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COVID-19 Safety Plan 
 
With reference to WorkSafeBC’s safety plan templates (link here) the 
following steps have been considered in collaboration with all staff 
members.  All staff have read and are in compliance with the mitigations 
stated below.  
 
Staff members involved: 
 
Lisa Brown (LB) 
Lincoln Yam (LY) 
 
Work Site Locations:  
 
Employee Home Offices (Primary)  
Suite Genius Offices – Kitsilano and Mount Pleasant (Secondary site, 
visited by L. Brown 4x per month – no longer being used as of Nov. 25th) 
 
This plan will be revisited from time to time to respond to any new 
directions from the Provincial Health Offer. 
 
Step 1: Assessment of risks at the workplace 
 
The virus that causes COVID-19 spreads in several ways. It can spread in droplets 
when a person coughs or sneezes, and it can also spread if you touch a 
contaminated surface and then touch your face.  
 
The risk of person-to-person transmission increases the closer you come to 
people, the more time you spend with them, or the more people you come near to. 
 
The risk of surface transmission increases when people contact the same surface 
and when those contacts occur in a short period of time. 
 

☐ ☐ We have involved workers when assessing our workplace 
☒We have involved workers, supervisors and any health/safety representatives (if 
applicable). 
☒We have identified areas where people may gather, such as break rooms or meeting 
rooms.  
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☒We have identified jobs tasks where workers may be in close proximity to each other.  
☒We have identified any tools, machinery and equipment that workers may share while 
working.  
☒We have identified surfaces that people touch often, such as doorknobs, light 
switches and other similar areas.  
 
Step 2: Implement protocols to reduce the risks 
 
There are 4 levels of protection protocols. Wherever possible, use the protocol 
that offers the highest level of protection (top of the diagram). Consider controls 
from subsequent levels to help fill any gaps that the higher levels do not cover.  
 

 
 

First Level (Elimination) – limit the number of people present by implementing work-
from-home arrangements, establish occupancy limits, etc. Rearrange workspaces to 
ensure that social distancing requirements are met within the workspace. Limit the 
number of visitors/customers that are allowed to enter. 
 
Second Level (Engineering Controls) – if maintaining physical distancing is not 
always possible, install barriers to separate and control the flow of people.  
 
Third Level (Admin Controls) – establish rules and guidelines, such as posted 
occupancy limits, cleaning practices and one-way doors and walkways.  
 
Fourth Level (PPE) – if the first three levels are not sufficient, consider the use of PPE 
(masks, face shields, etc.). Ensure that PPE is being used correctly and proper 
care/disposal is followed.  
 

☐ ☐ First Level Protection (Elimination): 
☒We have implemented work-from-home arrangements, using virtual meetings to limit 
the number of people in the workspace at any given time.  
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List of measures in place:  

x We are working offsite/from home primarily, with limited time spent in a common 
workspace/office. As a result, very little interaction takes place in a common 
workspace. 

x We have created a safety plan for those working from home (located here).  
x We are conducting most meetings virtually, as opposed to in-person.  
x We have implemented policies to ensure that all workers maintain a minimum 2 

metre distance from each other.  
 

☐ ☐ Second Level Protection (Engineering):  
 
List of measures in place:  

o None required at home offices. Secondary workspaces have measures in 
place, and Cintra staff are required to follow them (see Appendix 1). 

 

☐ ☐ Third Level Protection (Admin):  
☒We have identified rules and guidelines for how workers should conduct themselves.  
☒We have clearly communicated these rules and guidelines to workers through a 
combination of training and signage.  
 
List of measures in place:  

x COVID-19 Safety Plan (this document) has been sent to all workers and all 
workers are expected to comply and follow these directions. 

x Suite Genius (shared office space) has posted guidelines for all those who are 
working from the shared workspace to follow as well (see Appendix 1). 

o Whenever possible, we are working from home. However, when it is 
necessary to work from a shared office space, we are in compliance with 
both the guidelines from Suite Genius and the Cintra corporate Safety 
Plan. 

 

☐ ☐ Fourth Level Protection (PPE): 
☒We have reviewed the information on selecting/using masks and instructions on how 
to use a mask.  
☒We understand the limitations of masks and that they should only be considered if 
other control measures cannot be implemented. 
☒We have taught/instructed/given resources to workers on how to use a mask 
properly.  
☒We are aware and in compliance with the BC government’s mandatory mask 
mandate (link here). 
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List of measures in place:  

x On those occasions where a worker is in a shared office with those outside our 
household, we have implemented a policy of wearing masks while in the office 
wherever keeping a 2 metre distance is not possible. 

x When speaking with others, ensure that both yourself and others are wearing 
PPE. 

 

☐ ☐ Implement effective cleaning and hygiene practices:  
☒We have reviewed the information on cleaning and disinfecting surfaces.  
☒Our home offices have sufficient handwashing facilities on site for all workers. These 
locations are visible and easily accessed.  
☒Workers must wash their hands frequently and we have communicated good hygiene 
practices to workers.  
 
List of measures in place:  

x All workers at their home offices must sanitize/wash their hands upon 
entering/exiting the office and using the washrooms.  

 
Step 3: Develop policies  
 

☐ ☐ Develop the necessary policies to manage the workplace, including 
policies around who can be at the workplace, how to address illness and how 
workers can be kept safe in these working conditions.  
 
☒As working from home is our standard practice, we do not have a specific work from 
home policy in place.   
☒Sick workers should be asked to wash their hands, isolate themselves and stay 
home.  
☒If the worker is severely ill, call 911 immediately.  
☒Clean and disinfect any surfaces and shared spaces that the ill worker has come into 
contact with.  
☒If you have come into contact with anyone who may have COVID-19, isolate yourself 
and assume work-from-home and monitor your health.  
 
List of measures in place: All employees are required to read, understand and comply 
with this COVID-19 Safety Plan. 
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Step 4: Develop communication plans and training 
 

☐ ☐ We ensure that everyone entering the workplace, including workers 
from other employers, know how to keep themselves safe while at our workplace.  
 
☒We have a training plan/manual to ensure everyone is trained in our policies and 
procedures.  
 
List of measures in place: All employees are required to read, understand and comply 
with this COVID-19 Safety Plan. 
 
 
Step 5: Monitor the workplace and update as necessary 
 

☐ ☐ Things may change as our business operates. If we identify a new 
area of concern, or if it seems like something isn’t working, we will take steps to 
update policies.  
 
☒We have a plan in place to monitor risks. We make changes as necessary.  
☒Workers know who to go to with health and safety concerns/suggestions.  
☒When resolving issues, we will involve other workers to ensure ideas are communal.  
 
List of measures in place: This COVID-19 Safety Plan, to be revisited every two months 
at a minimum or updated upon new information/mandates released by the BC 
Government. 
 
 
Step 6: Assess and address risks from resuming operations 
 

☐ ☐ We understand the risks that may arise from restarting operations. 
We are prepared to face these risks and to limit them by ensuring all workers 
understand our protocol in place. 
 
☒All new staff will undergo our workplace training for COVID-19 protocol.  
 
List of measures in place: All employees are required to read, understand and comply 
with this COVID-19 Safety Plan.  
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Working from home: how to ensure your safety at home.  
 
Working from home during a pandemic can be stressful and difficult, especially if 
you are not used to working from your home. In order to set yourself up for 
success and safety, please consider the following suggestions.  
 

x ☒Ensure that your workspace is comfortable and suitable to your needs.  
x ☒Organize your workspace and keep it free of unnecessary items.  
x ☒Ensure that you take short breaks from looking at a screen if you work 

primarily on a computer.  
x ☒Keep your workspace separate from the rest of your home. Try to make it clear 

where you work to ensure that you have a distinction between “work” and 
“home”.  

x ☒For a more detailed guide to setting up a workspace, see 
https://www.worksafebc.com/en/resources/health-safety/information-
sheets/setting-up-home-workspace 

x ☒For a guide on setting up your workplace with regards to ergonomics and 
ensuring your physical health while working from home, see Appendix 2 (taken 
from SBBC seminar – Ergonomics in the COVID Era) 

 
Keeping healthy is extremely important, especially during the COVID-19 
pandemic. In order to ensure your safety, please consider the following 
guidelines.  
 

x ☒If you are working from home, try to minimize your need to leave your home 
workspace and go into a shared workspace/office. 

x ☒If you do need to work from our shared space occasionally, make sure to 
follow the guidelines that our workspace has set out.  

x ☒Wear PPE and wash your hands whenever you have to go out. Even if you are 
able to maintain a 2 metre social distance, consider continuing to wear PPE. 
Make sure to wash your hands whenever you return to your home.  

x ☒Remember that masks are mandatory within any public indoor location, as per 
the BC government’s mask mandate (link here). 
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Appendix 1: Suite Genius COVID-19 Restart Plan 
 
These details are taken from the Suite Genius website (suite-genius.com/covid-19). In 
the case of disparities between this appendix and the current guidelines on the website, 
the current guidelines set out by the website take precedence. 
 
Suite Genius will continue to do the following: 

x Additional cleaning with extra focus on high-touch areas 
x Hand sanitizer at entrances and communal areas 
x Offer disinfectant wipes at the shared tables for you to wipe down your stations 

before and after using them 
x Minimize the number of chairs in the hot-desking areas to allow members to 

spread out 2m apart 
x Manage the capacity of our offices for additional comfort when distancing 

 
We will continue to expect from our members: 

x If you’re feeling unwell, please work from home. 
x If you are part of a vulnerable group, or are in frequent contact with a member of 

a vulnerable group, please work from home 
x If you've recently travelled to a foreign country, please work from home (and 

contact us about when you can return) 
x Sanitize your hands every time you enter the office and after using the 

washrooms 
x Give other members their 2m of space - sorry no handshakes, high fives or hugs 

:( 
 
General Public, Tours & Prospective Members 
As a members-only space we minimize access to the general public. All tours for 
prospective members need to be booked in advance, and we've added screening 
questions in regards to health and travel history, before anyone tours the spaces. 
 
 
Taken from suite-genius.com/covid-19 on Nov. 25, 2020.   
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Appendix 2: Ergonomics in the COVID Era 
 
The biggest issue that we should be worrying about is musculoskeletal injury 
(MSI): 

x Also called musculoskeletal disorder (MSD)  
x Caused by overexertion and repetitive motion accident types (but also other 

repeated muscle exertion). 
o Overexertion: occurs from a single event, where loads/forces are so great 

that they exceed tolerances and cause immediate injury  
o Excessive Repetition: occurs from repeated loading, causing muscles to 

weaken to the point of failure. This progresses until the point where a 
small load can cause an injury.  

o Excessive Awkward Posture: occurs due to constant loading, weakening 
to the point of failure. More common with tasks that require workers to 
adopt static postures for extended periods of time.  

 
Awkward Postures:  

x Back  
o Head should be in line with your back. 
o There should be some level of curve in your back, but not 

overexaggerated.  
x Neck 

o Prolonged awkward postures will cause excessive awkward posture, avoid 
bending your head, flexing forward or rotating your neck. 

o A neutral position includes your head straight, ears in line with your 
shoulders 

x Shoulders/Elbows  
o The most awkward position is arms above your shoulders, but others 

include 
� Out to the side (abducted) 
� In front (flexed) 
� Behind (extended)  

x Wrists  
o Any position that is not straight 

� Flexing downward 
� Extended back 
� Bending down towards the little finger 
� Bending towards the thumb 

x Legs  
o Legs should form 90 degree angles; your calves should be straight off the 

ground, thighs should be parallel to the ground.  
o Feet should be flat on the ground.  

� If you cannot achieve this with your desk setup, consider using a 
footrest or another form of elevation for your feet.  
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x Contact Stresses 

o Decrease circulation to the ends of the body 
o Decrease mobility 
o Increase fatigue 
o Found in wrists/elbows from resting on surfaces, including wrist supports  
o May also occur in the back of the knees, if your chair is in that spot 

 
Risk Controls/Solutions 

x Chair 
o Lumbar support should fit into the curve of the back  
o About 2-4 finger widths between the edge of the seat and the back of your 

leg/back of your knees 
o Arm rests do not restrict movement 
o Chair height is adjustable for your desk/lumbar support/etc.  

x Keyboard/Mouse 
o Elbows form 90-110 degree angles, and your wrists are straight.  
o Have your mouse where your arm is straight (not bent outwards) and then 

adjust your keyboard/laptop accordingly.  
o Keep your hand in line with your forearm to reduce stress.  

x Monitor 
o Height: top of the screen in level with your eyes 
o Distance: arms length away, or according to your vision if necessary.  

x Laptop Usage 
o Consider all the same ideas as above.  
o Try to get your screen to be level with your eyes, this may involve raising 

your laptop using books/other methods and using a separate 
keyboard/mouse.  

 
Work Schedules  

x Consider taking breaks when working, especially if working on a computer.  
o It’s better to have shorter breaks more frequently than to take a couple 

longer breaks.  
o Change postures or take a break when you feel sore/fatigued.  
o It is more efficient if you break at scheduled intervals than to break only 

when fatigued.  
x 20/20/20 Rule 

o Every 20 minutes: 
� Take 20 seconds to stretch/move around and change your posture  
� Look 20 feet away to relax your eyes from staring at the same thing 


