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The APH emergency response Incident Management System (IMS) has been activated, and the 

team meets regularly to share updated legislation and workplace safety requirements 

concerning COVID-19. 

Best practices to protect against COVID-19 include having clear information and instructions 

accessible to all employees and the public entering the workplace. 

APH has the following communication strategies in place: 

 Regular reviews of updated legislation and workplace safety requirements concerning 

COVID-19, with decisions being communicated to employees through various means. 

Examples of the aforementioned include the following: 

o Updates on workplace policies, procedures and work instructions for managing 

COVID-19; 

o Regular updates from members of the leadership team; 

o Signage;  

o E-mails; 

o Newsletters from human resources; 

o Information through our website/intranet; 

o Information through team discussions; 

o Training; 

o Guidance documents; 

o The stAPH portal; and  

o Workplace inspection reports. 

 Updating APH’s voicemail, social media, website and other external communications to 

inform the public of changes to business operations. 
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COVID-19 Workplace Prevention Measures  

APH utilizes the hierarchy of control system to demonstrate effective and feasible methods to 

prevent COVID-19 transmission in the workplace. The system makes use of a step-by-step 

approach to rank and control risks. Depicted within the inverted pyramid below, the most 

effective controls are represented by the top side of the pyramid, whereas the least effective 

controls are on the bottom. 

All employees and the public including vaccinated workers, must continue to follow all public 

health and workplace control measures. 

 

 

Eliminating or Minimizing Exposure from the Workplace 

Elimination or minimize exposure involves removing the risk of exposure entirely or 

mininimizing the risk of exposure in the workplace.  

    

 In-person interactions indoors have been reduced as much as possible. Where applicable, 

technology has been improved to support digital meetings/work from home arrangements. 

Examples of modifications include the following:  

o Requiring employees to work from home for all tasks that can be done remotely. 

o Establishing cohorts (where needed) of employees coming into the workplace. 

o Operating virtually as much as possible for employees and the public. 
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o Modifying some programming/activities to either include a virtual or touchless 

experience such as: 

 Telephone, email, other video/teleconferencing technology; and/or 

 Curbside pickup, delivery and/or contactless payment methods. 

o Meeting in outdoor spaces (e.g., for meetings, breaks, public interactions), when and 

where appropriate. 

o Reschedule unnecessary visits to the workplace by supply chain partners, vendors, 

delivery people or others. 

 Non-essential projects, tasks and travel have been postponed. 

Adjusting the Workplace 

Engineering controls are those that alter the work environment to create a safe space. 

    

 Facility design enhancements include the following: 

o Transparent physical barriers at all reception areas that do not disrupt 

communication among screeners and other individuals. 

o Adjustments to the physical layout to prevent transmission of COVID-19 (e.g., 

rearranging furniture, using distance controls and spacing indicators on floors where 

queues may occur). Non-essential resources have been removed or marked as off-

limits to prevent use by the public at this time. 

o Tables, chairs and other furniture in lunch areas have been repositioned or removed 

to prevent overcrowding and help employees/public keep at least two metres of 

distance from one another. 

o Reconfiguring and/or limiting the number of employees in common areas so that 

physical distancing can be maintained (e.g., in lunch rooms, meeting rooms, fitness 

room, etc.). 

o Access to adequate amounts of soap, paper towel and hand sanitizer dispensers.  

o Hands-free trash receptacles, faucets, door openers and other similar hands-free 

equipment. Some designated employee-access doors are propped open at this time. 

o An adequate number of no-touch waste receptacles for disposal of paper towels, 

tissues, masks and PPE. 

o Chairs, tables, and furniture in public spaces are made of materials that are non-

porous and easy to clean/disinfect. 
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o Routine use of virucidal disinfectants approved by Health Canada. 

o Heating, ventilation and air conditioning systems that are properly installed and 

regularly inspected/maintained (e.g., increased air filtration devices with MERV 

filters and increased humidity levels, where possible). 

o High-performing, medical grade HEPA air purifiers stationed in oral health exam 

rooms that are monitored and changed as per the manufacturer’s guidance. 

o Designated spaces have been provided in the workplace for donning and doffing of 

PPE (e.g., in washrooms or utility rooms). 

Adjusting the Work Process 

Administration controls are procedures that can be implemented to help reduce the risk of 

COVID-19 transmission. 

   

 ACTIVE WORKPLACE SCREENING: Screening and self assessments are completed prior to 

employees and the public arriving to the workplace. 

o Employees are to complete the online COVID-19 daily self-assessment questionnaire 

available through the stAPH portal prior to the commencement of their scheduled 

workday.  

 If an employee answers YES to any of the questions on the COVID-19 daily self-

assessment questionnaire, they are to stay home and call the dedicated Human 

Resources (HR) telephone line, (705) 942-4646, Ext. 7425 (SICK). 

 If an employee develops symptoms or has been identified as a close contact 

while at work, they are to leave work immediately and call the HR sick line.  

o Members of the public entering the workplace are pre-screened before their arrival. 

If they answer YES to any of the questions on the COVID-19 self-assessment form, 

they are advised to reschedule their appointment/work. 

 POLICIES: New guidance strategies for the workplace have been designed to eliminate or 

reduce the threat of COVID-19. Examples of the aforementioned include: 

o COVID-19 Daily Self-Assessment Questionnaire,  

o COVID-19 Working from Home; and 

o COVID-19 Use of Non-Medical Mask or Face Covering. 

 WORK INSTRUCTIONS: The steps that are created for new processes. The JHSC reviews and 

provides input/recommendations to work instructions. Communication and training occurs 

on work instructions as they are developed or revised. They are stored in the COVID-19 

section of our intranet. 
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 TRAINING: Employees have been provided with up-to-date education and training on 

COVID-19 risk factors and protective behaviours (e.g., workplace screening and self 

assessments, physical distancing, cough etiquette and care of PPE). 

 SCHEDULING: Physical distancing requirements are taken into consideration when 

scheduling employees in the workplace.  

 SIGNAGE AND MESSAGING: Personal preventative practices are posted reminding 

individuals about the signs and symptoms of COVID-19, physical distancing, the importance 

of proper hand hygiene, respiratory etiquette and care of PPE. Signage and messages have 

been placed throughout the workplace, publicly on the website, on social media, display 

screens, intranet and on the stAPH portal. 

Signs posted at all entrances to the workplace in a conspicuous, visible location inform 

individuals how to self-screen for COVID-19 prior to entering the workplace, as well as 

instructions regarding the requirement for mandatory masks (face coverings). 

Individuals are encouraged to clean their hands prior to entering the workplace, wash their 

hands frequently and repeat whenever needed.  

 CLEANING: Enhanced levels of cleaning and disinfecting have been introduced. 

o Cleaning and disinfection products are specified and employees/janitorial staff are 

trained on their safe use (e.g., manufacturer’s instructions regarding dilution, 

application, contact time etc.), disposal and on the proper cleaning and disinfection 

of reusable PPE. 

o Workplace cleaning protocols have been established. Employees and janitorial staff 

are to clean/disinfect high-touch surfaces, common areas and shared items. 

o A cleaning checklist is posted in each washroom and completed by janitorial staff 

several times a day. 

Managing Exposure – Personal Protective Equipment 

Although engineering and administrative controls are considered more effective in minimizing 

exposure, PPE may also be needed to prevent certain exposures. While the correct use of PPE 

can help prevent some exposures, it should not take the place of other prevention strategies 

and should be only be employed after careful consideration of the previous control measures. 

Examples of PPE include gloves, goggles, face shields, face masks, and respiratory protection, 

when appropriate. Face coverings are not considered to be PPE. 

   

https://www.publichealthontario.ca/-/media/documents/ncov/factsheet-covid-19-environmental-cleaning.pdf?la=en
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 A sufficient supply of readily-accessible PPE and surface disinfectant agents (e.g., 

disinfectant wipes) are available for all those providing services for APH, (e.g., employees, 

janitorial staff, etc.).  

 Signage, a PPE policy and work instructions are in place for the appropriate use of PPE. 

 Employees are to wear face masks whenever physical distancing cannot be maintained.   

 Leadership to ensure that training and compliance are maintained. 

 All employees and the public are wearing masks or face coverings for source control to help 

protect those around them. 

 A Respiratory Protection Program (RPP) (e.g. fit testing) is in place for eligible employees. 

COVID-19 Workplace Exposure Management 

What will you do if a worker gets sick or has to self-isolate? 

Self-isolation and return to work 

 Step 1: Exclude the symptomatic person from the workplace.  (Employees are to call the 

Human Resources (HR) telephone line, (705) 942-4646, Ext. 7425 (SICK) when they are sick 

and to report their own potential/suspected COVID-19 exposure). 

 Step 2: HR is to be contacted if there is a potential case or suspected exposure to COVID-19 

in the workplace. All absences are to be reported to the HR telephone line. 

 Step 3: HR will follow APH’s Infectious Diseases program direction and inform any employee 

who may have been exposed: 

o APH will let employees know if they may have been exposed without giving out any 

information which may identify the infectious person. The affected space (not the 

entire building) and equipment may need to be closed for a period of time until 

disinfection is completed and/or other public health measures are implemented. 

 Step 4: When an employee has been confirmed to have COVID-19 due to exposure at the 

workplace, HR will: 

o Report to the Workplace Safety and Insurance Board (WSIB) within three (3) days of 

receiving notification of above. 

o Report in writing within four (4) days that a claim has been filed with the WSIB to 

the: 

 Ministry of Labour, Training and Skills Development (MOLTSD);  

 Workplace JHSC or health and safety representative; and the 

 Worker’s trade union (if applicable). 
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COVID-19 Related Workplace Risk Mitigation  

Common risk examples Risk mitigation strategy examples 

Increased employee absences as a 
result of COVID-19 infection, self-
isolation requirements or to care 
for others in their family who have 
COVID-19. 

 Do not require notes from medical doctors or nurse 
practitioners for employees who are sick. 

 Work from home options if well enough to work but 
cannot attend the workplace. 

 Paid sick time where applicable and Employment 
Standards Act – Infectious disease emergency leave.  

Employee coping with mental 
health challenges and/or job 
transitions (e.g., Employee 
Assistance Program). 

 Mental health resources promoted frequently and 
available in an easily accessible location. 

 Job transitions supported by leadership. 

Working remotely – issues 
regarding ergonomics and secure 
internet connectivity. 

 Permit employees to use equipment from the 
workplace at home such as chairs and computer 
monitors. 

 Working from Home policy which includes 
safeguards for confidentiality and IT systems access.  

COVID-19 Workplace Monitoring and Evaluation  

In our IMS structure, the Director of Corporate Services or Supervisor of HR/Payroll are health 

and safety leads.  

The COVID-19 Workplace Safety Plan will be a standing agenda item at JHSC meetings and will 

be regularly reviewed, monitored and evaluated for its effectiveness. The JHSC will then 

recommend changes, where needed. 

JHSC members are/will be consulted in such areas as: 

o Identifying risks and recommending measures to control potential exposures to 

COVID-19; 

o Adding COVID-19 measures and procedures to the JHSC checklist for required 

monthly inspections; 

o Reviewing, developing and providing feedback on work instructions and employee 

awareness messaging; and 

o Measuring, evaluating and making recommendations to leadership. 

The COVID-19 Workplace Safety Plan will be shared with employees, posted publicly on our 

website/intranet and will be made available upon request in an accessible format and/or with 

appropriate communication supports, as soon as practicable. Employees and the public can 

both review and provide feedback. Feedback or questions can be directed to Human Resources 

at hr@algomapublichealth.com.  

https://www.hamilton.ca/coronavirus/taking-care-your-mental-health
mailto:hr@algomapublichealth.com

