
Office Rules and Guidelines – COVID-19 prevention 
The BC Conference implemented Phase 2 of the BC Restart Plan on June 16, 2020. We have ensured that physical distancing 
is possible while in the office, where people are always able to maintain at least two metres (6.5 feet) between them. Outlined 
are points that will cover such measures and discuss alternate measures when social distancing is not possible. 

 
1. Office policy: 

a. Practice 2 meters physical distancing, even upon entering or when using office equipment 
b. Masks are mandatory while in the office.  Please wear a mask, unless you are at your desk, or eating 
c. Obey posted occupancy limits (differs in each room or common meeting area) 
d. If you have any non-allergy related symptoms (including fever, chills, new or worsening cough, shortness of breath, 

sore throat, new muscle aches or headaches) do not come to work. You will be asked to go home if you come to work 
with symptoms. Inform supervisor 

e. No hugs or hand shaking permitted 
f. Employees over 60 returned to the office full-time as of August 3,2020, following the gradual work entry schedule 

which started on June 16, 2020 and ended on July 28, 2020.  (AdCom minutes available) 
g. Desks occupancy limit is 2.  This includes most in-office meetings (exception for Denny, Joey & Sven’s offices-max 3) 

For larger groups please direct yourselves to boardroom (max.4) or upstairs lounging/meeting area (max. 10) 
h. Potlucks allowed. However, all shared food needs to be served as follows:  

                      -      Person who brought food, serves food 
- Gloves need to be worn while serving food 
- Food will be served on individual plates 
- Food will be served upstairs in the kitchen area 

i. All kitchen amenities are available to use.  Always follow posted cleaning protocols  
j. Sign in board removed.  You are responsible for signing yourself in upon entering the office.  This sign-in is a 

confirmation that you have performed a self-health check prior to coming to work, and that your answers are “No” to 
the BC Conference Screening questions. (Screening questions and sign-in sheet found in Teams) 

k. Only first-aid attendants can retrieve medical supplies from supply room.  Four (4) attendants listed on phone lists.  
Direct all first aid concerns to them 
 

2. Symptoms at work policy: 
a. If your mask is off (because you are at your desk or eating) put your mask on immediately 
b. Wash your hands (follow hand hygiene instructions on posters) 
c. Inform supervisor and first aid 
d. Isolate yourself and go home once instructed by first aid (BC COVID-19 self-assessment tool will be provided, which 

needs to be completed and brought back after the 14-day quarantine period, or as specified by a doctor’s note) 
 
3. Hand hygiene and surface cleaning policy: 

a. Most important thing you can do to prevent COVID-19 is to wash your hands regularly and avoid touching your face  
b. Cough into your elbow or use a tissue to avoid coughing or sneezing into either your hands or the air. Dispose of used 

tissues right away into an appropriate receptable and immediately wash your hands 
c. Sanitize hands as soon as you enter the office 
d. Sanitize your desk after meetings, receiving packages, money handling, etc. 
e. Wash your hands using posted hand hygiene instructions (located in bathrooms, reception area and upstairs 

lounging/meeting area) 
 

4. Opening office policy: (If you are the first person to enter building) 
a. Disarm office zones 
b. Wash hands 
c. Turn lights on 
d. Turn copier on 
e. Wash hands 

 
5. Posters: Be familiar with the information on the posters from BC Centre for Disease Control (BCCDC) which have been placed 

in various places in the building 
 
6. Courier delivery policy. How to receive packages if receptionist is not available: 

a. Do not receive packages inside office.  Meet couriers outside 
b. Wash hands (following posted hand hygiene instructions) before and after delivering package to a department 
 

7. Only exempt visitors can enter (i.e., Shred-it, contractors, inspectors, auditors, etc.) for work related access to office files. All 
other visitors need to be met outside.  If raining, visitor will be directed to a specific room.  See point 8. 

 
8. Pre-scheduled meetings can be arranged and will be held in a specified room. (Office designated is located between lobby 

and Shelly Dinning cubicle- OE resource room) 
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