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Islands Trust Organization Recovery Plan: COVID-19 PANDEMIC
1. Background
On March 11, 2020, the World Health Organization declared the novel coronavirus (COVID-19) outbreak
a global pandemic. On March 17, 2020, the Province of BC declared a provincial state of emergency
based upon the recommendation of the Provincial Health Officer. COVID-19 is a highly contagious
corona virus with the potential for significant negative health impacts to the general population. At
present, there are no vaccines or treatments available for COVID-19.

Islands Trust response to pandemic
Within a matter of days following the March 10-12 Trust Council meeting, the Province of BC declared a
state of emergency associated with the COVID-19 pandemic. The Islands Trust immediately moved to
isolate workers, redistribute workloads, close public access to offices and cancel public meetings, events
and site visits in an effort to protect staff, trustees and the public. A response process was initiated
based upon BC Emergency Response Management System (BCERMS) guidelines, the purpose being to
maintain critical functions and minimize the impact on the Islands Trust organization. The following key
objectives were adopted:






To maintain effective governance of the Trust Area.
To reduce any potential impacts to health of staff, elected officials and members of the
community in our operations.
To communicate frequently and effectively with trustees, the public and staff, even if
we do not have perfect information.
To attempt to reduce the impact of this work interruption on the staff and to recognize
increased pressures and anxiety that will develop.
To ensure that operations of the organization proceed including applications, referrals,
communications, electronic meetings, bylaw development, strategic planning items and
others.

Details of response actions by the Islands Trust are provided in the Islands Trust Business Continuity
report of May 26, 2020. From March 16 through to June, the Islands Trust has operated under these
guidelines. In May, the BC government and the Provincial Health Officer, in response to a flattening of
the curve of the pandemic in BC, began its BC Restart Plan and Go Forward Strategy with Phase 1 being
initiated on May 14, 2020.

BC Health Orders and guidance for recovery and safety planning
In support of BCs Restart Plan, on May 14, 2020 the Provincial Health Officer provided notice of an
Order for Workplace COVID-19 Safety Plans under the Public Health Act that orders:



Posting of a copy of a COVID-19 Safety Plan on our website.
To provide a copy of our COVID-19 Safety Plan to a health officer or WorkSafeBC officer
on request.

WorkSafeBC subsequently provided “returning to safe operation” guidelines, including sectoral specific
guidelines. The Islands Trust falls under the category of Office Operations. This Recovery Plan follows
the guidelines provide by WorkSafeBC.
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2. Purpose of Plan
The purpose of the Recovery Plan is to provide procedures for the health and safety of staff, elected
officials and the public, in the delivery of Islands Trust functions.

3. Scope of Plan
The Recovery Plan applies to all Islands Trust operations and employees, including the Victoria Office at
1627 Fort Street, the Northern Office on Gabriola Island, the Salt Spring Office and all sub-regional
offices and will be in effect from the date of implementation until further direction is provided by the
CAO.

4. Plan Authority and Document Custody
The development, implementation and maintenance of this plan is the responsibility of the Chief
Administrative Officer who is responsible for the welfare and safety of staff and in keeping with the
delegation of authority under the Public Service Act.
This plan will be amended from time-to-time and will be done in consultation with the Executive
Committee of the Islands Trust.

5. Responsibilities
Employer:









Employees:



Keep employees informed on current news, standards and protocols associated with
COVID-19 pandemic and implications for the workplace.
Evaluate and assess hazards in the workplace including high volume areas, number of
contacts and schedules of employees.
To determine and implement specific control measures on a site basis associated with
recommended procedures.
Ensure supplies, materials and modifications have been selected and made available to
employees.
Ensure that staff are trained in COVID-19 response procedures.
Monitor the plan and make adjustments as required.
Post safety plans for access by all employees and for the public on our website in
accordance with Provincial Orders.
Specifically, managers:
o Ensure that COVID-19 risk assessments have been conducted.
o Implement controls such as physical distancing, rearranging of office spaces and
installation of physical controls.
o Manage schedules of employees to ensure physical distancing.
o Monitor implementation of plan and inform CAO of status.
o Ensure employees are trained and understand protocols.
o Require appropriate social and administrative measures are carried out.
o Send employees home if they are sick.
Must self-monitor health and not report to the workplace if shows symptoms of illness.
If exhibiting symptoms of COVID-19, to self-isolate at home for a minimum of 10 days.
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Must leave the workplace if sick.
Must inform manager or supervisor if sick.
In the workplace:
o Comply with instructions regarding safety procedures.
 Practise good hygiene.
 Clean personal workspace on a regular (2x a day minimum) basis.
 Practise physical distancing.
 Assist in the regular cleaning of common spaces on a use basis.

6. Staff consultation
An important component of a safety plan is to consult with staff about their concerns and receive their
input about returning to the workplace or conducting site visits on behalf of the Islands Trust. A poll was
conducted with all staff asking specifics about their work from home experience, concerns regarding
working from the offices, any suggestions they may have for mitigating health concerns and any anxiety
or wellness issues. The results of the poll have been incorporated into the procedures of this plan. In
addition, each Regional Office Manager conducted a discussion with staff about issues and potential
remedies associated with specific offices.

7. References
References for this plan:




BC Center for Disease Control
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaningdisinfection.html
https://www.who.int/



https://www.worksafebc.com/en/resources/health-safety/checklist/covid-19-safetyplan?lang=enCOVID-19 Safety Plan




CRD Exposure Control Plan
District of Sooke, Return to Work during COVID-19 Plan




BC Parks COVID-19 safe work procedures
District of Tofino COVID-19 Response Plan

8. Safety Procedure
Process of determining procedure
The safety procedures are in accordance with sectoral safety plans issued by WorkSafeBC under the
order of the Provincial Health Officer.
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9. Hazard assessment/Risk Matrix
For each office, travel and public meeting scenario, a hazard assessment has been conducted based
upon a risk matrix provided by the Ministry of Health. Activities have been measured based upon
contact density (close versus distant & duration) versus number of potential contacts. Mitigations are
found under protocols for each office location.

1

In determining which type of control to administer, the following graphic illustrates the preferred
sequence of control. When controls are layered, there is the potential to reduce physical distancing
measures given frequency and the number of contacts involved.

Description of controls
Physical distancing: Measures to reduce the density (intensity and number of contacts)
of people in a setting.
Engineering controls: physical barriers (e.g. Plexiglas barriers.)
one-way systems for customer flow, physical space between seating.
Administrative controls: rules and guidelines to reduce the likelihood
of transmission in a setting (e.g. sick policy, hours of operation.)
Personal protective equipment: use of non-medical masks,
gloves or other equipment.2

1
2

BC Go forward Strategy, checklist, May 6, 2020.
BC Government Go Forward Strategy, May 6, 2020
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10. PROCEDURES
Self monitoring and symptomatic staff protocol
a. Self-monitoring will assist in identifying possible COVID-19 positive staff members and
will reduce the likelihood of transmission to the workplace.
b. Staff with COVID-19 symptoms MUST stay at home, self-isolate and not report to the
workplace for at least ten (10) days, or longer if symptoms have not resolved.
c. After ten (10) to (14) days of self-isolation you may return to regular activities if:
i. At least ten days have passed since any symptoms started, and
ii. Your fever is gone without the use of fever reducing medications; and
iii. You are feeling better (improvement in runny nose, sore throat, nausea,
vomiting).
d. Staff must report illness to their manager and/or a first aid attendant.
e. If a staff member has had known close contact with someone who has COVID-19, they
must self–isolate for a 14 day period.
f. Staff MUST also stay home when sick, even if symptoms are not consistent with COVID19.3

Physical Distancing Protocol
a. Current working-from-home procedures will remain in place for the majority of staff
with ‘work from home’ agreements to be signed with each staff member.
b. When in offices, staff should maintain physical distancing and work a minimum of 2
metres apart unless a supplementary control has been implemented.
c. Staff must refrain from physical contact including handshaking.
d. Office maximum occupancy levels will be determined for each regional office.
e. Continued use of ‘work-from-home’ is encouraged to limit the frequency and density of
interactions with other employees.
f. Use of video conferencing and conference calls is encouraged to lessen frequency of
interactions with other employees.
g. Common areas such as lunchrooms, breakout rooms, reception areas and boardrooms
will be rearranged to maintain physical distancing for each of the regional offices;
however; staff are requested to not congregate and avoid close personal contact.
h. Office ‘traffic flow’ measures will be adopted on an office-by-office basis.
i. Sharing of office space will require authorization by the CAO.
j. See Travel Procedure for physical distancing procedures associated with travel.

Personal Hygiene
a.
b.
c.
d.
e.

3

Handwashing is a primary means of reducing the spread of the corona virus.
While in the workplace, wash hands often with soap and water for at least 20 seconds.
If soap is unavailable, use an alcohol-based hand sanitizer or rub.
Avoid touching your face, including eyes, nose, or mouth.
Respiratory etiquette, staff should:
i. Turn away from others and cover mouth when coughing or sneezing.

BC Healthline, May 29, 2020.
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ii. Use supplied tissues when coughing or sneezing and to immediately wash
hands.

Office Sanitation
a. Offices are to be professionally cleaned on a scheduled basis as per use rate in each
office.
b. Cleaning products available in multiple locations in each office to provide for enhanced
cleaning/disinfectant.
c. Staff are required to follow steps for disinfection of their workspace and to assist in
regular cleaning of common areas throughout the workday.
d. Workspaces and Equipment: Employees should follow these steps at least twice daily
(i.e. start and end-of-day) or more often throughout the day:
• Wash your hands and then using hand sanitizer, disinfect your hands (and put
on gloves if you choose).
• If surfaces are visibly dirty, they should be cleaned using a detergent or soap
and water prior to disinfection (aka “deep clean”).
• For an individual workspace, use a disposable antiseptic wipe to disinfect hard
non-porous surfaces by wiping the surfaces. These include, but are not limited
to:
i. Keyboard, mouse.
ii. Phone, headset.
iii. Desktop surfaces.
iv. Chair seats and armrests.
v. Cabinet doors, drawers.
vi. Doorknobs, handles.
vii. Light switches.
• Carefully dispose of the wipe into a garbage receptacle immediately
after use and remove gloves and dispose.
• Wash hands with soap and water or an alcohol-based hand sanitizer.
• It is the responsibility of all staff to clean common equipment that they use,
including prior to use.
• The Islands Trust will provide gloves and cleaning supplies for disinfection of
common and office spaces.
• Twice a day, a designated staff member (daily) should cleanse shared
administrative equipment including:
 Photocopiers.
 Printers.
 Main light switches.
 Main doorknobs.
 Countertops.
e. All staff using meeting rooms are required to clean the room after use including spraying
or wiping tables, light switches, computers and doorknobs. Kitchen use:
• Staff should use the same eating plates and utensils and should wash plates
and utensils immediately after use and then and keep in their offices.
• Staff should bring in premade lunches to avoid food preparation in common
areas.

Islands Trust Recovery And Safety Plan
COVID-19 Pandemic

Page 9 of 17

f.

All interior doors to offices spaces should be propped open for the duration of the
workday and cleaned regularly. Exterior doors should remain closed as usual and
cleaned/disinfected on a daily basis.

Personal Protective Equipment (PPE)
Personal protective equipment includes gloves, goggles, masks and glasses.
a. Masks are not required in the workplace.
b. Staff are welcome to wear masks if they desire and will be supported in doing so.
c. Masks are required and will be provided, for staff on travel status who will be interacting with
the public on island.

Presumptive and confirmed cases
Should a staff member become infected with COVID-19, the following procedure is required:
Presumptive Case
•
•
•

A person with fever and new cough, and
Who meets the COVID-19 exposure criteria, and
In whom a lab diagnosis of COVID-19 is:
o Inconclusive.
o Negative.
o Positive but not confirmed.

Confirmed Case
•
•

•
•

A person with laboratory confirmation of infection with the virus that causes COVID-19
performed at a reference laboratory (NML or a provincial public health laboratory)
A presumptive or confirmed employee shall not be permitted back at work until they
are no longer experiencing symptoms of COVID-19 and 10 days have passed since they
developed symptoms. If hospitalized, they should not return to work until medical
professionals determined appropriateness.
The workspace of a presumptive or confirmed case will be deep cleaned and
disinfected.
Other staff who have been in close contact with a presumptive or confirmed case
employee should self–isolate for 14 days and maintain physical distancing from others.
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11. Victoria Office assessment and protocol
Location
Max occupancy
Work from home in place
Common areas (high traffic
areas)
Lobby
Kitchen
Meeting room
Front counter
Huddle space
Bathrooms
Hallways

Photocopier
Signage in place
Office cleaning
Cleaning schedule
Equipment and material
Staff input
Staff training
Open to staff
Business protocols

Opening to Public

VICTORIA OFFICE, 1627 Fort St
Description
22
In place

Applied control
Physical distancing
Physical distancing

Max occupancy of 3 people
Max occupancy 3 people
Max occupancy of 5 people
Additional barrier at front desk
Max occupancy 2 people
Daily cleaning, cleaning supplies provided,
only 1 staff at a time.
Traffic flow pattern with entry down east
corridor, exit down west corridor
Floor diagrams in high use areas and for
traffic flow.
Only 1 staff member at a time
Signage location in washrooms, common
areas, access and egress points

Physical distancing
Physical distancing
Physical distancing
Engineering
Administrative
Administrative

Administrative
Administrative
Administrative

Daily cleaning by contract
Provision of cleaning supplies and stations
throughout office
Staff poll, office meetings
Training required prior to full reopening of
offices
July
i.
Trustee meetings to be booked via
appointment
ii.
Meetings primarily by ZOOM
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Administrative

Offices closed to public until
reviewed by CAO/EC on a monthly
basis. First review on July 1, 2020.
Barrier installed, either Plexiglas or
extra counter to ensure visitors
remain 2metres away
Public served at front counter only
Mark flooring to ensure distancing
No family members or friends to
access worksite
Counters to be wiped down
between visitors

Administrative
Administrative
Administrative
Administrative
Administrative

Administrative
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12. Salt Spring Office assessment and protocol
Location

Salt Spring Office, Salt Spring Island

Max occupancy

Description
6

Work from home in place

In place

Common/high traffic areas
Lobby

Max occupancy of 2 people

Kitchen

Max occupancy of 2 people

Meeting room

Max 1 person

Counter
Hallways
Bathroom

Barrier
Limit congregation in hallways
Max occupancy 1 person

Photocopier
File Room
Signage in place
Office cleaning
Cleaning schedule
Equipment and material
Staff input
Staff training
Open to staff
Business protocols

Open to Public
Opening to Public

Only 1 staff member at a time
Only 1 staff member at a time
Each day signage location in washrooms,
common areas, access and egress points
Cleaning by approved contract
Provision of cleaning supplies and stations
throughout office
Yes
Training required prior to full reopening of
offices
July
i.
Trustee meetings to be booked via
appointment
ii.
Meetings primarily by ZOOM
iii.
No sharing of office spaces
Closed until reviewed by CAO/EC
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Offices closed until reviewed by
CAO/EC on a monthly basis
Barrier installed, either Plexiglas or
extra counter to ensure visitors remain
2m away
Public served at front counter only
Mark flooring to ensure distancing
No family members or friends to
access worksite
Counters to be wiped down between
visitors

Applied control
Physical
distancing
Physical
distancing
Physical
distancing
Physical
distancing
Physical
distancing
Engineering
Administrative
Physical
distancing
Administrative
Administrative
Administrative
Administrative
Administrative
Administrative
Administrative
Administrative
Administrative
Administrative

Physical
distancing
Administrative
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13. Northern Office assessment and protocol
Location
Max occupancy
Work from home in place
Common areas (high traffic
areas)
Lobby
Kitchen
Meeting room
Counter
Photocopier
File Room
Signage in place
Office cleaning
Cleaning schedule
Equipment and material
Staff input
Staff training
Open to staff
Business protocols

Open to Public
Opening to Public
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Northern Office, Gabriola Island
Description
7
In place
Identified through assessment

Applied control
Physical distancing
Physical distancing

Max occupancy of 2 people
Max occupancy of 2 people
Max occupancy of 3 people
Barrier
Only 1 staff member at a time
Only 1 staff member at a time
Each day signage location in washrooms,
common areas, access and egress points

Physical distancing
Physical distancing
Physical distancing
Engineering

Cleaning by approved contract
Provision of cleaning supplies and stations
throughout office
Yes
Training required prior to full reopening of
offices.
July
i.
Trustee meetings to be booked via
appointment
ii.
Meetings primarily by ZOOM
iii.
No sharing of office spaces
Closed until reviewed by CAO/EC
 Offices closed until reviewed by
CAO/EC on a monthly basis
 Barrier installed, either Plexiglas or
extra counter to ensure visitors
remain 2m away
 Public served at front counter only
 Mark flooring to ensure distancing
 No family members or friends to
access worksite
 Counters to be wiped down
between visitors

Administrative
Administrative
Administrative
Administrative
Administrative
Administrative
Administrative
Administrative

Administrative
Administrative
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14. Travel Procedure
Description of travel
Staff travel to all islands in the Islands Trust Area for a variety of reasons, including the following:








Conduct site visits for planning applications.
Hold on-island office hours on a regular basis (Galiano, Mayne, Saturna and North Pender).
Conduct site visits for bylaw enforcement.
For Islands Trust Conservancy monitoring, applications review, enforcement and management.
To visit regional offices or attend stakeholder meetings and meetings with First Nations.
For local trust committee meetings, community information meetings or public hearings.
Other.

The Islands Trust does not have a fleet of vehicles and generally staff use personal transportation, car
sharing services or rental vehicles. Accordingly, sanitation of vehicles is the responsibly of the individual
staff member.

Policies
1. Staff are to limit travel frequency and only travel to islands for required Trust business until
further notice.
2. Staff are to use separate (1 person) vehicles when in travel status to maintain physical
distancing.
3. Refrain from giving members of the public or trustees rides to meetings.
4. Refrain from travelling in vehicles with members of the public or trustees.
5. When on site please ensure to maintain 2 metre separation in seating/standing/walking
arrangements for staff, trustees and the public.
6. When on travel status, carry appropriate sanitary wipes for their hands and to clean surfaces
you may touch. The Islands Trust will provide cleaning supplies for those on travel status.
7. When on a site visit, staff should, whenever possible, remain outside and not enter residences,
buildings, public facilities, vessels or other confined spaces.
8. Staff may only travel in water-taxis and floatplanes that have established sector based safety
guidelines in place that are visible.
9. When on a ferry, staff should remain in their vehicle for the duration of the trip and refrain from
engaging with other passengers.
10. When on travel status, to bring food and water and to refrain from accessing on island stores,
groceries, service institutions or public facilities.
11. To coordinate travel to minimize the effect to on-island residents, for example to travel to the
island early in the day and to avoid rush hour congested ferry times.
12. Sub-regional offices on individual islands are available for use by staff but are not open to the
public and should not be used to host meetings. Staff using a sub-regional office should clean
and sanitize before and after use.
13. Staff must confirm travel details with supervisor.
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14. Accommodation: The Islands Trust has limited ability to ensure individual accommodations
throughout the Trust Area are sanitized appropriately to sector based standards.
a. Staff should refrain from overnight stays and arrange for day trips only until further
notice.
b. If overnight trips are unavoidable, to book only with vendors who can provide a sector
based safety protocol and receive approval from their manager.

15. Public Meeting Procedures
To be determined.

16. Communications Planning
The Islands Trust will communicate its Recovery Plan to staff and the public. The Recovery Plan will be
posted on the website and be available in hard copy in all offices. A media release will inform the public
regarding re establishment of site visits on island and the continued use of electronic means for Local
Trust Committee meetings, public hearings and information sessions, until such time that these
processes are changed.
The Chief Administrative Officer and the Communications Specialist will coordinate public
communications.

Training Plan
All staff will be provided training on the Safety Plan and office protocols, through:
a. An all staff meeting where general procedures and responsibilities will be reviewed
b. Through individual/group sessions with managers on a regional basis
c. Training on the following:
a. Discussion of the risks of exposure to COVID-19, symptoms and appropriate self
monitoring
b. Risk controls established in this plan generally and by office location.
c. Location of cleaning supplies for each office
d. All staff must have training prior to working at Islands Trust Offices or travelling to the
Islands.

Signage
Signage will be posted in all offices at important common locations including entranceways, washrooms,
kitchens, and meeting rooms. Administrative Services will coordinate the provision of signage. Signage
will vary per location but will emphasize physical distancing, good hygiene and cleaning protocols.
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17. Implementation
Following adoption of the Islands Trust Recovery Plan/Safety Plan the following implementation
sequence will be initiated:







Acquisition and dispersion of cleaning supplies for all offices, including establishment of cleaning
stations in each office.
Acquisition of any required PPE including gloves.
Negotiation with cleaning contractors to implement regular cleaning protocols for all offices.
Installation of any engineered controls such as barriers or shields.
Safety training for staff.
Scheduling of staff to ensure physical distancing.

18. Schedule of openings
Reopening of described functions of the Islands Trust will follow adoption of the Recovery Plan and
training for staff.
Type of activity
Site visits by planning, bylaw
enforcement and Conservancy
staff

Opening of offices to all staff

Opening of offices to public

In-person local trust committee
meetings

Prerequisite
 Adoption of IT Recovery
Plan
 Training for all staff
 Appropriate safety
measures have been
implemented
 Training for all staff
 Implementation of
engineering and
administrative controls
 Implementation of safety
protocols in offices
 Training for all staff



In-person public hearings



Implementation of public
gathering safety protocols
Relaxation of public
gathering limits Order by BC
Public Health Officer
Relaxation of public
gathering limits Order by BC
Public Health Officer

Schedule
As soon as possible, June 2020

July 2020

Remain closed, to be reviewed
on first day of month by
CAO/Executive Committee, first
review July 1, 2020
Undetermined, Order by PHO
currently remains in place
limiting gatherings. To be
reviewed by CAO/Executive
Committee
To proceed electronically until
further notice

Community information
meetings
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Appendix 1
19. Cleaning supplies and concentrations
General Cleaning Agent Information

Specific Islands Trust Cleaning Compound Information
The following cleaning products will be provided for Islands Trust offices for use in general cleaning,
cleaning workstations and for cleaning and disinfection for travel.
Surface Disinfectant

Suppliers (subject to change)

Tb Minuteman NEX GEN
DIN 02488984
Spray Nine
DIN 02160331

Maxill Canada

Hand Sanitizer
KWIKY ET Antiseptic HS

Supplier
Maxill Canada

KWIKY Foaming Antiseptic HS

Maxill Canada
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Canadian Tire
Home Depot
Other

Page 17 of 17

