
1 
 

Elkford Public Library COVID-19 Safety Plan  Updated January 11, 2022 

 

Elkford Public Library 
COVID-19 Safety Plan 
 
Updated January 11, 2022 

 
Purpose 
Our COVID-19 Safety Plan outlines preventative measures taken by employees and volunteers at 
Elkford Public Library to help prevent the transmission of COVID-19 and other communicable 
diseases. 
 
Scope 
All employees and volunteers must comply with the guidelines and protocols set out in this plan. 
 
Background 
On January 7, 2022, the provincial health officer announced an order requiring employers to re-
activate their COVID-19 Safety Plans. 
 
This replaces the previous requirement for employers to have communicable disease prevention 
plans in their workplaces. While communicable disease prevention plans and COVID-19 Safety 
Plans share some of the same fundamental principles, COVID-19 Safety Plans are formal, 
written plans with more rigorous controls and are more appropriate for periods of elevated risk, 
such as the one currently faced by B.C. workplaces by the Omicron variant. 
 
https://www.worksafebc.com/en/covid-19/covid-19-prevention 
 
 
Disease Prevention - Hierarchy of Controls 
The most effective means of reducing the spread of COVID-19 and other communicable diseases 
is through elimination, e.g., reducing the amount of people in the area and practicing physical 
distancing.  This is followed in effectiveness by engineering controls such as physical barriers 
between people, planned walking paths, and using additional entrances or exits to reduce contact 
between people.  Administrative controls include policies and procedures that change the way 
people work to reduce the likelihood of transmission.  E.g., training, signage, and entry checks.  
Finally, if the hazard is at the level of the individual patron or employee, personal protective 
equipment (PPE) may be used.  PPE is the last line of defense and should only be used in concert 
with the above controls.  An example of PPE is non-medical masks.  
 
Elimination  
Physically remove the hazard. 
Engineering Controls  
Isolate people from the hazard. 

https://www.worksafebc.com/en/covid-19/covid-19-prevention
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Administrative Controls  
Change the way people work. 

 

Personal Protective Equipment (PPE) 
Protect the worker with personal 
protective equipment. 

 
 

1. Elimination 
Occupancy Limit – Maximum ten people in the library.  During open hours, a maximum of 
five patrons (or one family if more than five people) are permitted in the library.  Maximum two 
people in back room.  Maximum one person in director’s office.  Signage indicating occupancy 
limits is posted at the entrance to the library and at the doorways of the interior rooms. 
 
Physical Distancing - Physical distancing means limiting close contact with other people.  
Employees will follow the physical distancing guidelines set by WorkSafeBC and the BC CDC 
and maintain a physical distance of at least 2 m from each other and from patrons whenever 
possible.  Patrons are instructed to maintain 2 m from each other through signage, floor decals, 
and verbally if necessary. Employee work areas, public workstations, and seating areas are set up 
to allow physical distancing and barriers are installed where distancing is not possible.   
 
Seating – Seating in the library has been reduced to allow for physical distancing and/or 
barriers between patrons.   
 
Length of Patron Visits – Time limits for services such as public workstations and indoor 
seating are in place. 
 
Virtual and At-Home Work – All Board meetings are held virtually.  Several in-person 
programs have been replaced with virtual or outdoor counterparts.  Employees are encouraged to 
work from home when possible, e.g., when developing programs or the Elkford Focus.  
 
Curbside Service - Curbside service is available upon request.  Curbside service is a 
contactless service whereby patrons can pick up or drop off library materials without entering the 
library.  Curbside service is by appointment to prevent congregation around the curbside pickup 
location.  Patrons are informed of the procedure for pickup prior to their arrival at the library. 
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2. Engineering Controls 
Barriers – Barriers are installed inside the library where physical distancing is not possible.  
This includes at the circulation desk, between public computer workstations, between the 
computer workstations and the round table, and at the round table to separate seats.  Barriers are 
also used between participants during some in-person programming. 
 
Touchpoint Reduction – The inside library door is propped open during open hours to 
minimize handling by patrons.     
 

3. Administrative Controls 
Entry Check for Employees – Employees must not enter the workplace if they are sick (see 
below).  Employees are entitled to sick leave as described in the Personnel Policy. 
 
Entry Check for Patrons – Signage outside the library and at the library entrance indicates 
under which circumstances patrons cannot enter the library.  Proof of vaccination is required for 
all indoor library events, regardless of size. 
 
Hand Washing & Hygiene - Employees and volunteers are expected to practice good 
hygiene on shift.  This includes regular hand washing with soap and water or hand sanitizing 
with alcohol-based sanitizer if soap and water are not available.  Employees and volunteers 
should also avoid touching one’s face, cough into a tissue or one’s elbow, dispose of the tissue 
and wash or sanitize one’s hands. 
 
Employees will wash their hands according to WorkSafeBC guidelines, including but not limited 
to when they arrive at the library for their shift, before and after eating or going on break, and 
after using the washroom.  Hands should be washed with soap and hot water for at least twenty 
(20) seconds. 
 
http://www.bccdc.ca/health-info/diseases-conditions/covid-19/prevention-risks/hand-washing  
 
Handwashing facilities are provided at two locations inside the library.  Hand sanitizer is 
available at the door, at the circulation desk, and at the public workstation(s) for patrons and/or 
employees.   
 
https://www.worksafebc.com/en/resources/health-safety/slide-shows/washing-hands-saves-
lives?lang=en  
 
http://www.bccdc.ca/Health-Professionals-
Site/Documents/COVID19_Handwashing%20Poster_MD%20offices.pdf  
 
Cleaning & Disinfecting – Cleaning refers to the physical removal of visible soiling using 
cleaning detergent and mechanical action (e.g., with a cleaning cloth).  Disinfecting refers to the 
killing of viruses and bacteria by applying a chemical disinfectant to an object.  Some objects 
can also be disinfected by quarantining them for some time.  
 

http://www.bccdc.ca/health-info/diseases-conditions/covid-19/prevention-risks/hand-washing
https://www.worksafebc.com/en/resources/health-safety/slide-shows/washing-hands-saves-lives?lang=en
https://www.worksafebc.com/en/resources/health-safety/slide-shows/washing-hands-saves-lives?lang=en
http://www.bccdc.ca/Health-Professionals-Site/Documents/COVID19_Handwashing%20Poster_MD%20offices.pdf
http://www.bccdc.ca/Health-Professionals-Site/Documents/COVID19_Handwashing%20Poster_MD%20offices.pdf
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Cleaning and disinfecting are not a substitute for handwashing.  Employees and volunteers must 
practice effective handwashing as outlined in this document. 
 
Employees are responsible for cleaning and disinfecting surfaces during their shifts.  Cleaning & 
disinfecting should follow BC CDC and WorkSafeBC guidelines.  Employees are expected to 
familiarize themselves with safety information and instructions pertaining to the specific 
cleaning and disinfecting agents available at the library, e.g., product labels and safety data 
sheets, and use cleaning and disinfecting agents according to instructions.   
  
Communal equipment and frequently touched surfaces are cleaned as required and disinfected 
twice per day, including at the end of each workday.  Cleaning and/or disinfecting may be 
carried out more frequently during periods of high transmission as required.    
  
Please see the Cleaning Checklist for a list of surfaces which should be cleaned.   
 
http://www.bccdc.ca/health-info/diseases-conditions/covid-19/prevention-risks/cleaning-and-
disinfecting  
 
https://www.canada.ca/en/health-canada/services/drugs-health-products/disinfectants/covid-
19/list.html  
 
Communal Equipment - Employees should avoid using unnecessary communal equipment or 
consumables, e.g., coffee maker, shared utensils, shared dishes, shared food.   
 
Signage - Signage is posted to instruct employees and patrons regarding COVID-19 safety 
protocol.  Signage topics include entry checks, handwashing, how to use a mask, how to remove 
gloves, occupancy limits, covering your coughs and sneezes, and physical distancing.  Where 
applicable, floor markings indicate where patrons should stand.  Signage also conveys library-
specific protocol such as time limits.   
 

4. Personal Protective Equipment (PPE) 
Masks - Masks are required to be worn in public indoor spaces by everyone age 5 and older.  
 
Masks are most effective when fitted, worn, and handled correctly. They 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.  
 
Masks should: 

• Cover the mouth and nose and go under the chin 
• Fit tightly with no gaps  
• Be made of three layers of fabric, including two layers of tightly-woven fabric, with a 

filter or filter fabric between layers. 
• If there are two layers with a pocket for a filter, use a filter. 

 
http://www.bccdc.ca/health-info/diseases-conditions/covid-19/prevention-risks/masks  
 

http://www.bccdc.ca/health-info/diseases-conditions/covid-19/prevention-risks/cleaning-and-disinfecting
http://www.bccdc.ca/health-info/diseases-conditions/covid-19/prevention-risks/cleaning-and-disinfecting
https://www.canada.ca/en/health-canada/services/drugs-health-products/disinfectants/covid-19/list.html
https://www.canada.ca/en/health-canada/services/drugs-health-products/disinfectants/covid-19/list.html
http://www.bccdc.ca/health-info/diseases-conditions/covid-19/prevention-risks/masks


5 
 

Elkford Public Library COVID-19 Safety Plan  Updated January 11, 2022 

http://www.bccdc.ca/Health-Professionals-Site/Documents/COVID19_SurgicalMaskPoster.pdf  
 
Disposable Gloves - Employees may wear disposable gloves while at work.  Employees 
wearing gloves must follow BC CDC and WorkSafeBC guidelines.  Signage on site indicates 
how to remove gloves properly.  Note that gloves are not a replacement for hand washing and 
employees are expected to adhere to handwashing & hygiene guidelines even if wearing gloves.  
 
Aprons - Washable/reusable aprons are available for library employees who wish to protect 
their clothing while sanitizing with bleach.  
 
 
If You Are Sick 
Do not enter the workplace if you display symptoms related to COVID-19 (see table below).   
 
COVID-19 Related Symptoms: 
If you have 1 or more of these key symptoms, 
seek testing as soon as possible: 

If you have 2 or more of the symptoms below 
for more than 24 hours, and they are not 
related to any other pre-existing conditions, 
seek testing. 

 Fever or chills 
 Cough 
 Loss of sense of smell or taste 
 Difficulty breathing 

 Sore throat 
 Loss of appetite 
 Extreme fatigue or tiredness 
 Headache 
 Body aches 
 Nausea or vomiting 
 Diarrhea 

 
If you feel unsafe coming to work but do not fit the description above and your work duties have 
not been suspended, you can choose not to come to work by: 

• Taking paid leave by using your available sick leave bank, or 
• Taking unpaid leave. 

 
If you become sick while at work: 

• Inform the director or the most senior staff member present, 
• Leave the library immediately. 
• If you cannot leave immediately, 

o Wear a mask 
o Wash your hands, and 
o Isolate yourself until you can leave. 

 
  

http://www.bccdc.ca/Health-Professionals-Site/Documents/COVID19_SurgicalMaskPoster.pdf
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If You Are Exposed – If You Are Fully Vaccinated 
Fully vaccinated means you received both doses of a 2-dose series (e.g. AstraZeneca, Pfizer-
BioNTech, or Moderna vaccine) more than 7 days ago, or have received a single dose of a 1-
dose series (e.g. Janssen/Johnson and Johnson) more than 14 days ago. 
 
You do not need to self-isolate if you come in contact with someone who has tested positive for 
COVID-19 and you do not have any symptoms. 

• Always wear a mask while at work, even when at your work area, except to eat or drink. 
• Follow protocols outlined in this document. 

 
You need a COVID-19 test if: 

• You are a close contact of someone who tested positive for COVID-19 AND  
• You have 1 or more of any of the symptoms listed above; OR 
• You do not know if you had a contact with someone with COVID-19, but you have 1 or 

more new or worsening symptoms listed above. 
If you feel unwell and are unsure about your symptoms, contact your health care provider or call 
8-1-1.  You are also encouraged to use the B.C. COVID-19 Self-Assessment Tool to see if you 
need to be tested for COVID-19. 
 
http://www.bccdc.ca/health-info/diseases-conditions/covid-19/testing/when-to-get-a-covid-19-
test  
 
https://bc.thrive.health/covid19/en  
 
If You Test Positive 
You must self-isolate for 5 days from when your symptoms started or from the day you got a 
positive test result if you did not have symptoms.  At the end of that period you can come back to 
work if you have no symptoms, your symptoms have resolved, or they are improving.  You must 
wear a mask at all times, except to eat or drink, for 5 days after returning to work. 
 If you continue to have a fever or your symptoms have not improved after 5 days, 

continue to stay at home until your symptoms resolve. You may wish to call 8-1-1 to 
find out if you need to take any further action. 

 
If You Are Exposed – If You Are Unvaccinated or Partially Vaccinated 
You must self-isolate for at least 10 days if you come in close contact with someone who has 
tested positive for COVID-19 even if you do not have symptoms, or if you develop one or more 
of the symptoms listed above. 
 
Get tested for COVID-19 if you develop symptoms during the 10-day self-isolation period.  If 
you test positive, you must stay home for at least 10 days, and until your symptoms have 
improved. 
 
http://www.bccdc.ca/health-info/diseases-conditions/covid-19/if-you-have-covid-19  
 
 

http://www.bccdc.ca/health-info/diseases-conditions/covid-19/testing/when-to-get-a-covid-19-test
http://www.bccdc.ca/health-info/diseases-conditions/covid-19/testing/when-to-get-a-covid-19-test
https://bc.thrive.health/covid19/en
http://www.bccdc.ca/health-info/diseases-conditions/covid-19/if-you-have-covid-19
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Additional Measures 
COVID-19 and communicable disease-related information issued by our provincial health 
officer, WorkSafeBC, and the BC CDC is reviewed regularly.   
 
Employees and volunteers at the Elkford Public Library must abide by orders, guidelines, 
recommendations, and notices issued by the provincial health officer (PHO) that are relevant to 
our workplace.  Where orders issued by the PHO are in conflict with this document, the order 
takes precedence.  
 
During periods of increased transmission, additional protocols and procedures may be 
implemented as needed.  Protocols and procedures will be adjusted to suit the situation and to be 
compliant with orders, guidelines, recommendations, and notices issued by the PHO.  Protocols 
and procedures include but are not limited to, 

• Additional controls recommended for communicable disease prevention, including those 
described in our COVID-19 Safety Plan, 

• Modifying hours of work or modifying shifts, 
• Modifying open hours or restricting access to library services to accommodate changes in 

protocols and procedures, and 
• Working from home. 

 
When required, changes in protocols and procedures will be communicated to employees and the 
public by, e.g., documents, signage, website and social media updates, and verbally.  
 
If regular work duties have been suspended due to a provincial state of emergency, employees 
may request that a record of employment be issued so they can apply for federal and/or 
provincial relief benefits. 
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Elkford Public Library – COVID-19 Risk Assessment 
 
Date:  January 11, 2022   
Assessed by:  Alexandra Faucher Review Date:  January 10, 2023 
Description of assessment:  COVID-19 Prevention at Elkford Public Library  
Location details:  Elkford Public Library, lobby, and boot room.  

 
Identified Hazards Description Who May Be Affected Risk Level* 

Before 
Control 

Measures 

Additional Control Measures Required To Be 
Actioned 

By 

Final Risk 
Level 

Person-to-person 
transmission 

Between employees Library employees, 
household members of 
employees 

Medium to 
High 

Staff work areas adequately separated, staff at 
least 2 m apart, barriers installed and/or PPE 
worn where distancing not possible, staff to 
remain home if ill or go home if they become ill 
at work. Masks are mandatory for employees 
and patrons 5+ indoors as per the guidance of 
the PHO. 

All persons 
in library 

Low 

Between employees and 
public during curbside 
service 

Library employees, 
patrons, household 
members of employees 
and patrons 

Medium to 
High 

2 m distance maintained between staff and 
patrons during pickup, short scheduled visits 
for pick-up. 

All library 
employees 
& patrons 

Low 

High occupancy or high 
contact in library 

Library employees, 
patrons, service 
professionals, DoE 
staff, and respective 
household members  

Medium to 
High 

Occupancy limit posted outside of library, 
occupancy limit enforced by staff, signage and 
floor decals indicate where patrons should stand 
and indicate 2 m distancing is practiced.  
Barriers are installed at high traffic points such 
as the circulation desk to separate patrons from 
each other and from staff. 

All library 
employees 
& visitors to 
library 

Low to 
Medium 

Length of patron visits 
in library 

Library employees, 
patrons, service 
professionals, DoE 
staff, and respective 
household members 

Medium to 
High 

Signage at computer workstation and tables 
indicate a maximum duration of one hour.  
Most chairs removed from library to discourage 
lingering.   

All library 
patrons 

Low to 
Medium 

Between employees and 
patrons (e.g., patrons 
requiring one-on-one 
assistance) 

Library employees, 
patrons, and respective 
household members 

High Physical distancing.  Library employees may 
give verbal assistance from safe distance.  
Barriers and/or PPE used when distancing is 
not possible.  Masks are mandatory for 
employees and patrons 5+ indoors as per the 

Library 
employees 

Low to 
Medium 
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guidance of the PHO.  Indoor events require 
proof of vaccination. 

Children in the library Library employees, 
patrons, service 
professionals, DoE 
staff, and respective 
household members 

Medium to 
High 

Children are expected to follow all safety 
protocol expected of patrons and according to 
the orders and guidelines of the Provincial 
Health Officer.  Children are included in patron 
limit.   

Library 
employees 

Low to 
Medium 

Patrons in close contact 
at circulation desk 

Library employees, 
patrons, and respective 
household members 

Medium to 
High 

Decals on floor indicate where patrons can 
stand near the circulation desk.  Physical 
distancing between patron and staff, barriers 
installed at circulation desk and along front 
counter. 

Library 
employees 
and patrons 

Low 

Patrons in close contact 
at entrance 

Library patrons and 
respective household 
members 

Medium to 
High 

Back door may be used as exit if patrons are 
lined up at entrance.  

Library 
employees 
and patrons 

Low  

Indoor programs and 
events 

Library employees, 
patrons, and respective 
household members 

Medium to 
High 

Workstations or seating separated by 2 m 
and/or by a barrier.  Masks required by 
participants 5+.  Indoor events require proof of 
vaccination.   

Library 
employees 
and patrons 

Low to 
Medium 

       
Surface 
transmission 

Frequently touched 
surfaces such as 
doorknobs, etc. 

Library employees, 
DoE employees, 
patrons, and respective 
household members 

Medium Hand washing, avoiding touching face, frequent 
cleaning of surfaces with agents known to be 
effective against coronaviruses.   

All library 
employees 

Low 

Material/book returns  Library employees, 
patrons, and household 
members 

Medium Employees wash or sanitize hands after 
handling book returns.   

All library 
employees 

Low 

Material/book lending Employees, patrons, 
and respective 
household members 

Medium Patrons encouraged to wash hands before and 
after handling library materials.  Patrons have 
option of at-home quarantine of materials. 

All library 
employees 

Low 

Access to public 
washrooms 

Library employees, 
DoE employees, 
patrons, and respective 
household members 

Medium The staff washroom will not be available to 
patrons.  Library employees will adhere to DoE 
guidelines regarding public washrooms in the 
lobby. 

All library 
employees 

Low 

Patrons handling 
communal equipment, 
e.g., computers, printers 

Library employees, 
patrons, and household 
members 

Medium Library employees will disinfect communal 
equipment regularly throughout the day.   

All library 
employees 

Low 

* Risk assessed as low, medium, high based on contact intensity (distant  close, brief  prolonged) and number of contacts.  

 


