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PURPOSE
In order to return to safe operations, WorkSafe BC requires employers to develop a COVID-19
Safety Plan.  This safety plan outlines the policies, guidelines and procedures that have been
put in place to reduce the risk of COVID-19 transmission so that the Pemberton & District Public
Library (PDPL) can return to safe operation.

SCOPE
All employees must comply with the guidelines and protocols set out in this plan.

Who is our authority?
PDPL follows Public Health Agency of Canada, the BC Ministry of Health, WorkSafeBC, and
Vancouver Coastal Health

DEFINITIONS
COVID-19 – The novel coronavirus SARS-CoV-2 first identified in late 2019 that causes a
respiratory infection.  It was declared a pandemic on 11 March 2020 by the World Health
Organization.

During the COVID-19 pandemic, staff are still permitted to work on site to maintain library
services during the closure.  To adhere to the Provincial Health Officer recommendations the
following preventative measures must be followed by all staff

Common sense practices:
● Wash hands regularly for a minimum of 20 seconds with soap & warm water or hand

sanitizer, particularly before and after eating
● Sneeze or cough into your sleeve or a tissue and dispose of it right away
● Avoid touching your face with unwashed or gloved hands
● Practice social/physical distancing of 2m
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Managing Risk of Transmission

1. Mode of Transmission
The virus that causes COVID-19 spreads in several ways, including:

a. Through droplets when a person coughs or sneezes,
b. From touching a contaminated surface before touching the face.

2. Reducing Risk of Transmission

You can reduce the risk of transmission of COVID-19 in any situation you encounter in the
workplace by following the general guidelines recommended by WorkSafe BC, the BC
Centre for Disease Control, and Health Canada:

● Wash hands often, or sanitize them with an isopropyl alcohol-based sanitizer;
● Sneeze or cough into your elbow;
● Avoid touching your face;
● Practice social distancing of at least 2 metres between individuals.

3. Levels of Protection

The library will put in place protocols that offer the highest level of protection possible for
different situations.

a. Elimination – Policies and procedures to keep
people at a safe physical distance from one
another.

b. Engineering Controls – Installation of barriers to
separate people in situations where one cannot
maintain physical distancing.

c. Administrative Controls – Rules and guidelines
for workplace operations and the delivery of
different types of service for employees to follow
to reduce the risk of transmission.

d. Personal Protective Equipment (PPE) – The use
of non-medical masks and gloves if the first three
levels of protection cannot adequately control the
risk.
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Mandatory masks in the workplace

As per the Provincial Health Order of November 19, 2020 everyone aged 12 years and older1

are required to wear a mask in all indoor public and retail settings and workplaces . This
requirement applies to all indoor public settings and all retail stores, and all other workplaces in
shared work areas and any area where physical distancing cannot be maintained and where
workers are not separated by a barrier.
This requirement will be strictly enforced with workers and customers.  Library staff may refuse
entry or service to customers who are able to wear masks and refuse to do so.
People who cannot put on or remove a mask on their own are exempt from the requirement.
Masks for children under the age of 2 is not recommended.
All workplace protocols including health checks, physical distancing, barriers, masks, and
cleaning protocols need to remain in place, and must be followed appropriately.

Cleaning and Disinfection

1. Definitions
Cleaning – The physical removal of visible soiling through the use of a cleaning cloth,
and water and detergent.  This removes, rather than kills, viruses and bacteria.
Disinfection – The killing of viruses and bacteria by applying a chemical disinfectant to
an object.  Objects can also be disinfected by quarantining them for up to 72 hours.

2. General cleaning of high touch public access surfaces will be completed nightly by the
janitors in addition to the current cleaning schedule.

3. Enhanced cleaning and disinfection of high touch surfaces (door handles, book carts,
computer workstations etc) will be conducted on a regular basis throughout the day with
a detailed checklist to be signed off by staff.

4. The following disinfectants are suitable for use at the Library:
a. 1:100 Bleach Solution (5 ml (1 teaspoon) bleach to 495 ml (2 cups) water) – used

to disinfect collections material, counters, handles and furniture.
b. 70% + Isopropyl Alcohol – used to disinfect electronics and screens, and hands

between washings.
c. Disinfectant Wipes (such as Lysol or Clorox) – can be used as an alternative

method to wipe down surfaces and electronics.
d. Diversey “Morning Mist” Neutral Disinfectant Cleaner2

5. Staff need to refer to the safety data sheets for the chemical disinfectants before they
first use them.
6. Staff should use rubber or latex gloves when using a bleach solution.

2 This product is listed as a hard-surface disinfectant for use against COVID-19
https://www.canada.ca/en/health-canada/services/drugs-health-products/disinfectants/covid-19/list.html#t
bl1

1https://www2.gov.bc.ca/gov/content/safety/emergency-preparedness-response-recovery/covid-19-provin
cial-support/restrictions
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7. Under no circumstances shall anyone mix chemical disinfectants, either in a container
or on a surface.  Dangerous fumes or chemical reactions may result.

Cleaning Schedule
The premises will be cleaned and disinfected once a day after the Library closes.

The washroom will be fully cleaned and disinfected once a day after the Library closes.  High
touch areas (toilet handles, tap handles, door handles and counters) should be cleaned and
disinfected twice a day.

Public workstations and computers will be disinfected after each use.

Staff workstations will be disinfected between users.

Coming to Work

Self-monitor your health.  If you are feeling unwell, stay at home until you feel better.

1. You should not come to work if:
a. You display any new or worsening symptoms related to COVID-19 .  Common3

symptoms are fever, dry cough, sneezing, and a sore throat.  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 travelled outside of Canada within the last 14 days
c. You have been identified by Public Health as a close contact of someone with

COVID-19
d. You have been told to isolate by Public Health

If you are required to self-isolate, discuss with the Library Director about options to work
remotely.

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 are part of a vulnerable population that is at increased risk of more severe
outcomes:  65 or older, compromised immune system, underlying medical
conditions.

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

3 http://www.bccdc.ca/health-info/diseases-conditions/covid-19/about-covid-19/symptoms
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b. Taking unpaid leave.
4. If you start to feel unwell while at work report it immediately to the Library Director and

go home and self-isolate.
If you are unable to leave the Library immediately you must:

● Put on a face mask
● Wash your hands
● Isolate yourself until you are able to leave

5. Shifts or hours of work may be modified or reduced to support physical distancing
measures, 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

What is the difference between isolation and quarantine?
Isolation is used to separate ill persons who have a communicable disease from those who are
healthy. Isolation restricts the movement of ill persons to help stop the spread of certain diseases.
Quarantine is used to separate and restrict the movement of well persons who may have been
exposed to a communicable disease to see if they become ill. These people may have been
exposed to a disease and do not know it, or they may have the disease but do not show symptoms.
Quarantine can also help limit the spread of communicable disease.

Arriving at work

● Staff are to enter the building through the Library’s fire escape door at the Portage Road
side of the building.

● Ensure physical distancing recommendations (2 metres) are adhered to on arrival during
your shift.

○ Access to the Library should be restricted to the times scheduled.  This is to
ensure occupancy levels are maintained.  If you require access to the facility
outside of a time you are scheduled to be there, please advise the Library
Director beforehand.

● Please use hand sanitizer immediately upon arrival.
● Complete the daily health check as per the Provincial Health Order of November 19,

2020. Health checks are mandatory self-assessments conducted by workers and
includes confirming with their employer, in written or verbal format, that they have
reviewed the complete list of entry requirements (included on the entry check poster)
and that none of the prohibited criteria apply to them. .4

● If you have deactivated the alarm, please disinfect the touch pad.  Disinfectant and a
cloth will be located in the study carrel by the fire escape door.  This cloth should be
replaced at the end of every shift.

4 https://www.worksafebc.com/en/about-us/covid-19-updates/health-and-safety/health-checks
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Use of workspaces

● In order to maintain social distancing, and minimize the need for repeated sanitizing of
workspaces throughout the day, staff should adhere to the scheduled workspace
allocations. Workstations should be disinfected both at the start and end of each
“shift” using the Diversey “Morning Mist” Neutral Disinfectant Cleaner . Several5

bottles have been located at key workstations.
○ When cleaning workstations, focus on high touch areas such as the computer

keyboard, mouse, desk surface, armrests, and phone.
● All cloths and towels should be put in the laundry bag at the end of each shift
● Do not share pens. Each staff member will have their own pen holder to store their pens

and note paper etc. for use during their shift.
● It is recommended to not use shared kitchenware – bring your own from home for now,

or clearly label which of the items in the shared facilities you are using

Throughout a shift

● Use the same telephone throughout your shift.  Four (4) telephones are available for use
and should not be shared.  Disinfect the handset at the beginning and end of each shift.

● Wash your hands regularly throughout your shift, particularly after handling library
materials.

Before leaving work

● Tidy and disinfect all workstations used.
● Place any used cloths in the laundry bag.
● Use hand sanitizer before leaving

5 This product is listed as a hard-surface disinfectant for use against COVID-19
https://www.canada.ca/en/health-canada/services/drugs-health-products/disinfectants/covid-19/list.html#t
bl1
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Public Access to the Library
1. The library will take a phased approach to restore services and public access to its

physical location in alignment with the provincial restart plan, and in consultation with
provincial and regional health authorities, and local governments.

2. Restrictions to limit access to the library’s spaces and services will be implemented to
manage risk and will change over time. The timing of the restoration of service levels,
and easing of restrictions, will vary depending on the nature of the service.

3. Hours that the physical location of the library is open to the public will be limited so staff
can focus on assisting patrons and implementing risk mitigation strategies during these
hours. Over time, the hours of operation will be extended in a phased approach. Initial
access will be by appointment only.

4. A minimum of two (2) staff members will be in the facility at all times when the library is
open to the public.

5. The amount of available seating and public computers will be reduced to promote
physical distancing.

6. The library will use best practices from other sectors, such as grocery stores, to manage
public access to its collections. In the initial phases, this includes restrictions on access
to, and browsing of, the library collection. Collection of library materials should be
arranged in advance and scheduled.

7. All library material returns must be made via the two (2) available book drops.
8. All shared items such as headsets, toys etc. will be removed.
9. Until it is deemed safe to offer in-person programming, Library programs (such as story

time or workshops) will be organized digitally where appropriate.

Communications
1. Occupancy limits will be posted at the entrance to the library. There will be separate

occupancy limits set for the main library and children’s library according to available
square footage.

2. Details about access to library services will be posted on the library’s website and social
media feeds, and will be sent to local media and local governments.

3. Staff will greet visitors when they enter the library, direct them to use hand sanitizer before
proceeding, and ask if they need any assistance.
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Materials Handling Procedures

Returns

● The Returns Box is open all week. All borrowed materials must be returned via one of
the two (2) returns boxes.  Staff are not to accept returns directly from patrons.

As per the BC CDC guidelines for Libraries, Libraries are not required to ‘quarantine’ or disinfect
their loaned items; however, some libraries are taking this extra step.

Effective Friday April 16th 2021, returned items will no longer be quarantined for a minimum of
72 hours.  Staff should continue to practice good hand hygiene when transitioning between
tasks.

● Processing/ Checking In Returns
○ Wash your hands or sanitize thoroughly before starting.
○ Check in materials as usual.
○ Thoroughly wash or sanitise your hands before starting any new tasks.

References
1. Worksafe BC including Arts and Cultural Facilities Protocols for Returning to Safe

Operations
https://www.worksafebc.com/en/about-us/covid-19-updates/covid-19-returning-safe-oper
ation/arts-and-cultural-facilities

2. ABCPLD Best Practices for Restoration of Public Library Services during COVID-19
https://abcpld.ca/abc-bestpractices-covid

3. Ministry of Education Guidance Framework for Public Library Systems
https://www2.gov.bc.ca/assets/gov/residents/sports-and-recreation/arts-culture/public-libr
aries/guidance-public-libraries-restoration-of-services.pdf

4. Information regarding quarantine of library materials
https://www.nejm.org/doi/full/10.1056/NEJMc2004973.

5. http://www.bccdc.ca/health-info/diseases-conditions/covid-19/community-settings/librarie
s

Amendments
First version approved by the Board of Trustees June 21, 2020 (via email)

Amendment Date

Mandatory Masks PHO November 20, 2020

Removal of library materials quarantine procedures April 23, 2021
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