they are responsible
for cleaning the room post‐use.
Provide the user(s) with a well‐stocked cleaning kit, kept behind the circulation desk. The kit
includes the cleaning instructions, spray bottle, paper towel, safety glasses and gloves. Remind
user(s) to return the kit to the Circulation Desk when finished.
When cleaning kits are returned, disinfect or quarantine the kits in the Admin Room for 72
hours. Use sticky to date the kit upon return.

APPENDIX H
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Multipurpose Room
COVID‐19 Safety Measures & Booking
For Third Party Use
As part of the Trail Riverfront Centre’s Re‐Opening Strategy “Level 4”, the Multipurpose Room is now open
for third party use. In this case, third parties include facility stakeholders (i.e. Trail Historical Society, Trail &
District Public Library Board, Friends of the Trail & District Public Library). Third parties may also include
organizations outside of the stakeholder group only with participation of facility management (i.e. Teck’s
After Ours team, tourism committees, CBAL, etc.). Capacity of the Multipurpose Room is 8 persons.

Booking
The Multipurpose Room, for the purpose of third party usage, is only bookable by the Museum & Archives
Manager and the Library Director in the RFC Outlook Calendar under “Multipurpose Room”.

Management Responsibilities
As this space constitutes the largest open room in the facility, the Multipurpose Room also serves as the
staff lunchroom. Meetings must be booked to accommodate the staggered lunch hours of staff. Thirty
minutes must be allotted before and after the scheduled meeting time for cleaning and disinfection.
Management staff is responsible for the thorough disinfection of tables, chairs and other high touchpoints
(see Trail Riverfront Centre Cleaning & Disinfecting Procedures) for third party usage. Management is also
responsible for ensuring capacity is not exceeded.

Third Party Responsibilities
A third party representative must:
 Ensure all members of the organization have read, acknowledged and agreed to the terms of the
Addendum to Facility Use Agreement issued at the time of the booking (see attached) by either the
Museum & Archives Manager or the Library Director;
 Ensure an authorized signatory completes the Addendum to Facility Use Agreement and returns to
either the Museum & Archives Manager or the Library Director (with whomever they booked
usage);
 Submit a complete list of attendees with current contact information within 24 hours of the
meeting taking place.

The third party representative must reiterate with their organization members the following:
 If feeling unwell or exhibiting any COVID‐19 symptoms, the member must not attend;
 If a member has been out of the country in the last 14 days, the member must not attend;
 Members are responsible to bring their own supplies for the meeting (i.e. pens, stationary,
equipment etc.);
 Timely arrival and departure is requested, within five minutes of the start time and five minutes
of the end time;
 Physical distancing must be practiced;
 While masks are not mandatory, they are encouraged;
 Members must sanitize hands upon entry (hand sanitizer is provided);
 Food is not permitted, save personal and lidded drinking containers.

Record Keeping
The Museum & Archives Manager and the Library Director must retain Addendum to Facility Use
Agreement forms. The attendees list for each third party meeting must be retained and be accessible for 30
days.

COVID-19 Addendum to Facility Use
Agreement/License
PLEASE READ CAREFULLY!
Dr. Bonnie Henry stated on May 16, 2020 that “COVID‐19 is new for all of us”. The City of Trail responded to
the direction from our public health officials to first close our facilities and cease offering services, and we
are now responding to the direction to reopen our facilities and offer services to our community cautiously,
with the safety of our staff and community being our priority. This includes permitting user groups access to
our facilities, but solely on the basis that COVID‐19 precautions will be adhered to by any and all user groups
and individual participants.
COVID‐19 remains a worldwide pandemic and a threat to our local health and safety. We know the
following (this list is not intended to be exhaustive):
1. The infectious agent, SARS‐CoV‐2, has caused cases and outbreaks of a serious communicable
disease known as COVID‐19 among the population of the Province of British Columbia;
2. Our public health officials have determined this constitutes a regional event, as defined in section
51 of the Public Health Act;
3. A person infected with SARS‐CoV‐2 can infect other people with whom the infected person is in
contact; and
4. The gathering of people in close contact with one another can promote the transmission of SARS‐
CoV‐2 and increase the number of people who develop COVID‐19.
We cannot be certain that a person (of any age) will not contract SARS‐CoV‐2 at one of our facilities and/or
while participating in one of our programs, but we have taken the steps required to develop the Trail
Riverfront Centre COVID‐19 Safety Plan. This plan has been made available for your review via email, is
posted in the Trail Riverfront Centre and is also available upon request. Included in our Safety Plan are new
COVID‐19 policies and procedures, which will continue to evolve. Our COVID‐19 Safety Plan and all new
policies and procedures have been implemented, but the risk remains that a COVID 19 outbreak could
occur despite our efforts.
As the representative of a user group, you are required to read and confirm that you and your organization
understand the Trail Riverfront Centre COVID‐19 Safety Plan and COVID‐19 policies and procedures. You are
required to circulate this Addendum to the participants in the activity for which you are utilizing our

facilities. You are required to take steps to ensure that participants act in accordance with the Trail
Riverfront Centre COVID‐19 Safety Play and COVID‐19 policies and procedures. Failure to
adhere to the same could result a loss of access privileges for your user group or any particular person
therein.
The Public Health Order of July 27th on Gatherings and Events pertains to public recreation and community
venues when it comes to 3rd party users/renters of a City owned public space. This order requires the
owner/operator of the facility to obtain a complete attendee list (first & last name, email and/or phone
number) for anyone in attendance at each booking within 24 hours from when the booking occurred.
Attendees could include, but is not limited to, participants, parents, coaches, volunteers, staff, etc. This
information can be provided to Sarah Benson‐Lord, Museum & Archives Manager (sbenson‐lord@trail.ca)
or Samantha Murphy, Library Director (smurphy@trail.ca). Failure to comply will result in a loss of
privileges to book public space.
It is vital that no person who feels sick in any way visit any of our facilities and/or utilize any of our services.
It is also vital that no person brings a child who feels unwell or is showing any symptoms of illness to any of
our facilities and/or programs.
It is vital that any person who believes that they may have become ill within 14 days of visiting the Trail
Riverfront Centre report this immediately to us by contacting Sarah Benson‐Lord (Museum & Archives
Manager) and/or Samantha Murphy (Library Director) and seek appropriate medical attention by first
calling 8‐1‐1. We will share personal information for the purposes of contact tracing if the need arises. To
attend the Trail Riverfront Centre, all persons taking part in your activities must consent to the same.
For more information regarding the risks associated with COVID‐19, please review the BC CDC guidelines for
facilities like ours (library, museum/archives, gift shop): http://www.bccdc.ca/health‐info/diseases‐
conditions/covid‐19/community‐settings/malls‐stores.

I (and all relevant organization members/participants/volunteers) have read, understand
and agree to this Addendum to Facility Use Agreement/License.

INITIAL HERE

I (and all relevant organization members/participants/volunteers) have reviewed the Trail
Riverfront Centre (City of Trail/TDPL) COVID‐19 Safety Plan.

INITIAL HERE

I (and all relevant organization members/participants/volunteers) have reviewed the Trail
Riverfront Centre (City of Trail/TDPL) COVID‐19 Policies and Procedures.

INITIAL HERE

___________

___________

___________

Signed on behalf of: __________________________________
Your Organization’s Name

______________________________
Name, Title

__________________________
Date

______________________________
Signature

___________________________
Cell Phone Number

______________________________
Organization Email

Script Regarding Mandatory Use of Masks
Per Provincial Health Order of November 19, 2020
All employees and patrons are required to wear a mask or face covering to access services at the Trail
Riverfront Centre, per the Provincial Health Order of November 19, 2020. Exceptions do exist for the
following individuals:
 Children under 2 years of age
 Persons unable to put on or remove a mask on their own
 Persons with medical conditions (a reminder some conditions will not be visible)
SITUATIONAL SCRIPTS
The following is a situational script to guide interaction with the public:
SITUATION 1: Patron approaches or enters the facility not wearing a mask
Greet patron: “Hello. Welcome to the Trail Riverfront Centre. Do you have your mask with you
today?”
 If yes, say: “Thank you for putting it on and wearing in while in the building.”
 If no, say: “Masks are now required by the Province and I do have one for you today. Thank
you for remembering to bring yours on your next visit. Please sanitize your hands on the way
in….”
 If they tell you they don't have to wear one because they have conditions which make them
exempt, acknowledge it, and remind them that distancing and other preventative measures
must still be observed.
SITUATION 2: Someone refuses to wear a mask


If the individual refuses to wear a mask, say: “We are doing our best to keep everyone
safe. Wearing masks in public spaces is now required in BC.” If patron proceeds to put on the
mask, thank them.



If patron still refuses to wear a mask, reiterate: “Masks are now mandatory. So, I am sorry, but
if you are unwilling to wear this mask, you will not be permitted to enter the building today.”



If interaction becomes escalated, see next section.

SITUATION 3: Patron is not properly wearing a face mask


Greet patron: “Hello. Welcome to the Trail Riverfront Centre. Thank you for wearing your
mask today. We are doing our best to keep everyone safe. Our focus is on awareness and

education, so please note that your mask is most effective when it fully covers your nose,
mouth, and chin. Please sanitize your hands on the way in….”
SITUATION 4: Patron is wearing a scarf or bandana instead of a face mask


Greet patron: “Hello. Welcome to the Trail Riverfront Centre. I notice you are wearing a
scarf/bandana instead of a face mask. Our focus is on awareness and education, so please
note that they are not as effective as a mask, which fully covers your nose, mouth, and chin.
We are pleased to offer you a mask during your visit today. Please sanitize your hands on the
way in….”.

NON‐COMPLIANCE & ESCALATION
In some instances, a patron may escalate the situation and demonstrate non‐compliance with this
mandated public health other. In no way is staff expected to engage in conflict with a patron.
Below are instances when additional supports from management and/or RCMP are necessary:
 If a non‐compliant patron refuses to leave the facility when asked, calmly notify them that the
RCMP will be dispatched. The non‐emergency RCMP number is 250‐364‐2566.
 Should the situation escalate to a point where employee or patron safety is at risk, call 9‐1‐1
immediately and follow the 9‐1‐1 script posted at each telephone.

Worker Health Checks
Per Provincial Health Order of November 19, 2020
The Provincial Health Officer issued an order on November 19 that includes a requirement for employers in all
regions to ensure that every worker conducts a daily health check before entering the workplace. This order
remains in place until midnight on December 7 or as otherwise advised by the PHO. The information below
provides clarity around what is required for daily health checks.
Per WorkSafe BC, the following measures apply to all employees of the Trail Riverfront Centre. The self‐
assessment below is a workplace requirement and must be conducted before you leave your home for work.
Upon arrival at work, you will be required to sign‐off that you do not exhibit any of the symptoms below. This
sign‐in sheet will located in a separate section of our general Sign‐In Log.
Please do not enter the workplace if you:
 Have travelled outside of Canada within the last 14 days
 Have been identified by Public Health as a close contact of someone with COVID‐19
 Have been told to isolate by Public Health
 Are displaying any of the following new or worsening symptoms”
o Fever or chills
o Cough
o Loss of sense of smell or taste
o Difficulty breathing
o Sore throat
o Loss of appetite
o Extreme fatigue or tiredness
o Headache
o Body aches
o Nausea or vomiting
o Diarrhea
Supervisory staff is responsible for ensuring the sign in sheet is available daily, is signed by all staff reporting to
work each day and for retention of signed sheets.
The WorkSafe BC poster will be made available to all staff.

Additional Safe Work Procedures
The City of Trail and Trail & District Public Library will continue to monitor all new SWPs for effectiveness and
potential oversights. New SWPs will be developed as we collectively move through the Service Restoration
Phases. Modifications to the SWPs in this document will be based on regular audits of workspaces and public
interaction and always in conjunction with OH&S representatives.
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