
 
UBCM Office Safety Plan – as of November 13, 2020 

 
 

1. STEP 1: Workplace Risk Assessment – Developing a COVID-19 Safety Plan 
 
Employers are required to develop a COVID-19 (COVID) Safety Plan that outlines the policies, 
guidelines, and procedures put in place to reduce the risk of COVID transmission. This plan 
follows the six steps outlined on COVID and returning to safe operation. Employers must 
involve all staff, joint health and safety committees, and supervisors in identifying protocols for 
the workplace. 
 
A formal plan does not need to be in place to begin operations, but it is expected to develop 
and protect the safety of staff and external guests. UBCM does not have to provide a copy of 
the workplan to WorkSafeBC, but in accordance with the order of the Provincial Health Officer, 
this plan must be openly posted within the building.  
 
One part of developing the COVID Safety Plan is identifying protocols that everyone at the 
workplace must follow to keep everyone safe. UBCM may need to identify and implement 
additional protocols if the protocols suggested here do not sufficiently address the risk to staff. 
 
As per the WorkSafeBC guidelines for office protocols, there are four (4) protocol levels for 
Victoria (Appendix A) and Richmond (Appendix B) locations to consider. Note that different 
protocols offer different protections.  

 
Level 1 protection (Elimination):  Use policies and procedures to keep people at a safe physical 
distance from one another. Limit the number of people in your workplace at any one time, and 



 
implement protocols to keep workers at least 2 metres from other workers, customers, and 
members of the public.  
 

 Level 1 protection is appropriate to the recommended policies and procedures for both 
UBCM Victoria and Richmond office locations. 

 
Level 2 protection (Engineering Controls):  If you can’t always maintain physical distancing, 
install barriers such as plexiglass to separate people.  
 

X Level 2 protection is not required for the Victoria and Richmond locations. Both UBCM 
locations have individual private offices and common areas with adequate space to meet 
physical distancing requirements. 

 
Level 3 protection (Administrative Controls):  Establish rules and guidelines, such as cleaning 
protocols, telling workers to not share tools, or implementing one-way doors or walkways.  
 

 Level 3 protection is appropriate, and rules and guidelines for cleaning protocols and 
common areas have been established. 

 
Level 4 protection (PPE):  If the first three levels of protection aren’t enough to control the risk, 
consider the use of non-medical masks. Be aware of the limitation of non-medical masks to protect 
the wearer from respiratory droplets. Ensure workers are using masks appropriately. 

 
X Level 4 protection is not required for the Victoria and Richmond locations; however: 

o Disposable masks will be available to UBCM guests and visitors, if needed.  

 
 

2. STEP 2: Implement Protocols to Reduce Risks 
 
Based on the above tiered protection guidelines, both UBCM offices should concentrate on 
following Level 1 (elimination) and Level 3 (administrative controls) protections: 

 
 

3. STEP 3: Develop Policies 
 
For the daily operations to resume in the Victoria and Richmond offices with increased staff during 
COVID, there are many practices that would be used by all throughout the building based on 
occupancy and/or usage. 

 
 

4. STEP 4: Develop Communication Plans and Training 
 

1. UBCM’s Senior Leadership Team (SLT) will review and approve the provided return-to-
work guidelines (Safety Plan). 

2. SLT will communicate the Safety Plan to staff.  Staff are responsible for understanding 
the Safety Plan before returning to work and following the Safety Plan while in any 
UBCM office. 

3. Any questions or concerns should be communicated directly to an SLT member.   



 
4. Office Administrator(s) will create posters and information sheets outlining current 

guidelines, as required. 
5. Staff will be advised of any changes to the Safety Plan via email, as required. 

 
 

5. STEP 5: Monitor Workplace and Update Plans as Necessary 
1. All staff are responsible for monitoring the workplace environment and providing input 

regarding the Safety Plan, to the SLT as necessary. 
2. The SLT will make any necessary amendments to the Safety Plan. 

 
 

6. STEP 6: Assess and Address Risks from Resuming Operations 
1. SLT will continue to asses and address risks through active monitoring from all staff. 
2. The Safety Plan is subject to change based on identification of risks, information 

provided from WorkSafeBC, BC Ministry of Health, and/or the Public Health Officer 
(APPENDIX C). 

 

 



 

 



 

 



 

 


