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This document highlights safe work procedures that all staff, volunteers, contractors and subcontractors are 

required to practice once they enter the Kiwassa spaces. 

These work protocols and prevention measures are in accordance with the advice and guidelines provided 

from: 

• The Canadian Federal Government and its designates such as Public Health Authorities 

• The British Columbia Provincial Government and its agencies such as The Ministry of Health, B.C 

Centre for Disease Control and WorkSafe B.C. 

 

As the pandemic evolves, the Public Health Authorities may modify the current guidelines. We will continue 

to keep the Kiwassa team updated on any changes regarding safe work practices in the office. 
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HAND HYGIENE 
Following good hand hygiene is imperative to prevent the spread of COVID-19. 

• Key times to clean hands 

o When arriving to work and going home 

o After blowing one’s nose, coughing, or sneezing 

o After using the restroom 

o Before eating or preparing food 

o After contact with animals or pets 

o Before and after providing routine care for another person who needs assistance (e.g. a child) 

• Wash your hands often with soap and water for 20 seconds, as shown in Appendix A. 

• Hand sanitizer: If soap and water are not readily available and hands are not visibly dirty, use a hand 

sanitizer that contains at least 70% alcohol. However, if hands are visibly dirty, always wash hands 

with soap and water. 

• Avoid touching your eyes, nose, and mouth with unwashed hands. 

• If you are using disposable gloves, ensure that you throw them away once used, do not walk around 

with gloves on or touch other objects with used gloves to prevent cross contamination of any germs. Be 

sure to remove and dispose of them safely as shown in Appendix B. 

 

SANITIZING HARD SURFACES 
Health Canada approved disinfectants will be available for use by persons in the Kiwassa building. These 

guidelines shall apply to office spaces, activity rooms, meeting rooms and lunchroom. Below are some “germ 

hot spots” that are found in office spaces. 

 

If you have to open the fridge door to store your lunch, remember your co-worker does too. As you can see, 

there are many surfaces you and your co-workers may touch in common areas such as the lunchroom. It is 

important to sanitize these surfaces upon use and ensure you are keeping the space clean and tidy for others to 

use. 
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For sanitizing hard surfaces such as tables, chairs, desks, monitors, mice, keyboard, and electronics such as 

tablets, mobile phones, and remote controls, door handles, fridge handles, microwave, and beverage dispenser 

buttons: 

• First, remove visible dirt, grease, etc. 

• Use alcohol-based wipes containing at least 70% alcohol. Air dry the surface thoroughly. 

• If alcohol-based wipes are not available, use a spray containing at least 70% alcohol, dampen a paper 

towel with it and wipe the hard surfaces. Air dry surface thoroughly. 

• For more information on cleaning and disinfecting practices, see Appendix C. 

• For a guide on cleaning and sainting workstations, see Appendix D. 

 

All staff working in Kiwassa offices on their set schedules are encouraged to sanitize their desks or 

workstations as per directions above. All staff using common areas or any equipment in common areas 

such as photocopier, microwave/fridge/coffee maker in the lunchroom, MUST sanitize the equipment 

after each use. 

 

RESPIRATORY HYGIENE/COUGH ETIQUETTE 
It is important to educate and encourage all individuals (staff, volunteers, contractors, clients and visitors) to 

practice proper respiratory hygiene to prevent the spread of COVID-19. Wearing masks or face coverings 

indoors helps us to prevent spreading our germs to others as cloth masks can reduce the spread of respiratory 

droplets into the air and landing on surfaces. 

• We will post signage all around the Kiwassa building to remind all persons to practice good respiratory 

etiquette - see Appendix E. 

• If you are suffering from cough, cold or sneezing regularly, please do not come to Kiwassa, speak with 

your supervisor and work from home. 
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• Cover your mouth and nose with a tissue when coughing or sneezing or sneeze in your elbow, dispose 

of the tissue immediately after use. 

• Maintain 2-meter distance and turn the head away from others when coughing or sneezing. 

• Perform hand hygiene with soap and water or alcohol-based hand rub immediately after coughing or 

sneezing to prevent cross contamination. 

• Wear a mask to protect others, especially when coughing or sneezing. 

 

MASKS & FACE SHIELDS 
The use of masks/face coverings is non-invasive, inexpensive, and can help save lives. Masks may also serve 

as a visual reminder to everyone that we need to be vigilant and continue to maintain physical distance. It is 

important to use and clean a mask properly (see below). Using a mask incorrectly can accidentally spread 

infection to the wearer. See Appendix F for instructions on donning and removing a face mask. 

A good cloth mask or face covering should: 

• Be at least two layers of tightly woven cotton or linen.  

• Cover over nose, mouth and chin, and be easy to breathe through.  

• Fit securely to the head with ties or ear loops without gaping or impairing vision.  

• Be comfortable to avoid the need for adjustments when wearing.  

• Maintain their shape after washing and drying.  

• Not contain non-breathable materizals such as plastic 

• Do not leave your mask tucked under the chin, hanging from your ear, or on your forehead. 

• Do not share your mask with others 

A face shield is not an alternative to a mask. The Centre for Disease Control (CDC) has stated that they “do not 

recommend use of face shields as a substitute for cloth face coverings. It is not known if face shields protect 

others from the spray of respiratory particles. The CDC does not recommend use of face shields for normal 

everyday activities or as a substitute for cloth face coverings.” 
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PRACTICE PHYSICAL DISTANCING 
As we adjust to this new normal, seeing our team members after so long, we may sometimes forget to maintain 

physical distancing. Please ensure you are sitting or standing at least 2 metres apart in all areas of the Kiwassa 

building, and if your coworkers forget, that is okay, gently remind them. 

 

 

REMEMBER… 
• Wash your hands effectively with soap and water for minimum 20 seconds throughout the day. 

• Do not touch your face with unwashed hands, avoid touching your nose, eyes or mouth areas 

altogether. 

• Wear a face mask within the Kiwassa building, masks do not need to be worn in your own designated 

office areas. 

• Use a tissue or the inside of your elbow to sneeze or cough into. Dispose of used tissue immediately 

and properly into a garbage or other designated container. 

• Sanitize frequently touched surfaces before and after use. 

• Practice physical distancing: Maintain a minimum 2 metre distance between you and others whenever 

possible and follow occupancy limits posted in all public areas. 

• Avoid public gathering areas and crowds outside the office. 

• Stay away from people who are sick and stay home if feeling sick. 

 

Lastly, be kind, be calm, and be safe. 
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Appendix A 
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Appendix B 
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Appendix C 
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Appendix D  
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