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Hello UBCIC Staff,
 
I hope everyone is doing well.
 
I would like to update you on our plans for re-opening UBCIC’s offices at 312 Main in
Vancouver. Following the recommendations of the Joint Occupational Health and Safety
Committee (JOHSC) the plan is to maintain our current COVID-19 Safety Plan (attached) until

BC stage 4 reopening, currently scheduled for September 7th, 2021. This also aligns with 312
Main’s plans.  Please note: this date is subject to change depending on provincial heath orders
and on how the current Covid wave unfolds. Your safety will continue to guide our decisions.
In the meantime, I would like to start planning for re-opening by addressing various options
that could be available to staff. In the past year and a half, staff have been required to work
primarily or completely from home. This has had its own challenges, but you all have been
incredibly flexible and have adjusted to working from home in an effective and efficient
manner. As a result, when lockdown ends, UBCIC is open to adapting to a model that meets
everyone’s needs. This means considering and planning for a range of workspace options.
Staff have indicated in the anonymous surveys sent by JOHSC that they are interested in the
following work from home/work from the office options:
 

1. Full time work in the office
2. Full time work from home with the options to come into the office on an as needed

basis
3. Hybrid part time work from home, part time work in the office

 
We want to be able to accommodate everyone’s needs to the best of our abilities in a way
that balances these with the needs of the organisation. This will inevitably require flexibility.
Some restrictions and responsibilities to each individual’s job requirements must also be
considered. For instance, options for staff who wish to work from home full time and come
into the office occasionally may be limited by the availability of our travel funds (especially if
those staff are not in Vancouver) or by the scope of the individual job. In addition, some job
descriptions may require your full time presence at the office or for you to be in the office for
certain functions. Some resources may only be used in the office, such as Library and Archives
resources, Butler Boxes, meeting spaces, etc. We will make best efforts but we may not be
able to accommodate everyone’s requests.
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The following procedures must be followed while entering UBCIC: 


• If you have experienced any Covid-19 symptoms, please do not enter 
• Masks are mandatory  
• Use hand sanitizer upon entering the UBCIC suite 
• Leave your contact information along with the date you came to UBCIC in 


case contact tracing becomes necessary 
• Practice physical distancing of 2 m/6 ft 
• Avoid physical contact like handshakes in favour of non-contact 


alternatives 
• Follow signage and occupancy limits posted throughout the office 
• Follow the directional arrows to promote physical distancing 
• Stand behind the line at the Reception desk 
• Any pets brought into the office must also adhere to the 2m physical 


distancing requirement; please do not approach or pet them 
 


The health and safety of the Union of BC Indian Chiefs (UBCIC) staff is of utmost importance to the 
organization. UBCIC is taking all reasonable steps to prevent the transmission of COVID-19 at all of its 


offices. 
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COVID-19 Safety Plan 


Vancouver Office 


Message from Management 


The health and safety of the Union of BC Indian Chiefs (UBCIC) staff is of utmost importance to the 
organization. UBCIC is taking all reasonable steps to prevent the transmission of COVID-19 at all of its 
offices, including its Vancouver office located at Suite 401 at 312 Main Street.  


First and foremost, you are required to stay away from the office if you are ill or have COVID-19 
symptoms. Do not enter any of our work locations. We recommend you stay home to minimize risk 
of transmitting the virus to others. Every team member needs to do their part to protect themselves 
and each other. To reduce the risk of COVID-19 at our workplace, it is essential that we as a collective 
come together and do our part to follow the policies and procedures developed to protect us. All 
members of UBCIC are required to adhere to this COVID-19 Safety Plan. By working together, we can 
continue to make UBCIC a safe and healthy workplace during this pandemic.  


1. COVID-19 as a Workplace Hazard 


BC’s Public Health Officer and WorkSafeBC have declared COVID-19 a workplace hazard. The risk of 
transmitting COVID-19 at the workplace increases the closer you come to other people, the longer you 
spend near them, and the higher the number of people you come near. The best way to reduce this 
risk is to physically distance yourself from others by keeping at least 2 m (6 ft) away from co-workers, 
customers, visitors, and others.  In addition, there is a risk of surface transmission – in particular where 
many people come in contact with the same surface in a short period of time. Effective cleaning and 
hygiene practices – especially frequent hand washing, should be used to mitigate this risk.  


As an employer, UBCIC is required pursuant to Part II of the Canada Labour Code to ensure the health 
and safety of its workers at the workplace. To address the risk of transmission of COVID-19 at the 
workplace, UBCIC has developed this COVID-19 Safety Plan.  


2. Development of UBCIC’s COVID-19 Safety Plan 


UBCIC’s COVID-19 Safety Plan was developed following receipt of comprehensive recommendations 
from UBCIC’s Vancouver office’s Joint Occupational Health and Safety Committee (JOHSC). The JOHSC’s 
recommendations are based on guidance provided by WorkSafeBC, the British Columbia Centre for 
Disease Control, the Office of the Provincial Health Officer of British Columbia and Health Canada, and 
on information obtained from workers following a survey seeking their concerns and preferences 
regarding returning to the office during the COVID-19 pandemic. UBCIC carefully considered the 
recommendations provided, and has for the most part, integrated them without amendment into this 
plan.  
 
UBCIC wants to thank the JOHSC committee members for the time and effort spent in forming the 
recommendations. It is clear from the thoroughness of the recommendations that the JOHSC is 
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addressing the risk of COVID-19 in the workplace head on through careful and thoughtful attention. 
UBCIC echoes such an approach and encourages all of its workers to consider this risk of COVID-19 
carefully, as the JOHSC has.  
 


3. Controlling the Risk of COVID-19 at UBCIC 


UBCIC has identified areas and activities where there may be risks of contracting COVID-19 at its 
Vancouver office. For each of these areas and activities, we have developed and implemented controls 
to reduce the risk of transmitting COVID-19. A table setting out the activated controls is in Appendix A. 


UBCIC considered the hierarchy of controls, taking steps to eliminate the risk, as well as implementing 
engineering controls, administrative controls, and use of Personal Protective Equipment (PPE), in that 
order.  


As we navigate our way through the current pandemic, UBCIC will continue to monitor the risk COVID-
19 poses to its workers and will adapt its COVID-19 Safety Plan as necessary to control that risk.  


4. Policies Implemented to Reduce the Risks of COVID-19 


a.  Procedure for dealing with a worker who feels ill while at work 


The following procedure will govern when a worker begins to feel ill, even with minor symptoms, while 
working at UBCIC’s Vancouver office: 


1. If you are not already doing so, put on a facemask. If you have hand sanitizer at your 
desk, use it. 


2. Contact the onsite management team member in your cohort, the Administrative 
Director and the Office Manager to advise them you are feeling ill, then immediately 
exit the building and return home. If possible, you should drive yourself home or have a 
member of your immediate household pick you up. If this is not possible, you should get 
home in a manner that poses the least risk to the public, keeping a safe physical 
distance from others at all times.  We advise you wear personal protective equipment 
(masks, gloves) for your trip home. UBCIC will provide. 


3. The entire cohort will be sent home that day and may be required to work form home in 
isolation for 14 days or until ill co worker is tested for COVID-19. Following the worker’s 
departure from the workplace, management will arrange for their personal workspace 
and any areas they were in that day to be sanitized.  


4. Once at home, it is recommended that you contact local health authorities to determine 
whether a COVID-19 test is necessary. 


5. Advise the onsite management team member in your cohort, the Administrative 
Director and the Office Manager immediately if you test positive for COVID-19.  


UBCIC will manage instances of illness in a manner that seeks to maintain, to the extent possible, the 
confidentiality of the worker feeling ill. If a worker refuses to test for COVID-19 that worker will have to 
work from home/self isolate for a minimum of 14 days after the last days they experience symptoms.  


5. Procedure for dealing with a Positive COVID-19 Case at UBCIC’s Vancouver 
Office 


The follow procedure will govern when a worker tests positive for COVID-19 at UBCIC’s Vancouver 
office: 


1. UBCIC will close its Vancouver office premises and institute a 100% mandatory Work 
from Home policy.  
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2. UBCIC will notify all of its workers who have worked at the Vancouver office in the last 
14 days, visitors, and the building management that UBCIC has had a confirmed case of 
COVID-19.  


3. UBCIC will identify workers or other visitors to the Vancouver office that may have been 
in close contact with the worker that tested positive for COVID-19 and notify them to 
self-isolate for 14 days.  


4. UBCIC will engage a professional cleaning company to undertake a deep clean and 
sanitization of the Vancouver office.   


5. Management will contact the local Health Authority to report the confirmed case. 


6. UBCIC, with assistance from the JOHSC, will conduct an incident investigation into the 
positive case to determine whether any further COVID-19 controls are necessary. 


UBCIC will manage such cases in a manner that seeks to maintain, to the extent possible, the 
confidentiality of the worker tested positive for COVID-19.  


a. Working from Home Policy 


As a result of the COVID-19 pandemic, UBCIC has staff working from home. Despite being at home, 
these workers are nonetheless “at work” and UBCIC has a role to play in ensuring that they are safe 
and healthy in doing so. UBCIC has developed and implemented a Work from Home Policy. All staff 
working from home are required to review this policy and provide written acknowledgement that they 
understand it and will comply with it.  


6. Communication Plan and Training 


UBCIC has circulated its COVID-19 Safety Plan to all workers at its Vancouver office, building 
management, and to known visitors. Workers were asked to review the plan, and confirm their 
understanding and commitment to comply with it. A copy of this plan is posted on UBCIC’s website, 
and at its Vancouver office’s reception area.  


UBCIC workers concerned about COVID-19 in their workplace should bring their concerns to 
management. This can be done by approaching a member of management in person (maintaining 2 
metres distance), by phone or email or by reaching out to a member of the JOHSC who can then raise 
the concern at the JOHSC’s next meeting. Alternatively, if anonymity is preferred, the worker can use 
the new COVID-19 Questions/Comments box located in the reception area. Please restrict your 
comments and questions to covid-related concerns.   


As the situation continues to evolve, these initiatives will enable UBCIC to adjust its policies and 
procedures to ensure ongoing compliance with changing public health orders and guidelines.   


7. Compliance Monitoring  


UBCIC will actively monitor implementation of and compliance with this COVID-19 Safety Plan by:  


• Asking the JOHSC to develop and implement a monthly COVID-19 inspection checklist to ensure 
compliance with the controls listed in Appendix A of the COVID-19 Safety Plan;  


• Asking the JOHSC to add the COVID-19 Safety Plan as a standing item on their meeting 
addenda; and  


UBCIC will review and revise this COVID-19 Safety Plan as necessary to stay current with government 
and health authorities’ guidance and workers feedback.  


Questions regarding UBCIC’s COVID-19 Safety Plan should be directed to Jody Woods 
(jwoods@ubcic.bc.ca) or Melissa Adams (madams@ubcic.bc.ca)   
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Appendix A: 
Areas of Risk for COVID-19 and Implemented Controls 


Areas & 
Activities 


with 
possible 


risk 


Elimination Engineering 
Controls 


Administrative Controls PPE 


Worker 
Screening 


• Workers with COVID-19 
symptoms are not to come 
to work 


• Workers with COVID-19 
symptoms at work are 
sent home  


• Workers with COVID-19 
virus sent home for 14 
days after the last 
symptoms are 
experienced or until 
cleared by doctor to 
return to work 


• Workers who have 
travelled internationally 
are required to self-isolate 
for 14 days 


• Workers who have been 
near someone who has 
tested positive for COVID-
19 are required to self-
isolate for 14 days 
 


   
 


Visitor 
Screening 


• “Before you visit our 
office” signage posted at 
entry 


• Install Plexiglass 
barrier at reception 


• Require visitors to wash or 
sanitize hands upon entry  


• Reception will keep a 
record of visitors (name, 
date, contact information) 
in case there is a need to 
notify visitors of a risk of 
COVID-19 exposure 


• Hand 
sanitizer 


 


Transiting 
through 
lobby of 
312 Main 
St to get to 
Suite 401 


• The 312 Main Member Re-
entry Plan dated May 25, 
2020, can be found here. 


   


Work 
Schedule 
for in 
office 
work 


• Continue to encourage 
Work from Home where 
doing so is practicable and 
preferred 


• Continue to encourage 
departments to hold 
meetings remotely via 
conference call or online 
video applications, over in 
person meetings.  


• Coordinate cohorts of 
limited numbers of 
workers in the office 
through a phased 
approach to re-entry in 
the office as follows: 
Phase 1 (for 4-6 weeks 
depending on public 
health recommendations): 


 • HR will keep a record of 
which workers were in the 
office on which days in case 
there is a need to identify 
workers for exposure 
purposes. Employers will 
continue to require and 
review daily worklogs from 
employees whether 
working form home or the 
office. 


 



https://mcusercontent.com/7653c99327243fe4a080521dc/files/07558669-9c38-4538-be92-b5a5ade8e0c0/312_Main_Member_Re_entry_Plan_May_25_20.pdf
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o up to 30% (7) of 
workers or less in 
the office at a 
time.  


o No visitors except 
support and 
maintenance 
workers (eg 
Spintech, building 
mgmt.) with 
management 
prior approval. 


Phase 2 (for 4-6 weeks 
depending on public 
health recommendations): 


o Up to 50% (14) of 
workers or less in 
the office at a 
time.  


o Allow limited 
visitors with 
management 
prior approval. 


Phase 3 (long term): 
o 70% workers or 


less in the office 
at a time.  


o Allow a limited 
amount of visitors 
with management 
prior approval.   


Access to 
Floors 


• Require booking for 2nd 
floor office 


• Limit use of 2nd floor to 
one person a day with 
daily cleaning 


• Unnecessary movement 
between the 2nd and 4th is 
discouraged  


   


Social 
Distancing 


• Occupancy limits for 
common spaces including: 


• Signage indicating 
occupancy limits posted at 
entry of each space: 


o Copy room: 1 
person 


o Kitchen: 1 person 
o Boardroom: 3 


people (for phase 
1 and 2, 
boardroom will be 
off limits for 
meetings – except 
for internal staff 
meetings up to 3 
people. it is being 
used a storage 
space) 


o Washrooms: 
follow building 
guidelines 


o Reception: 2 
people - 2 metres 
apart (plus person 
at desk) 


 • Encourage workers to use 
the door closest to their 
workspace. 


• Encourage workers to avoid 
physical contact like 
handshakes in favour of 
non-contact alternatives 


• Encourage workers to use 
outer hallway as an access 
pathway to other parts of 
the office  


• Where possible, move 
workspaces in high traffic 
areas to areas where there 
is less traffic 


• Signage reminding workers 
to socially distance posted 
throughout the office  


• Encourage staff to look 
both ways before entering 
hallways and to wait for 
others to pass. 


• Directional arrows to 
promote social distancing  


• Line on floor around 
Reception desk that people 
must stand behind 


o Encourage 
the use of 
non-
surgical 
masks 
where 
workers 
will be 
spending 
more than 
5 minutes 
in a 
common 
area 


o Where 
work tasks 
require 
workers to 
be within 
2m of one 
another, 
require 
workers to 
use a mask 
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o GCSP office; 2 
people - 2 metres 
apart 


• Share use doors that can 
remain open should be to 
reduce touch points and 
improve fresh air recycling 
(eg research and library 
door) 


• Unseal window and permit 
staff to open them as 
desired 


• Encourage workers to only 
print a print job if they are 
going to immediately 
collect it and to retrieve it 
only once it is done printing 


• Workers must ensure that 
any pets brought into the 
office adhere to the 2m 
social distancing 
requirement  
 


Work 
Stations 
and 
Assigned 
Offices 


• In shared offices, workers 
are to ensure a minimum 
2 m between occupied 
desks. 


• Where 2m cannot be 
maintained, the office 
should only have a single 
worker. 


• Research office limited to 
2-3 people depending on 
which desks are occupied. 


• Library offices limited to a 
single person per office.  


• General library space is 
only available for 
accessing books, microfilm 
use and other library 
tasks. 


• Plexiglass dividers 
between some 
cubicles, microfilm 
readers and library 
public computers.  


• Policy against standing and 
talking outside someone’s 
office or workspace unless 
workers are 2 m apart while 
doing so.  


• Encourage staff to use large 
open areas within the office 
to have conversations so 
that 2m can be maintained 


• Policy encouraging workers 
to wipe down their work 
space on a regular basis 


• Encourage workers to only 
touch their own office 
doors, not those belonging 
to other workers  
 


• Disinfecting 
wipes 
available 
for use 


• Personal 
hand 
sanitizer 
given to 
each 
worker for 
their desk 


Meeting 
Rooms 


• Occupancy limits as 
follows: 


o Boardroom: 3 
people (for phase 
1 and 2, 
boardroom will be 
off limits for 
meetings – except 
for internal staff 
meetings up to 3 
people. it is being 
used a storage 
space) 


o Reception: 2 
people - 2 metres 
apart (plus person 
at desk) 


o GCSP office; 2 
people - 2 metres 
apart 


 


 • Encouraging workers to use 
virtual meetings instead of 
in person meetings  


• Policy requiring workers to 
sanitize the table before 
use 


• Policy requiring workers to 
sanitize the table after use 
and tidy up the meeting 
room removing all garbage 
and pushing in chairs  


• Signage reminding workers 
of above policies placed on 
tables in meeting rooms 


• Disinfecting 
wipes 
available 
for use  


Library • Where possible, a one 
person per day policy 
should be applied to the 
use of microfilm readers  


 • Books, vertical files and 
microfilm that need to be 
re-shelved or put back after 
use, should be placed in a 
Ziploc bag by the person 
who touched it with a post-
it note noting the date it 
was touched  


• Only Library and Archives 
staff are permitted to touch 
archival materials. Library 
and Archival staff should 
coordinate who is working 
with which items to avoid 


• Gloves and 
masks 
provided to 
Library and 
Archival 
staff 
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multiple people touching 
them  


• Workers encouraged to ask 
Library and Archival staff 
for assistance locating 
supplies to reduce 
touchpoints 


Lunch 
Room 


• Stagger lunch and coffee 
breaks to avoid congestion 


• Occupancy limit: 1 person  
• Limit use to food 


preparation and cleaning 
personal dishes 


• Signage indicating lunch 
table cannot be used to 
eat lunch 


• All common items (plates, 
cups, bowls, utensils) 
removed from lunchroom 


• Workers are to bring their 
own, clean them 
themselves after use and 
take them home at the 
end of the day. 
Decommissioning of 
dishwasher in favour of 
each worker washing their 
own dishes in the sink  


• No shared foods 
permitted 
 


 • Policy that workers are not 
to leave any personal 
dishes brought in the sink 
or on the counter for 
cleaning. Must clean your 
own immediately after use 
and restore at your desk 


• Policy that workers are to 
use disinfecting wipes to 
wipe down every surface 
and item they touch (fridge 
handle, kettle, coffee 
machine, etc.) following use  


• Signage on tables 
reminding workers to: 


o Sanitize the table 
(before and after 
use) 


o Remove all garbage 
and be sure not to 
leave anything 
behind on the table 


o Push in your chair 
• Policy and signage 


reminding workers to apply 
hand sanitizer prior to 
entering the lunchroom 


• Disinfecting 
wipes 


• Hand 
sanitizer 
station 
place 
outside 
lunchroom 


Common 
Use Items 


• All common items (plates, 
cups, bowls, and utensils) 
have been removed from 
lunchroom. Workers are 
to bring their own, wash 
and dry dishes themselves 
directly after use and 
return the items to their 
desks immediately. Dishes 
are to be taken home at 
the end of the day.  
 


 • Reduce cash-free payments 
by encouraging payment by 
card where possible  


• Encourage payment be tap 
over pin pad if possible 


 


Office 
Cleanliness 


  • Workers should personally 
clean and sanitize all high-
touch areas & communal 
items after use 


• Workers are encouraged to 
spend the last 15 minutes 
of the workday cleaning 
and sanitizing their 
workspaces (desk, chair, 
phone, computer, door 
handle, etc.) 


• Workers are required to 
empty their own recycling 
and garbage bins in the 
common area collection 
point.  


• The office garbage and 
recycling will be taken 
outside reception door for 
collection by the Binners’ 


• Cleaning 
equipment 


• Disinfecting 
wipes 
located in 
all 
meetings 
rooms and 
throughout 
the office 
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Project a minimum of 2x 
per week.  


Personal 
Hygiene 


  • Adequate hand washing 
facilities including soap, 
paper towel supplies & 
handwashing sinks 


• Workers encouraged and 
reminded with signage to 
frequently wash their hands 
including: 


o Upon arrival at 
work 


o Before and after 
breaks 


o After washroom 
use 


o After handling cash 
or other items with 
public contact  


o Before and after 
use of common 
equipment and 
tools (i.e. 
photocopier) 


o Before and after 
using masks or 
other personal 
protective 
equipment 


o Before leaving 
work 


• Clothing must be 
maintained clean and in 
good repair 


• Overall personal hygiene 
standards to be maintained  


• Provide workers proper 
instruction on how to 
properly wear a mask and 
post similar signage around 
the office  


 


• Masks 
(available 
on request) 


• Hand 
sanitizer 
provided to 
every 
worker for 
their desk 


• Hand 
sanitizer 
located 
throughout 
the office  


• Disinfecting 
wipes 
located in 
all 
meetings 
rooms and 
throughout 
the office  


 


 





		COVID-19 Safety Plan

		Message from Management

		1. COVID-19 as a Workplace Hazard

		2. Development of UBCIC’s COVID-19 Safety Plan

		3. Controlling the Risk of COVID-19 at UBCIC

		UBCIC has identified areas and activities where there may be risks of contracting COVID-19 at its Vancouver office. For each of these areas and activities, we have developed and implemented controls to reduce the risk of transmitting COVID-19. A table...

		UBCIC considered the hierarchy of controls, taking steps to eliminate the risk, as well as implementing engineering controls, administrative controls, and use of Personal Protective Equipment (PPE), in that order.

		4. Policies Implemented to Reduce the Risks of COVID-19

		a.  Procedure for dealing with a worker who feels ill while at work

		5. Procedure for dealing with a Positive COVID-19 Case at UBCIC’s Vancouver Office

		a. Working from Home Policy

		6. Communication Plan and Training

		7. Compliance Monitoring

		Appendix A:

		Areas of Risk for COVID-19 and Implemented Controls





We require more specific information about your preferences. Please review the questions
below and answer to the best of your ability.

Option One: Work full time in the office
Is this your preferred option?

1. If you answered yes to this, please advise: UBCIC offices are open from 8:30 to 4:30.
However there is some flexibility when working in the office full time.  What office hours
would you prefer to hold bearing in mind that a supervisor needs to be onsite for staff
to work on the office? (e.g. 8:30-4:30)

Option Two: Work full time from home
Is this your preferred option?

1. If you answer yes to this, please indicate from which location you would work (city,
province)?

 

2. If you answered yes to this, what is your expectation in terms of the frequency of trips
to the office and/or travel for meetings in the lower mainland

Option Three: Hyrbid work schedule - part time from Vancouver office and
part time from home)
Is this your preferred option?

1. If you answer yes to this, please indicate how many days per week you would prefer to
come into the office?

 
2. If you answer yes to this, please indicate which days per week you would prefer to come

into the office. Please indicate if you are flexible.
 

3. If you answer yes to this, please indicate which days you would prefer NOT to come into
the office.

 
4. If you answer yes to this, please indicate if you have informally discussed this with your

supervisor.
 

Please use this schedule template and sample to assist you in indicate your preferences for a
Hybrid schedule your availability:
 

MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY
X - 8:30-4:30  X – 12:00-4:30   

Other Considerations



UBCIC cannot supply two compete workstations for staff who develop hybrid schedules
(option 3) though we might be able to assist with some supplies.

 

Staff who develop hybrid schedules (option 3) may have to “desk share” (your
workstation in the office will be used by another staff member on the days when you
are working at home). This will also require that staff clean and sanitize their
workstations after use. 

If you are interested in working from the office, but are unable to indicate preferential
days/times, please explain your situation and how you envision your work schedule.
Please be aware that this will indicate your preferences only. We cannot guarantee
dates/times will be available as per your preferences, but we will do our best to
accommodate. 
 
Please email allison@ubcic.bc.ca your preference or if you have any questions.
 
Warm wishes
Jody
 
 
Jody Woods 
Research Director 
Acting Administrative Director 
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