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humanworks’ COVID-19 Safety Plan

We are committed to providing a safe, healthy, and supportive environment to make sure every member of 
our team has the knowledge, skills, abilities and safe work environment to make a positive difference in the 
work they do.

Like all employers in B.C., humanworks is required to develop a COVID-19 Safety Plan that outlines the 
policies, guidelines, and procedures we have put in place to reduce the risk of COVID-19 transmission.   
We have been developing and adapting our COVID-19 response since January 2020. In developing our 
response and associated safety plan, our goals are to:

• Prevent the virus from entering our facilities, whether brought in by visitors or employees 

• Protect employees and the public when they interact with each other 

• Adhere to all public health orders and regulatory requirements 

• Support the mental and physical well-being of our employees 

• Support managers to lead and manage remote workers

humanworks has remained operating since the World Health Organization declared the pandemic on 
March 11, 2020. 

Following guidance from public health experts and our senior leadership team, we have developed  
this COVID-19 Safety Plan.  It’s focused on our employees, to ensure we have a safe workplace and that our 
interactions with our stakeholders’ are conducted in a safe manner.  The purpose of this plan is to outline 
the policies, guidelines, and procedures we have put in place to reduce the risk of COVID-19 transmission.  
We will continue to reassess and adjust as needed and we will always make the health and well-being of 
our employees and stakeholders a priority.
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humanworks’ Phase One - January to June 2020

We assessed risks at our workplace, implemented protocols to reduce risks, developed policies to  
manage the workplace, and developed communications plans for our employees.  In this phase, we had 
three areas of emphasis:

• Workplace risk mitigation
• Working from home
• Building access was closed to 

visitors
• Physical distancing
• Employees education

• Frequent communication from  
senior leaders through video and 
email

• Regular and environment  
cleaning

• Additional cleaning

 
Control our environments Communicate with employees Clean and disinfect

humanworks’ Phase Two - July and August 2020

We continue to monitor our workplace and update our plans as necessary.  While we are not expecting to 
change our stance on employees returning to use the office over the summer (the employees who provide 
necessary administrative services will continue to use the office), we are planning for some to return to the 
building later on in the summer if necessary.  The framework for this phase is: 

• Business needs
• Buildings
• Behaviours

• Strategies to support and  
ensure the health and safety  
of employees returning to the  
office and service delivery

• Strategies to support remote  
workers

• Strategies to support leaders  
in the new virtual/remote  
working world

• Preparing and planning  
for mitigation of future  
outbreaks and potential  
impacts

 
Workplace & employee readiness Workforce support Monitoring & intervention



3 humanworks’ COVID-19 Safety Plan humanworks
consulting group inc.

Page      of 5

humanworks’ Phase Three - September 2020 and beyond

We are assessing and addressing risks for resuming operations within our office. Once we go through this 
assessment, planning for humanworks’ third phase will begin and further information will be shared. 

How we responded

March

• Educated employees 
 - what is coronavirus? 
 - Protecting myself 
 - Don’t spread illness - stay home if sick

• Developed a COVID-19 Response Plan
• Remote working - majority of employees 

worked exclusively offsite in their home 
offices

• Three employees rotated their time in the 
office to conduct essential administrative 
duties

• Implemented screening and monitoring 
protocols for employees working at the 
office

April/May/June/July

• Updated protocols and processes for  
courier and mail deliveries

• Deep cleaned all workstations at the head 
office

• Kept employees up-to-date via email, 
phone and videoconferences

January/February

• Monitored world events and public health 
to prepare workplace response

• Implemented additional cleaning protocols
• Installed hand sanitizers and hygienic sup-

plies
• Cancelled all staff gatherings
• Cancelled non-essential travel
• Closed offices to visitors and moved  

services to exclusively online and phone; no 
in person meetings conducted

• Communicated to employees regarding 
school closures and work schedules

• Ensured workspace physical distancing for 
onsite employees
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What is required of humanworks employees?

When our employees return to the workplace, we will see a shift in how we work in our office to ensure 
the health and safety of all.  We will be asking employees to make a commitment to:

Personal hygiene

• Employees must wash their hands often, and always after coughing,  
sneezing, or blowing their noses. Directions are to wash with soap  
and water for at least 20 seconds, or, if soap and water are not  
available, to use an alcohol-based hand sanitizer. 

• Employees are directed to avoid touching their eyes, nose,  
and mouth with unwashed hands. 

• Everyone should cough or sneeze into a tissue and throw it away  
immediately after.  If a tissue is not available, cough or sneeze into  
a flexed elbow.

Workplace etiquette (for those working in the office)

• Physical distancing: All employees need to maintain physical distancing while at their workstations and 
throughout our office. They need to ensure adequate space is provided for exiting common areas such 
as walking routes, meeting rooms, washrooms, elevators, stairwells. 

• Direction cues:  Where there are no markings, employees are expected to follow the 6-feet physical 
distancing rule. 

• Employees are asked to take breaks and eat lunch at their desks or outside. We recommend that people 
bring their own utensils and avoid sharing foods with colleagues.

Cleaning and disinfecting

• Enhanced cleaning: enhanced cleaning occurs every week and 
throughout the workplace for high-touch services. In addition, 
employees are supplied with cleaning and disinfectant supplies for 
self-cleaning during the day. 

• Clean your desk:  At the end of the day, employees ensure their 
desk is clear of all clutter and papers. 

Limiting travel

• All employees are to refrain from non-essential travel. If travel is deemed necessary approval must go 
through senior management.
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Health and wellness

• It is important that everyone focuses on their own health and  
well-being especially in times such as these. 

• Employees are reminded to not come to work while sick.  
If they have symptoms of COVID-19, they are expected to  
utilize the online self-assessment tool, contact their health  
care provider, or call 811. 

• If someone experiences symptoms at work, they should maintain 
2 m (6 ft.) distance from others, notify their manager immediately, 
go home immediately, and contact their health care provider or call 
811. 

• Employees who require an accommodation can contact their manager to confidentially discuss their 
needs.

Communications

• Employees are expected to stay informed by keeping up to date with the resources posted on our 
internal eNews communications and contact their manager if they have questions.

July 16, 2020


