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PURPOSE 

The purpose of this plan is to outline the process for a safe return to operations at the City of Dawson 
Creek. Employers are mandated by WorkSafeBC and the Provincial Health Officer to develop a COVID-19 
Safety Plan prior to re-opening non-essential services.  
 
This document details WorkSafeBC’s six-step process, which must be completed by facility workgroups 
prior to resuming operations. This plan will guide Dawson Creek’s management and supervision through 
the six-step process.  

SCOPE 

This program applies to all City of Dawson Creek workplaces and employees. Special provisions may 
exist for some City of Dawson Creek operations such as Dawson Creek Fire Rescue and RCMP Services. 
 

RESPONSIBILITIES 

General Managers are responsible for the following: 
 
• Being knowledgeable of the COVID-19 – Resuming Operations Safety Plan and to ensure managers 

implement it when applicable in their areas of responsibility.  

 

• Allocating resources as needed to address risks identified in workplaces that are resuming 

operations. 

 
Managers and Supervisors are responsible for the following: 
 
• Being knowledgeable of the COVID-19 Safety Plan and the six-step process outlined. 

 

• Working with the Health & Safety Department and ensuring department/facility/location-specific 

risk assessment are conducted for their area of responsibility prior to resuming operations.  

 

• Implementing controls that are identified in the risk assessment prior to resuming operations, 

complying with all orders, guidance, and notices issued by the provincial health officer that are 

relevant to municipal operations. 

 

• Developing a department/workplace specific plan and staff training for their workplace with help 

from the Health & Safety Department. 

 

• Providing their staff with applicable safe work procedures and training that addresses identified risks 

and controls. 
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• Monitoring their workplace and updating their risk assessment and department/workplace specific 

plans as required. 

Workers are responsible for the following: 
 
• Providing input to risk assessments and plans completed for their workplace or department. 

 

• Following applicable safe work procedures developed for safe return to work, complying with 

employer policies, procedures and orders, guidance issued by the provincial health officer. 

 

• Reporting issues or risks not identified in their department/workplace specific plan to their 

supervisor. 

 
The Health & Safety Department is responsible for the following: 
 
• Assisting Supervisors and Managers in the completion of their department/workplace-specific risk 

assessments and plans. 

• Communicating and ensuring compliance with orders, guidance, and notices issued by the provincial 

health officer that are relevant to municipal operations. 

 

Joint Health and Safety Committees are responsible for the following: 
 
• Assisting Supervisors and Managers in the completion of their department/workplace-specific risk 

assessments and plans. 

 

• Monitoring the effectiveness of department/workplace specific plans and providing feedback to 

management and the Health & Safety Department as required.  

 
PROGRAM DETAILS 

The 6 Steps of Returning to Safe Operations 

The following steps must be undertaken in the process of returning to safe operations: 
 

1. Assess the risks in the workplace. 

2. Implement controls to reduce risk. 

3. Develop Plans / Procedures. 

4. Communication and Training of Plans / Procedures. 

5. Monitoring the Workplace and Updating Plans as Necessary. 

6. Assess and Address Risks from Resuming Operations. 
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Details on how to complete each of these steps are as follows: 

 

Step 1 - Assessing the Risks at the Workplace 

Each department or workplace must complete a “Return to Safe Operations Risk Assessment” prior to 

resuming operations (see appendix A). For the purpose of this safety plan, the terms “department” or 

“workplace” have been chosen to give flexibility to supervision and management in determining the 

scope of their risk assessment(s). 

 

For example – All of City Hall might be considered a work area that can be captured by one risk 

assessment or may require multiple risk assessments as there are significant differences in work areas, 

public interface, job tasks, and managers for the staff who occupy the building. Discretion is left to 

managers to determine the scope of their risk assessment as it relates to the department/workplace 

being assessed. 

 

There are two document forms which need to be completed for each department/workplace: 

 

1. COVID-19 Infectious Disease Exposure Risk Assessment – Appendix A 

(This is a COVID-19 specific risk assessment that considers a wide range of risk factors including 

physical distancing, task-specific risks, public interface, staffing numbers, facility arrangements, etc.). 

 

2. Return to Safe Operations Due Diligence Document – Appendix B 

(This document focuses on the controls and/or best practices implemented as a result of the risk 

assessment). 

Both documents must be completed in consultation with a workplace Joint Health & Safety Committee 

Member, reviewed by the Manager, and signed off by the General Manager and CAO. (Where possible 

the Health & Safety Coordinator will be present).  

 

The risk assessments will determine what preparations will be necessary prior to resuming safe 

operations. 

 
Step 2 - Implementing Controls to Reduce Risk 

The above-mentioned risk assessments will identify actions to be taken (or already being taken). These 

actions are control measures such as eliminating certain tasks, installing engineered barriers, 

implementing working procedures and protocols for staff to follow, or supplying staff with personal 

protective equipment. 

 



 

7 
 

 

Control measures being selected should consider the control hierarchy (see below). 

 

 

The Return to Safe Operations Risk Assessment has several recommended actions to consider. Note that 

you are not limited to selecting these as controls and that the control hierarchy should be considered for 

any risks identified. Record your chosen controls in the Risk Assessment Tool. Identify levels of control 

for the protection you will implement or have been implemented in the Return to Safe Operations Due 

Diligence Document. 

Step 3 - Developing Plans and Procedures 

Several general Safe Work Procedures and Signage have been developed and are available for 

tasks/situations relating to COVID-19. The City developed a Mask and Face Covering Policy and lunched 

an online COVID-19 self-screening tool to comply with the Provincial Health Officer’s order on active 

daily health checks. 

These safe work procedures, policies, and guidelines are available: 

1. SWP – COVID-19 – Working From Home 

2. SWP – COVID-19 – Working From Home Emergency Response Plan Form 

3. SWP – Handling Document During a Pandemic 

4. SWP – COVID-19 – Positive Test Procedure 

5. SWP – COVID-19 – Work Station Cleaning Instructions 
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6. SWP – COVID-19 – Vehicle Cleaning Instructions 

7. SWP – COVID-19 – Physical Distancing and Municipal Vehicle OHS Guideline 

8. SWP – COVID-19 – Physical Distancing In The Office Environment 

9. SWP – COVID-19 – Confirmed Contact Case 

10. SWP – COVID-19 – Daily Check Self-Screening Tool 

11. COVID-19 – Refusal of Unsafe Work & Flow Chart Form 

12. COVID-19 – Preventative Measure Implementation Review For Managers and Supervisor 

13. COVID-19 – Manager Or Supervisor Safe Practise Review Form   

14. COVID-19 – Worker Awareness OHS Safety Crew Talk 

15. COVID-19  – Working from Home Operational Procedure 

16. COVID-19 – Infectious Disease Exposure Risk Assessment 

17. COVID-19 Return To Safe Operations Departmental Due Diligence 

18. DCFD  – COVID-19 Pandemic Response Guideline 

19. Contractors Working During COVID-19 

20. Posters and Signages  

21. Mask and Face Covering Policy Dawson Creek 

22. Code of Conduct – City Facilities 

Following the risk assessment, a “COVID-19 – Departmental/Workplace Specific Safety Plan” (Appendix 
C) must be completed. 
 
The Departmental/Workplace Plan is a document that captures and communicates all the actions 
identified in the risk assessment to staff, including any specific work procedures or written instructions 
for that department/workplace. This plan is to be reviewed and signed by managers and General 
Manager of that work department/workplace. 
 
The risk assessment may also identify instructions that must be posted for the public to follow while 
visiting our facilities  
 
 
Step 4 - Communication and Training of Plans and Procedures 

Department / Workplace Specific Safety Plans 

Supervisors/managers will review the “COVID-19 – Preventative Measure Implementation Review for 

Managers and Supervisor”. They must review the “COVID-19 Worker Awareness OHS Safety Crew Talk” 

with new and returning workers, review and train staff to their Department / Workplace Specific Plans 

as well as applicable general safe work procedures. Attendance will be documented and forwarded to 

the Health & Safety Department. These plans will be posted conspicuously in the workplace. 

Posted Signage 

If applicable to the workplace –The “STOP Do not enter if you are not feeling well,” signage will also be 

posted conspicuously at entrances to city facilities. Other applicable instructions/posters” signage must 

be posted conspicuously for the public to view. 
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Step 5 - Monitoring the Workplace and Updating Plans as Necessary 

We expect things may change as our City re-opens for business. If staff or Supervisors identify a new 

area of concern, or if it seems like something isn’t working, take steps to update your policies and 

procedures. Involve your workplace joint health and safety committee members and the health & safety 

Coordinator in the process. 

Staff should regularly communicate the effectiveness of their Department / Workplace Specific Safety 

plan with their supervision. 

Within the first week of operation resuming, Supervisors must complete a “Manager / Supervisor Safe 

Practise Review Form” (see appendix D). This should be completed regularly at a frequency determined 

appropriate by the area supervisor/manager. 

WorkSafeBC requires the employer to review workplace safety plans to ensure it is effective and 

functioning properly. This checklist guide can be used to review and update site specific COVID-19 safety 

plan. 

 

Step 6 - Assess and address risks from resuming operations 

If your workplace has not been operating for a period of time during the COVID-19 pandemic, you may 

need to manage risks arising from restarting your operations.   

These are part of the risks that should be assessed in the “COVID-19 – Infectious Disease Exposure Risk 

Assessment” tool, consider hazards that may have developed as a result of having stopped the 

operation. Make sure you implement controls that have been recommended for these new risks, if any.  

 
 
 
. 
 
 
 
 
 
 
 
 
 
 

https://www.worksafebc.com/en/resources/health-safety/books-guides/reviewing-updating-covid-19-safety-plans-guide-for-employers?lang=en

