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Re: Health and Safety Association Guidance on COVID-19 H&S
Standards and Practices
Dear Member,
On April 30, 2020 Premiere Doug Ford provided the businesses and
workplaces in Ontario with guidance on the government’s strategy to
gradually, and in a measured and thoughtful way, reopen Ontario’s
economy and begin to recover from the COVID-19 pandemic.
Of note Doug Ford stated this:
"We all want to reopen our businesses, services and favourite places across the
province, but we must do it in a safe and responsible way," said Premier Ford.
"That's why we are providing clear guidelines to employers, with practical
measures to help them keep staff and customers safe while preventing the
spread of COVID-19. By taking these steps, we will be prepared to get people
back to work when the time is right."
The government, to support businesses and workplaces prepare to reopen
provided a range of associated documents. Of particular interest to LDCA
members was the comprehensive set of COVID-19 related H&S standards
and practices for our construction sites, logistics and supply chains and
office environments. There are twenty-five documents in this group.
To help you better utilize these guides LDCA has packaged them into one
easy to use reference document. This document can be found on the LDCA
website or via email request.
The Board of Directors of the LDCA, representing all aspects of our industry,
support the use of these documents to be the H&S standards and practices
for us to use in our businesses and workplaces. We also encourage members
to exceed these standards if you can, and to be mindful of the principles of
the government’s guidance when you are in situations that the
documented guidance doesn’t apply.
Finally, we are encouraged that the government is looking ahead to
recovery, and the hope and expectation that soon we will be back working
at full steam doing what we do best “Building the Future”.
Regards,
BoD of the LDCA
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Foreword:
On April 30, 2020 Premiere Doug Ford provided the businesses and workplaces in
Ontario with guidance on the government’s strategy to gradually, and in a
measured and thoughtful way, reopen Ontario’s economy and begin to
recover from the COVID-19 pandemic.
Of note he stated this:
"We all want to reopen our businesses, services and favourite places across the province,
but we must do it in a safe and responsible way," said Premier Ford. "That's why we are
providing clear guidelines to employers, with practical measures to help them keep staff
and customers safe while preventing the spread of COVID-19. By taking these steps, we will
be prepared to get people back to work when the time is right."

This is the collection of Health and Safety Association Guidance Documents that
are related to construction companies and were sourced on 2020-05-01 directly
from this site:
https://news.ontario.ca/opo/en/2020/04/health-and-safety-associationguidance-documents-for-workplaces-during-the-covid-19-outbreak.html
The purpose of this document is to make an easy one-stop-shop reference
guide for construction companies to best help them meet the government’s
expectations of keeping “…staff and customers safe while preventing the
spread of COVID-19…”
We encourage members to exceed these standards if you can, and to be
mindful of the principles of the government’s guidance when you are in
situations that the documented guidance doesn’t apply.
Please be advised this document is for informational purposes only. This
document does not purport to be, nor is it legal advice. We recommend
seeking legal or other expert advice if you are uncertain about any H&S
practice.
Best regards,
LDCA
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Guidance on worker procedures (handling
paperwork) during COVID-19
Overview
This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in
the Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief
Medical Officer of Health.
Workers should raise any concerns to their:
• Supervisor
• Joint health and safety committee
• Health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the
legislation and regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards.
Workers have the right to refuse unsafe work. If health and safety concerns are not resolved internally, a
worker can seek enforcement by filing a complaint with the ministry’s Health and Safety Contact Centre at
1-877-202-0008. Failure of the employer or constructor to comply with the OHSA and its regulations could
result in a stop-work order upon inspection by the Ministry of Labour, Training and Skills Development.

Recognize hazards and assess risks
How does the coronavirus spread? Coronaviruses are spread mainly from person to person through close
contact. For example, in a household, workplace, or health care centre. Some human coronaviruses spread easily
between people, while others do not.
During the course of the day, your hands touch many surfaces. Once contaminated, your hands can transfer the
virus to your eyes, nose, or mouth. From there, the virus can enter your body and make you sick.
In most commercial environments, handling paperwork (e.g., signing for deliveries, issuing work orders) is a
normal part of business. This may require being in close contact with other people to exchange documents.
As a truck driver, shipper, or receiver you should be aware of some of the precautions to take when handling
shipment-related paperwork (e.g., shipping documents, bills of lading).

For more information visit ihsa.ca/COVID-19
LDCA – HSA COVID-19 Workplace Guidance
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Guidance on worker procedures (handling
paperwork) during COVID-19 con’t
Controls
1.

Maintain physical distancing
Everyone in Ontario should be practising physical distancing to reduce their exposure to other people. They
should do their best to avoid close contact with people outside of their immediate families. Close contact
includes being within two (2) meters (6 feet) of another person.

2. Use alternative forms of communication
• Use technology for communication (e.g., text messaging and mobile phones) rather than having inperson conversations as much as possible.
• Where possible, use technology to send and receive paperwork (e.g., scanning equipment and electronic
proof of delivery).
• Do not share pens. Request that others use their own pen or stylus when signing. If required to share, use
disinfectant wipes to clean pens and styluses.
3. Clean and disinfect regularly
• Regularly disinfect any areas that you are frequently in contact with or are used by other people (e.g.,
tables, desks, tablets, pens, door handles).
• Have sanitizer or soap present and visible for all staff to use.
• Monitor your supplies and refill them regularly.
• Wash your hands frequently before and after transferring paperwork.
• Use appropriate PPE when cleaning potentially contaminated surfaces.
• Dispose of gloves and soiled materials in regular garbage.
• Remove garbage from the facility regularly, and wash hands after disposal.
• Avoid touching your eyes, nose, and mouth.
If you start to feel symptoms of COVID-19. Anyone who begins to feel unwell (fever, new cough, or difficulty
breathing) should return home and self-isolate immediately.
People who are self-isolating should seek clinical assessment over the phone; either by calling their primary care
provider’s office or Telehealth Ontario (1-866-797-0000). If you need additional assessment, your primary care
provider or Telehealth Ontario will direct you. If you need immediate medical attention you should call 911 and
mention your travel history and symptoms.
If you need immediate medical attention you should call 911 and mention your travel history and symptoms.

Evaluate
Review procedures with your supervisor or employer. If the procedures are not working, communicate with
your supervisor/employer to modify. Also, notify your supervisor/employer if more resources are needed – pens,
clipboards, sanitizing resources and other.
Follow-up and evaluation are essential to ensure the effectiveness of controls and solutions implemented. You
should also determine the following:

For more information visit ihsa.ca/COVID-19
LDCA – HSA COVID-19 Workplace Guidance
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Guidance on worker procedures (handling
paperwork) during COVID-19 con’t
•
•
•
•

Has the hazard been eliminated or the risk minimized appropriately?
Is there a better way to control the risk?
Is the control being used consistently and as planned? Monitor behaviour and practices, and your
improvement over time.
Continuously engage your workers, and communicate recommendations and adjustments with supervisors.

Stay home if you are feeling ill. If you detect symptoms, you should immediately distance yourself from others
and go home. If possible, avoid using public transit. Ensure you notify your supervisor so that they are aware of
the situation and can also notify others who may have been exposed.
For Ontario residents, anyone who suspects that they have contracted COVID-19 should call 811 (NOT 911)
instead of going to the hospital or a family doctor. Direct toll-free phone numbers for Ontario residents are:
1-866-797-0000 or TTY: 1-866-797-0007. Visit the Ontario Ministry of Health’s website and taking their
self-assessment.

Resources
Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario

For more information visit ihsa.ca/COVID-19
LDCA – HSA COVID-19 Workplace Guidance
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Guidance on workers’ responsibilities with COVID-19
(symptoms or exposure) on construction sites
Overview
This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in
the Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief
Medical Officer of Health.
Workers should raise any concerns to their:
• Supervisor
• Joint health and safety committee
• Health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the
legislation and regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards.
Workers have the right to refuse unsafe work. If health and safety concerns are not resolved internally, a
worker can seek enforcement by filing a complaint with the ministry’s Health and Safety Contact Centre at
1-877-202-0008. Failure of the employer or constructor to comply with the OHSA and its regulations could
result in a stop-work order upon inspection by the Ministry of Labour, Training and Skills Development.

Recognize hazards and assess risks
How does the coronavirus spread? Coronaviruses are spread mainly from person to person through close
contact. For example, in a household, workplace, or health care centre. Some human coronaviruses spread easily
between people, while others do not.
During the course of the day, your hands touch many surfaces. Once contaminated, your hands can transfer the
virus to your eyes, nose, or mouth. From there, the virus can enter your body and make you sick.
What are the symptoms? Symptoms range from mild, like the flu and other common respiratory infections, to
severe. The most common symptoms include:
• fever
• cough
• difficulty breathing
• fatigue
Complications from the 2019 novel coronavirus (COVID-19) can include serious conditions, like
pneumonia or kidney failure, and in some cases, death.

For more information visit ihsa.ca/COVID-19
LDCA – HSA COVID-19 Workplace Guidance

1

7

Guidance on workers’ responsibilities with COVID-19
(symptoms or exposure) on construction sites con’t
Controls
1.

Maintain physical distancing. Everyone in Ontario should be practising physical distancing to reduce their
exposure to other people. They should do their best to avoid close contact with people outside of their
immediate families. Close contact includes being within two (2) meters (6 feet) of another person.

2.

If you become ill. There is no specific treatment for COVID-19, and there is no vaccine that protects against
this coronavirus. Most people with common human coronavirus illnesses will recover on their own. To aid in
recovery, you should do the following:
•
Drink plenty of fluids.
•
Get rest and sleep as much as possible.
•
Try a humidifier or a hot shower to help with a sore throat or cough.

If you start to feel symptoms of COVID-19. Anyone who begins to feel unwell (fever, new cough, or difficulty
breathing) should return home and self-isolate immediately.
People who are self-isolating should seek clinical assessment over the phone; either by calling their primary
care provider’s office or Telehealth Ontario (1-866-797-0000). If you need additional assessment, your primary
care provider or Telehealth Ontario will direct you. If you need immediate medical attention you should call 911
and mention your travel history and symptoms.
Steps to take:
• Immediately isolate yourself from other workers.
• Immediately advise your supervisor of your concerns.
• Report to your supervisor a list of where and who you have been in contact with on the project.
• Wash or disinfect your hands, avoid touching surfaces, and put on a facemask if one is available.
• Maintain physical distancing. Physical distancing generally means maintaining a distance of at least 2 metres
(6 feet) between persons. By maintaining physical distancing, you are less likely to expose others or be
exposed to a respiratory virus.
• Provide your contact information and obtain the phone number for the supervisor and your employer so
that you can inform them of your COVID-19 test results. If the results are negative, this information may
allow any other workers who are in self-isolation to learn they are not at risk from exposure to you, and may
allow them to return to work.
• Be aware of the risk of transmission while travelling home and keep your face protection in place. This will
help to keep your uninfected and protect others if you are using shared or public transportation.
3. How to self-isolate. Self-isolating means staying at home and avoiding contact with other people to help
prevent the spread of disease to others in your home and your community.
Visit the Government of Ontario’s coronavirus website and see Section 11 for “How to self-isolate”:
https://www.ontario.ca/page/2019-novel-coronavirus#section-10.
It is also strongly advised that all persons over 70 years of age and individuals with comprised immune systems
self-isolate. This means that you should only leave your home or see other people for essential reasons. Where
possible, you should seek services over the phone or internet or ask for help with essential errands from friends,
family, or neighbours.

Resources
Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario

For more information visit ihsa.ca/COVID-19
LDCA – HSA COVID-19 Workplace Guidance
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Guidance on construction facility hygiene during
COVID-19
Overview
This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in
the Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief
Medical Officer of Health.
Workers should raise any concerns to their:
• Supervisor
• Joint health and safety committee
• Health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the
legislation and regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards.
Workers have the right to refuse unsafe work. If health and safety concerns are not resolved internally, a
worker can seek enforcement by filing a complaint with the ministry’s Health and Safety Contact Centre at
1-877-202-0008. Failure of the employer or constructor to comply with the OHSA and its regulations could
result in a stop-work order upon inspection by the Ministry of Labour, Training and Skills Development.

Recognize hazards and assess risks
How does the coronavirus spread? Coronaviruses are spread mainly from person to person through close
contact. For example, in a household, workplace, or health care centre. Some human coronaviruses spread easily
between people, while others do not.
Potential exposures for construction workers: On construction sites, workers could be exposed to infectious
diseases through the following activities.
• Working in close proximity to others.
• Close contact with others during delivery of material and equipment.
• Exposure to contaminated areas in the cab when using a shared vehicle or piece of operating equipment.
• Touching possibly contaminated items during the course of the work, for example:
˚ Tools and equipment
˚ Construction materials and supplies
˚ Pens when signing for pickups or deliveries
˚ Electronic screens on devices like cell phones
˚ Common surfaces such as handles on the entry door at facilities

For more information visit ihsa.ca/COVID-19
LDCA – HSA COVID-19 Workplace Guidance
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Guidance on construction facility hygiene during COVID-19 con’t
Controls
1.

Maintain physical distancing. Everyone in Ontario should be practicing physical distancing to reduce their
exposure to other people. They should do their best to avoid close contact with people outside of their
immediate families. Close contact includes being within two (2) meters (6 feet) of another person.

2. Clean-up facilities. A well-maintained hand-washing facility helps eliminate infectious diseases and keeps
workers safe from some of the toxic dusts and chemicals often found on construction sites.
The constructor must provide the following:
• Clean-up facilities equipped with no fewer wash basins than half the number of toilets.
• Hot and cold running water where reasonably possible.
• Either paper towels and waste receptacles or a hand dryer.
• Soap and water or hand sanitizer that can be used without water and paper towels.
Note: Although this is a fact-specific determination to be made by an inspector at a workplace, it is the
position of the Ministry of Labour, Training and Skills Development that clean-up facilities complete with hot
and cold water (or warm water) are, as a general matter, reasonable to be provided by constructors in almost
all construction projects, with the exception of long “mobile” projects, short-duration projects (less than one
month), or very geographically remote projects where road access is not possible.
3. Regular hand washing. Hand washing helps remove viruses and toxic materials from the skin. This prevents
workers from spreading infectious diseases, developing skin reactions and ingesting hazardous chemicals.
• Workers must wash their hands after using the toilet; before eating, drinking, handling food or smoking;
after coughing or blowing their nose; after contact with chemical agents.
• If soap and water are not available, apply alcohol-based hand sanitizer and remove visible soiling with paper
towel, then reapply alcohol-based hand sanitizer.
4. Toilets. An essential requirement to preventing the spread of germs on construction projects is access to
toilets and clean-up facilities.
• Provide (or arrange for) water-flush toilets that are connected to a sanitary sewer, or chemical-flush toilets
that are not connected to a sanitary sewer.
• Ensure that minimum numbers of toilets, as prescribed per number of workers regularly employed at
the project, are provided. Also, ensure that separate facilities for female workers are provided, unless the
facilities are intended to be used by only one worker at a time. (See Tables 1 and 2 for the number of toilets.)
• Ensure that facilities are serviced as often as required.
Table 1: Determining the number of water-flush
or non-recirculating chemical-flush toilets.

Table 2: Determining the number of non-water
flush or non-recirculating chemical-flush toilets.

Number of workers
regularly employed at
the project

Minimum number of
water-flush toilets

Number of workers
regularly employed at
the project

Minimum number of
water-flush toilets

1-15

1

1-10

1

16-30

2

11-20

2

31-45

3

21-30

3

46-60

4

31-40

4

61 or more

4, plus 1 additional toilet
for each additional group
of 15 or fewer workers

41 or more

4, plus 1 additional toilet
for each additional group
of 15 or fewer workers

Resource: Section 28 – 30 of Ontario Regulation 213/91 prescribes the requirements for hygiene on
construction projects.

For more information visit ihsa.ca/COVID-19
LDCA – HSA COVID-19 Workplace Guidance
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Guidance on construction facility hygiene during COVID-19 con’t
4. Stay home if you are feeling ill. If you detect symptoms, you should immediately distance yourself from
others and go home. If possible, avoid using public transit. Ensure you notify your supervisor so that they
are aware of the situation and can also notify others who may have been exposed.
There are no specific treatments for coronaviruses, and there is no vaccine that protects against
coronaviruses. Most people with common human coronavirus illnesses will recover on their own. You should:
• Drink plenty of fluids.
• Get rest and sleep as much as possible.
• Try a humidifier or a hot shower to help with a sore throat or cough.

Evaluate
Follow-up and evaluation are essential to ensure the effectiveness of controls and solutions implemented.
Review your process and identify any opportunities for improvement.
You should determine the following:
•
Has the hazard been eliminated or the risk minimized appropriately?
•
Is there a better way to control the risk?
•
Is the control being used consistently and as planned? Monitor behaviour and practices, and your
improvement over time.
•
Continuously engage your workers, and communicate recommendations and adjustments with supervisors.
Continuously monitor the necessary tools, supplies, and equipment needed to meet your control measures.
Also ensure sufficient supplies are readily available, adequate, and accessible.
For Ontario residents, anyone who suspects that they have contracted COVID-19 should call 811 (NOT 911)
instead of going to the hospital or a family doctor. Direct toll-free phone numbers for Ontario residents are:
1-866-797-0000 or TTY: 1-866-797-0007. Visit the Ontario Ministry of Health’s website and taking their
self-assessment.

Resources
Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario

For more information visit ihsa.ca/COVID-19
LDCA – HSA COVID-19 Workplace Guidance
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Guidance on construction supervisor responsibilities
(COVID-19 symptoms or exposure)
Overview
This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in
the Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief
Medical Officer of Health.
Workers should raise any concerns to their:
• Supervisor
• Joint health and safety committee
• Health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the
legislation and regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards.
Workers have the right to refuse unsafe work. If health and safety concerns are not resolved internally, a
worker can seek enforcement by filing a complaint with the ministry’s Health and Safety Contact Centre at
1-877-202-0008. Failure of the employer or constructor to comply with the OHSA and its regulations could
result in a stop-work order upon inspection by the Ministry of Labour, Training and Skills Development.

Recognize hazards and assess risks
How does the coronavirus spread? Coronaviruses are spread mainly from person to person through close
contact. For example, in a household, workplace or health care centre. Some human coronaviruses spread easily
between people, while others do not.
During the course of the day, your hands touch many surfaces. Once contaminated, your hands can transfer the
virus to your eyes, nose, or mouth. From there, the virus can enter your body and make you sick.
What are the symptoms? Symptoms range from mild, like the flu and other common respiratory infections, to
severe. The most common symptoms include:
• fever
• cough
• difficulty breathing
• fatigue
Complications from the 2019 novel coronavirus (COVID-19) can include serious conditions,
like pneumonia or kidney failure, and in some cases, death.

For more information visit ihsa.ca/COVID-19
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(COVID-19 symptoms or exposure) con’t
Controls
1.

Maintain physical distancing. Everyone in Ontario should be practising physical distancing to reduce their
exposure to other people. They should do their best to avoid close contact with people outside of their
immediate families. Close contact includes being within two (2) meters (6 feet) of another person.

2.

Reporting illness. At this time it is recommended that any worker who has any symptoms related to cold,
flu, or COVID-19 be sent home.

•

Employers should advise anyone who begins to feel unwell (fever, new cough, or difficulty breathing) to
return home and self-isolate immediately.

•

People who are self-isolating should seek clinical assessment over the phone; either by calling their primary
care provider’s office or Telehealth Ontario 1-866-797-0000. If you need additional assessment, your
primary care provider or Telehealth Ontario will direct you.

•

If you need immediate medical attention you should call 911 and mention your travel history and symptoms.

•

Supervisors are to post contact information in a prominent location for all workers. Advise workers to call
you if they or a family member is experiencing any of the symptoms linked to COVID-19. You can them let
them know whether they should self-isolate instead of coming into work.

•

When a worker has tested positive and has removed themselves from the site, the supervisor shall remotely
communicate with the worker to:
o Create a list of people that this worker could have been in direct contact with that day and, if possible,
in previous days.
o Identify and create a list of locations where the worker was recently working, including common areas
such as lunchrooms and washrooms.
o Initiate immediate cleaning and disinfection of these locations, since they are potentially contaminated
with the COVID-19 virus.
o Identify and create a list of tools and equipment that the worker was recently using. These are also
potentially contaminated by the COVID-19 virus and need to be immediately cleaned and disinfected.

•

You may seek guidance on this matter from your local public health unit.

•

Remind the worker to minimize the risk of transmitting the virus by maintaining physical distancing
practices and using proper coughing/sneezing etiquette while travelling home. This will help to keep
areas they visit, as well as their vehicle, uninfected. It will also protect others if they use shared or public
transportation.

•

Initiate and arrange for cleaning contaminated areas, tools, and equipment to ensure the appropriate
isolation, cleaning, and disinfecting processes are followed.

•

Keep other personnel from accessing these areas until the cleaning and disinfectant products have achieved
their contact time, as stated on the manufacturer’s instructions.

For more information visit ihsa.ca/COVID-19
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•

Ministry of Labour, Training and Skills Development reporting requirements. Employers must report all
known positive test results for COVID-19, to:
o The Ministry (in writing) within four days
o The joint health and safety representative
o A trade union (if applicable)

How to self-isolate. Self-isolating means staying at home and avoiding contact with other people to help
prevent the spread of disease to others in your home and your community.
Visit the Government of Ontario’s coronavirus website and see Section 11 for “How to self-isolate”:
https://www.ontario.ca/page/2019-novel-coronavirus#section-10.
It is also strongly advised that all persons over 70 years of age and individuals with comprised immune systems
self-isolate. This means that you should only leave your home or see other people for essential reasons. Where
possible, you should seek services over the phone or internet or ask for help with essential errands from friends,
family, or neighbours.

Resources
Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario

For more information visit ihsa.ca/COVID-19
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Best practices - Responding to a suspected
COVID-19 exposure
Workplace responsibilities for the employer in the construction industry
Overview
This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in
the Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief
Medical Officer of Health.
Workers should raise any concerns to their:
• Supervisor
• Joint health and safety committee
• Health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the
legislation and regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards.
Workers have the right to refuse unsafe work. If health and safety concerns are not resolved internally, a
worker can seek enforcement by filing a complaint with the ministry’s Health and Safety Contact Centre at
1-877-202-0008. Failure of the employer or constructor to comply with the OHSA and its regulations could
result in a stop-work order upon inspection by the Ministry of Labour, Training and Skills Development.

Recognize and assess hazards
Review your COVID-19 protocols before an incident happens. Make sure your procedures clearly state that
if employees are not well or experiencing any symptoms, they must stay at home and self-isolate to prevent
exposure or risk to other employees and the general public. Ensure your policy has established appropriate
response protocols that can be followed.

Identify controls
Plan ahead to prevent the potential transmission of the virus between workers. Have washroom facilities
available for all workers to wash their hands. Plan work and work crews to facilitate physical distancing
where possible and use PPE where distancing might not be practical.
Upon learning of a suspected case of COVID-19, you should ensure the supervisor has implemented the
protocols for responding to the situation.

For more information visit ihsa.ca/COVID-19
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Best practices - Responding to a suspected
COVID-19 exposure
Workplace responsibilities for the employer in the construction industry con’t
As the employer, you and the constructor both share responsibilities to protect workers on a project
and should work together. To this end, the response should include the following measures:
• Ensure that the supervisor is aware of and understands workplace policy and protocols
that should be implemented on-site regarding COVID-19.
o Ensure the supervisor has requested that the worker with suspected COVID-19 leave the workplace
immediately, return home, self-isolate as recommended by public health officials, and seek medical
advice.
o

Advise the worker of any assistance available for workers in self-isolation.

o

Advise your supervisor about how and what they may say to workers who may have come into
contact with the suspected case, taking into consideration confidentiality issues. You may seek
guidance on this matter from independent legal counsel and your local public health unit.

o

Have the supervisor conduct a risk assessment for workers who have worked closely with the
potentially affected employee. Supervisors should be encouraged to enable workers who may have
been exposed to take precautions to protect themselves as appropriate by watching for symptoms
and possibly by removing themselves from the workplace for at least 14 days or until COVID-19 is
ruled out. Determining if these other workers were exposed is dependent on the circumstances
of the work process and interactions with the potentially affected employee. When the exposed
workers are not direct employees, this will require communicating with the constructor and other
employers.

o

Ask that the supervisor identify locations where the potentially affected worker had recently been
and determine how to address decontamination. Advise other potentially affected workplace
parties, and close off potentially infected areas. Inform the constructor of areas of common use.
Take steps to ensure the cleanliness of the workplace where this worker was working.

o

Identify tools and equipment that the potentially affected worker had recently been using and
determine how to address decontamination. Ensure other workers do not use these tools until they
have been sanitized. Isolate the tools until cleaned.

• Your protocol for COVID-19 should identify who will be responsible to arrange and oversee any
cleaning of tools or surfaces with which the affected worker came in contact.
• If you are notified by public health of a positive COVID result, support and provide information to
public health officials to enable the contact tracing process.
• Fulfill Ministry of Labour, Training and Skills Development reporting requirements for infectious
disease.

For more information visit ihsa.ca/COVID-19
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Best practices - Responding to a suspected
COVID-19 exposure
Workplace responsibilities for the employer in the construction industry con’t
Evaluate
Review your protocols on a regular basis. Ensure your supervisor and the workers are aware of their
responsibilities to identify, report, and manage suspected cases of exposure to COVID-19. Reinforce your
protocols if you find knowledge is lacking on the processes you have put into place.
Look for opportunities to improve your policies or procedures/protocols by continuing to follow advice of
Public Health officials in your area.
Ensure the worker is aware of their responsibility to self-isolate and seek clinical assessment, either through
Telehealth Ontario (1-866-797-0000) or by calling their primary care provider. If additional assessment is
needed, their primary care provider or Telehealth may direct them to receive in-person care options. For
Ontario residents, anyone who suspects that they have contracted COVID-19 should call 811 (NOT 911) instead
of going to the hospital or a family doctor. Direct toll-free phone numbers for Ontario residents are:
1-866-797-0000 or TTY: 1-866-797-0007.
Keep in contact with the worker about their health and ask to share any test results they have regarding
confirmation of COVID-19. You may need to share the confirmation of COVID-19 with other workers that were
sent home due to this exposure or, if permitted by health officials, inform the other workers they
can end their self-isolation.

For more information visit ihsa.ca/COVID-19
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Best practices and workplace responsibilities for the
constructor in the construction industry responding to
a potential COVID-19 exposure
Overview
This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in
the Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief
Medical Officer of Health.
Workers should raise any concerns to their:
• Supervisor
• Joint health and safety committee
• Health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the
legislation and regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards.
Workers have the right to refuse unsafe work. If health and safety concerns are not resolved internally, a
worker can seek enforcement by filing a complaint with the ministry’s Health and Safety Contact Centre at
1-877-202-0008. Failure of the employer or constructor to comply with the OHSA and its regulations could
result in a stop-work order upon inspection by the Ministry of Labour, Training and Skills Development.

Recognize and assess hazards
As the constructor of a project, you have responsibilities for the health and safety of not only your direct
employees but to all workers on the project. As such, an absence of clear and concise protocols regarding
COVID-19 leaves you and your project at significant risk of infection and total shut down.
Your risk associated with COVID-19 as the constructor extends through your various employers, subcontractors, sole-proprietors, suppliers and inspectors, whether they are directly working, delivering
materials, or visiting the project.

For more information visit ihsa.ca/COVID-19
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Best practices and workplace responsibilities for the
constructor in the construction industry responding to
a potential COVID-19 exposure con’t
Identify controls
Create and communicate policies addressing the following:
• Signs and symptoms of COVID-19
• Communicating the reporting of signs and symptoms to the constructor
• Assessment of workers entering the project (implementation of worker questionnaires)
• How social/physical distancing will be accomplished
• Special work scheduling requirements
• Site sanitization and hygiene
Plan ahead to prevent the potential transfer of the virus between workers.
• Survey all workers entering the site if they have travelled within last 14 days, been exposed to
COVID-19 or have symptoms of COVID-19 exposure. Ensure any worker with a positive response
immediately leaves site and recommend the worker self-isolates, as noted below.
• Have washroom facilities available for all workers to wash their hands.
• Plan work and work crews to facilitate social distancing where possible, and use PPE where distancing
might not be practical.
• Ensure sanitizing protocols are in place and implemented as required (based on size of workforce, use
of an area, etc.)
Upon learning of a suspected case of COVID-19, you should ensure that all supervisory personnel on the
project have implemented the protocols for responding to the situation.
• You and the employers or sub-contractors on your project share similar responsibilities to protect
workers on a project and you should work together. The response can include the following measures:
o Reach out to the employer of the potentially affected worker to learn what measures are being taken
and ensure they address your protocol requirements.
o Ensure all potentially affected workers and visitors who may have been in direct contact with the
worker with suspected COVID-19 have been informed and asked to stay home and self-isolate if
appropriate. The constructor has oversight of all workers on a project, and is responsible to address
this with visitors and other trade workers that are not under the direct control of the potentially
affected worker’s employer.
o Advise your supervisor about how and what they may say to workers who may have come into
contact with the suspected case, taking into consideration confidentiality issues. You may seek
guidance on this matter from independent legal counsel and your local public health unit.
o Ensure the locations where the potentially affected worker had been are cleaned and disinfected as
appropriate for the circumstances. The COVID-19 virus could potentially contaminate these locations.
•

Additional measures the constructor should consider taking include:
Communicate with onsite personnel that a suspected case of COVID-19 has been identified and post
this information for all workers to see, in case they are not present for the initial communication.
o Advise workers to be cautious and to stay home and self-isolate if they begin to experience
symptoms.
o Post updated notices regarding financial assistance for workers who might be directed to self-isolate
due to COVID-19. This may encourage workers to be more forthcoming with their symptoms if they
know there is some help to deal with the isolation and lost income.
o Post and communicate any policies and protocols the jobsite is following for the protection from
COVID-19.
o

For more information visit ihsa.ca/COVID-19
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Best practices and workplace responsibilities for the
constructor in the construction industry responding to
a potential COVID-19 exposure con’t
Evaluate
Review effectiveness of policies, procedures, or project protocols on a regular basis – adjust when gaps are
identified or conditions change. Communicate any changes to workplace parties throughout project and ensure
suppliers and inspectors are included in the communication.
Look for opportunities to improve workplace procedures and requirements – assess if there are any bottlenecks
with respect to workers congregating in areas (around personnel hoists and elevators, or at break times).
Continue to monitor Public Health advisories or other changes to protocols that must be implemented given
new information.
Ensure all workers are clear in their responsibility to self-isolate and seek clinical assessment over the phone
– either through Telehealth Ontario or by calling their primary care provider’s office. If additional assessment
is needed, their primary care provider or Telehealth may direct them to receive in-person care options. For
Ontario residents, anyone who suspects that they have contracted COVID-19 should call 811 (NOT 911) instead
of going to the hospital or a family doctor. Direct toll-free phone numbers for Ontario residents are: 1-866-7970000 or TTY: 1-866-797-0007.
Keep in contact with the employer about the worker’s health and ask to share any test results they have
regarding confirmation of COVID-19. You may need to share the confirmation of COVID-19 with other workers
or employers that were sent home due to this exposure or, if permitted by health officials, inform the other
workers they can end their self-isolation.

For more information visit ihsa.ca/COVID-19
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Guidance on Tool Sharing (Hand Tools) Constructor/
Employer Procedure during COVID-19
Overview
This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in
the Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief
Medical Officer of Health.
Workers should raise any concerns to their:
• Supervisor
• Joint health and safety committee
• Health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the
legislation and regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards.
Workers have the right to refuse unsafe work. If health and safety concerns are not resolved internally, a
worker can seek enforcement by filing a complaint with the ministry’s Health and Safety Contact Centre at
1-877-202-0008. Failure of the employer or constructor to comply with the OHSA and its regulations could
result in a stop-work order upon inspection by the Ministry of Labour, Training and Skills Development.

Recognize hazards and assess risks
The coronavirus disease (COVID-19) typically spreads through coughing and sneezing, personal contact with an
infected person, or touching an infected surface and then the mouth, nose, or eyes.
Each person touching a tool is a potential carrier. They may have picked up the virus from somewhere else, or
may have early onset of the virus themselves and are not aware.
“Surfaces frequently touched with hands are most likely to be contaminated. These include
doorknobs, handrails, elevator buttons, light switches, cabinet handles, faucet handles,
tables, countertops, and electronics. It is not yet known how long the virus causing
COVID-19 lives on surfaces, however, early evidence suggests it can live on objects and
surfaces from a few hours to days.” — Public Health Agency of Canada

For more information visit ihsa.ca/COVID-19
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Guidance on Tool Sharing (Hand Tools) Constructor/Employer
Procedure during COVID-19 con’t
Controls
Proper hand washing helps prevent the transfer of the COVID-19 virus from surface to surface, and from the
infected surface or material to the hands and then to other parts of the body–particularly the eyes,
nose, and mouth. Hands that are visibly soiled or dirty should be washed with soap and water first. Sanitizing
is less effective on soiled or dirty hands. Always cleanse your hands before touching your face or eating, or
getting into your vehicle to go home, regardless of other precautions taken.
Cleansing the hand tools that workers will be touching will add another layer of protection. This is particularly
important when tools are shared. The site’s constructor should consider taking the lead and work with
contractors to encourage consistent hygiene practices. The following are options to consider for minimizing
exposure from using shared hand tools.
•
•
•
•
•
•
•

Communicate worksite protocols for proper hygiene expected to be practiced to ensure all contractors
and workers are aware of expectations.
Plan for enough tools to be on site (as is practical) so each worker does not need to share.
Identify commonly shared tools in some fashion, and store these in a separate toolbox.
Provide a label with cleansing instructions at the toolboxes where hand tools are stored, and have
washing supplies available for that toolbox.
Recommend daily cleansing of unshared tools and regular cleansing of shared tools immediately after
use throughout the day, and at the start of the day before use.
Recommend use of gloves as practical.
Personal clothing worn at work should also be treated as a potential source of exposure. Place work
clothes into a bag before taking home to launder. Ideally, wash suspected clothing separately.

Regular tool cleansing when there is no suspected case of COVID-19 can be accomplished using a soap and
water solution, or a commercially available disinfecting hand towel wipe, or by a disinfecting wash. Refer to
the below recommendations on how to clean and disinfect tools and equipment. Read the manufacturer’s
instructions to prevent possible damage to the equipment and any required personal protective equipment
(PPE) for the worker. Consider escalating the cleansing protocol in both the frequency and the disinfecting
method when more people are expected to touch the tool.
When a worker has been discovered to have symptoms of COVID-19, the tools and equipment that the worker
recently used should be isolated from further use, cleaned, and disinfected.
Isolate
•
•
•

tools and equipment
Identify tools and equipment that the worker was recently using.
Isolate these tools and equipment for cleansing and disinfecting.
Use PPE such as gloves and coveralls to move the tools and equipment, and wash or dispose of the PPE
after use.

Cleansing and disinfecting
• The employer and constructor’s protocols should identify who will clean and disinfect tools and
equipment.
• As more is learned about the COVID-19 virus, new disinfection guidelines may become available that
can specify how long the virus can live on surfaces, and if it is appropriate to set equipment aside for a
period as a disinfectant procedure.

For more information visit ihsa.ca/COVID-19
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Guidance on construction facility hygiene during COVID-19 con’t
How to clean and disinfect tools and equipment
1. Protect from the possible transfer of germs to yourself by wearing PPE. Wear PPE such as waterproof
gloves for your hands and face shield and mask to protect your eyes, face, and mouth. Wear coveralls to
protect your clothing.
2. Make sure all power is off and disconnected on power tools and equipment. Read the manufacturer’s
directions for cleaning to avoid possible damage from liquids and chemicals.
3. Clean surface with soap and water to remove all visible debris and stains, and some of the germs.
4. Follow labeled instructions and safety data sheets on all containers of cleansing products you use.
5. Many disinfecting products are available to buy; however, they may be difficult to obtain under extreme
demand. You can make your own by mixing a water and bleach solution. Check the bleach manufacturer’s
recommendation for mixing ratios. To disinfect, typical recommendation is to allow surface to remain wet
for 5-10 minutes. Rinse thoroughly, and air dry.
6. Remove disposable PPE and discard. Remove coveralls and place in a bag for washing in a bleach wash as
per the bleach manufacturer’s guidance.
7. Wash your hands after removing all PPE.
In addition to isolating and cleansing tools and equipment, inform new contractors and new workers of the
protocols, and which tools and equipment are in isolation. Store enough cleaning and disinfesting solutions
on site to deal with expected demand. Also, identify a number of workers that are competent to perform
disinfecting protocols. If a worker unexpectedly does not show up for work, contact the worker to learn if they
are self-isolating, and if so, enact your control measures to isolate an cleanse areas that may be affected.

Evaluate
•
•
•
•

Verify that the controls are being followed consistently and as planned. Monitor behaviour and practices.
Continuously monitor the necessary supplies and equipment needed to meet your control measures.
Ensure sufficient supplies are readily available, adequate, and accessible.
Review your process and identify any opportunities for improvements. Make revisions if new information
becomes available that requires a change in process.
Monitor your health for symptoms such as cough, fever, or difficulty breathing.

Resources
Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario
Anyone who is concerned they may have been exposed to, or is experiencing symptoms of COVID-19, should
start by visiting the Ministry of Health website and take their self-assessment. They should contact their primary
care provider or Telehealth Ontario at 1-866-797-0000. Do not call 911 unless it is an emergency.

For more information visit ihsa.ca/COVID-19
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Guidance on PPE (cleaning respirators) during
COVID-19
Overview
This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in
the Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief
Medical Officer of Health.
Workers should raise any concerns to their:
• Supervisor
• Joint health and safety committee
• Health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the
legislation and regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards.
Workers have the right to refuse unsafe work. If health and safety concerns are not resolved internally, a
worker can seek enforcement by filing a complaint with the ministry’s Health and Safety Contact Centre at
1-877-202-0008. Failure of the employer or constructor to comply with the OHSA and its regulations could
result in a stop-work order upon inspection by the Ministry of Labour, Training and Skills Development.

Recognize hazards and assess risks
How does the coronavirus COVID-19 spread? The virus typically spreads from person to person through
coughing and sneezing, close contact with an infected person, or touching an infected surface and then the
mouth, nose, or eyes with unwashed hands.
Personal protective equipment (PPE) such as a respirator can help prevent the spread of this virus. Workers
may be required to wear a respirator as part of the company’s policy and procedures or as part of the controls
from a job safety analysis (JSA) for the jobsite. Proper cleaning procedures must be followed to maintain the
effectiveness of respirators.
If an employer requires workers to wear a respirator, the employer must have a respiratory protection program
in place (O. Reg. 833, s. 9). This program must include instruction and training for cleaning and disinfecting the
respirator.

For more information visit ihsa.ca/COVID-19
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Guidance on PPE (cleaning respirators) during
COVID-19 con’t
Controls
Proper cleaning, sanitizing, and/or disinfecting
It may be necessary to re-use elastomeric half-facepiece respirators or full-facepiece respirators to prevent
transmission of microorganisms/coronaviruses to personnel. It is imperative you start with washing/sanitizing
your hands prior to donning/doffing as well as during cleaning your respirator to avoid anything being
transferred to your face or respirator.
Ensure that all workers have been trained on the proper procedures for cleaning and disinfecting respirators.
An adequate supply of cleaning and disinfecting products should be made available for the sanitization of
respirators.
Consider using the following general cleaning tips, which are included in the 3M Technical Bulletin referenced
below:
• Cleaning is recommended after each use. Nitrile or vinyl gloves, as well as other PPE as indicated, should
be worn during cleaning.
• Remove any filters or cartridges and discard them if applicable. Some respirators have a hard plastic
case surrounding the filter media. These hard surfaces should be wiped down with a disinfectant.
Facepieces may be further disassembled as necessary.
• As per the manufacturer’s instructions, inspect facepieces to identify any damage or excessive wear.
Repair or replace facepieces as necessary.
• Clean facepieces (excluding filters or cartridges) by immersing them in a warm cleaning solution and
scrubbing them with a soft brush. Water temperature is not to exceed 120°F (49°C). Add neutral
detergent if necessary. Do not use cleaners containing lanolin or other oils.
• Disinfect facepieces by soaking them according to the user instructions for the disinfectant being used.
• Rinse facepieces thoroughly with fresh, warm water.
• Air-dry facepieces in a non-contaminated area.
• Inspect and reassemble respirators as described in the user instructions.
• Wash or use disinfectant wipes to clean hands before putting respirator back on when returning from
break or lunch.
NOTE: Respirator components may become damaged over time with prolonged or extended use of disinfecting
products.
Proper use and application
• Follow the limitations of the respirator as per the manufacturer’s instructions.
• Ensure proper fitting of the respirator as per the manufacturer’s instructions.
• Ensure workers are following the proper policies and procedures for cleaning, maintenance, and use.
• Perform regular inspection and maintenance of the respirator. In the case of an air-purifying respirator,
check for end-of-service-life indicators and establish change-out schedules for cartridges, canisters, or
filters (pre- and post-use).

For more information visit ihsa.ca/COVID-19
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Guidance on PPE (cleaning respirators) during
COVID-19 con’t
Evaluate
Follow-up and evaluation are essential to ensure the effectiveness of controls and solutions that have been
implemented.
•
•

•
•
•
•

Use knowledge-based questions to confirm that workers understand the use, care, and cleaning procedures.
Review your process regularly to identify any opportunities for improvement and to determine if:
o All workers have been trained on cleaning and disinfection procedures.
o Workers are donning/doffing and wearing their respirator correctly.
o Workers have the opportunity to express any questions or concerns about the use of their respirator, and
that their questions are answered.
o Cleaning and disinfection supplies are adequate and available.
Monitor the workers to ensure they are following the procedure to clean and disinfect the respirator.
Continuously engage with your workers by communicating recommendations and adjustments with
supervisors.
Continuously monitor the necessary tools, supplies, and equipment needed to meet your control measures
and ensure that sufficient supplies are readily available, adequate, and accessible.
Monitor your health and the health of your workers for symptoms such as for cough, fever, or difficulty
breathing. Refer to the Government of Canada Guidelines for more info.

If you are concerned that you may have been exposed to COVID-19, visit the Ministry of Health website and
take the self-assessment. If you are experiencing symptoms, contact your primary care provider or Telehealth
Ontario at 1-866-797-0000. Do not visit a COVID-19 assessment centre unless you have been referred by a
health care professional. Do not call 911 unless it is an emergency.

Resources
Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario
References:
• Cleaning and disinfecting 3M reusable elastomeric half and full facepiece respirators following potential
exposure to coronaviruses (3M Technical Bulletin, January 2020)
• Respiratory protection (Ch. 15 in IHSA’s Construction Health and Safety Manual)

For more information visit ihsa.ca/COVID-19
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Workplace Safety & Prevention Services
Guidance on Health and Safety For
Maintenance and Facilities Maintenance Employees during COVID-19
OVERVIEW

This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in the
Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief Medical Officer of
Health.
Workers should raise any concerns to their:
• supervisor
• joint health and safety committee
• health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the legislation and
regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards. Workers have the
right to refuse unsafe work. If health and safety concerns are not resolved internally, a worker can seek enforcement by
filing a complaint with the ministry’s Health and Safety Contact Centre at 1-877-202-0008. Failure of the employer or
constructor to comply with the OHSA and its regulations could result in a stop-work order upon inspection by the Ministry
of Labour, Training and Skills Development.

BEST PRACTICES
We know that every workplace is unique. That makes it so important that every workplace assess functions carried out by
their workforce to ensure they take action to protect against the hazards presented by COVID-19.
Things like proper hand hygiene, keeping surfaces and objects clean and physical distancing (staying 2 metres apart) to
prevent close contact with potentially infected people are all critically important measures. Other information on how you
can protect yourself is available on ontario.ca/coronavirus.
We have provided some protection advice below for your consideration. Please keep in mind that introducing any new protective
measures should be done as part of a full review of other workplace hazards -- not just COVID 19 alone. Employers should consult
with Joint Health and Safety Committees/Health and Safety Representatives in the workplace on measures to protect workers in the
workplace. We want to ensure we enhance our safety, not cause other issues.
Some workplaces already have some existing controls in place that may help reduce the risk of exposure to workers as well,
so regular ‘check-ins’ on how controls are helping is highly recommended.

RECOGNIZE HAZARD/ASSESS RISKS
For maintenance workers and facilities maintenance employees, we recognize that you may have contact with co-workers
and surfaces, such as tools, equipment and machinery as you go about your work. You could also potentially come in
contact with respiratory droplets from these interactions. COVID-19 can travel in respiratory droplets that are released into
the environment by laughing, coughing or sneezing.
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Take a look at where you might minimize those risks within your workplace. Consult public health information to learn the
symptoms of COVID-19 infection. Recognize and report these hazards and use appropriate controls. Ensure that you or
your co-workers stay home if you or they have symptoms.
We understand – so it’s important to take a look at where you can possibly minimize those risks within your workplace.
Take a look at the controls below to see how they might help you.

CONTROLS
To protect yourself from some of these hazards consider the following options:
• Proper handwashing is key. Use good hand washing technique and avoid touching your face. Extra handwashing is
a good idea for everyone – and when that’s not possible, a good hand sanitizer should be used frequently.
Consider disinfecting your hands after interacting with co-workers or completing tasks.
• Integrate physical distancing (staying metres away from others) in job activities. Are there tasks you can minimize
or eliminate? For example, can non-essential tasks be eliminated or postponed? Can you control and limit the
number of people in a workspace at one time? Consider designated work spaces, flow of people, or changing shift
and break schedules to limit the number of people in the lunchroom, change room and workspace at one time.
• Increase your cleaning frequency on everything from tools to commonly touched surfaces like door handles or
switches. Be sure to follow safe practices and use an appropriate cleaning agent.
• Can you improve fresh air intake/air circulation with open doors and windows or fans? Increased airflow may
reduce contaminant build up. Be sure to maintain the ventilation system in good order.
• Can you put barriers in place between yourself and the people or product you have to interact with? For example,
can a partition be placed between workers?
• Keep up with the best. Consider regular times to check in with public health updates and retrain/revise practices
as needed.
• Ensure that measures you decide on are communicated to workers.
If the above recommendations are still not enough for your workplace, as a last resort, consider Personal Protective
Equipment (PPE). PPE is only effective if people wear it correctly. Workers need PPE training that includes the fit, use, care,
maintenance, cleaning and limitations of the PPE.
Some examples of PPE that may be suited to maintenance workers’ work include:
• Gloves – single use gloves can help limit skin contact with surfaces, product, etc. Be sure to set up practices for
proper removal of gloves and suitable disposal or changing when they are soiled. It’s also important to consider
other hazards present in the workplace before introducing gloves – in some cases, gloves can be an entanglement
hazard and should not be worn.
• Goggles or face shields – can help with barriers and separation too. They should be assigned to people and not
shared and can be used regularly if kept clean. Ensure the goggle or face shield use does not result in workers
touching their faces more often because of heat or discomfort.

EVALUATION
COVID 19 has presented all of us with challenges we have never seen before. It’s important to consider that any of the
adjustments we are making today, may need further adjustment tomorrow.
It is recommended that you take a look at your preventative measures on an ongoing basis, and adjust them if they are not
working well enough or causing other issues with your work. For example, if you decided to use goggles, but they are
fogging up and making other tasks unnecessarily difficult, you may want to try a face shield instead. Or if you decided you
needed a certain kind of disinfectant and it’s no longer available, switching to good soap and water practices may be a
reasonable substitute.
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Bottom line? Plan to make regular check-ins part of your COVID 19 prevention plans.

RESOURCES
Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario
NOTE: This document is intended for informational purposes only to provide an overview of the potential hazards posed in the workplace due to COVID19. It is not intended as medical advice, to provide a comprehensive risk assessment for all workplaces, or to replace any legislated workplace safety
obligations. Due to the ongoing evolution of the situation in Ontario and around the world, this document may be used as a guide for Employers in
addition to guidance delivered by public health authorities such as the World Health Organisation (WHO), Ontario Ministry of Health, Public Health Ontario
and the Centres for Disease Control and Prevention (CDC).” Any use which is made of this document by any Employer, or any reliance on or decisions to be
made based on it, are the responsibility of the Employer. WSPS and its partners, officers, directors, employees, agents, representatives, suppliers and
service providers accept no responsibility for any errors or omissions in content or for damages of any kind or nature suffered by any Employer or any third
party as a result of use of or reliance on this communication.
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Guidance on shipping and receiving during COVID-19
Overview
This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in
the Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief
Medical Officer of Health.
Workers should raise any concerns to their:
• Supervisor
• Joint health and safety committee
• Health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the
legislation and regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards.
Workers have the right to refuse unsafe work. If health and safety concerns are not resolved internally, a
worker can seek enforcement by filing a complaint with the ministry’s Health and Safety Contact Centre at
1-877-202-0008. Failure of the employer or constructor to comply with the OHSA and its regulations could
result in a stop-work order upon inspection by the Ministry of Labour, Training and Skills Development.

Recognize hazards and assess risks
As a shipper or receiver, you should be aware of the spread of viruses and the risk of exposure to them. You also
need to be aware of the precautions for working with truck shipments, drivers and related personnel, as well as
frequently shared material handling equipment, i.e., lift trucks, pallet pumps, etc.
Primary hazards and risk sources may originate from close contact with other co-workers and drivers, and the
shipment contents, related paperwork, common use of pens and clipboards, and material handling equipment on
which a virus may be deposited.

Controls
1.

Maintain physical distancing. Physical distancing means maintaining a distance of at least 2 metres
(6 feet) or more between persons. By practicing social distancing, you are less likely to be exposed to a
respiratory virus:
• Do not report to work if you are exhibiting any of the COVID-19 symptoms.
• Practice social distancing inside the warehouse at all times.
• Limit the amount of face-to-face contact with drivers and always avoid physical contact
with people who have flu like symptoms.

For more information visit ihsa.ca/COVID-19
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Guidance on shipping and receiving during COVID-19 con’t
•
•
•
•
•
•
•
•
•
•
•

If possible, ask drivers to remain in the truck cab while the trailer is being loaded or unloaded, or request
that drivers wait in a designated area to limit contact.
Use technology for communication (such as text messaging and mobile phones rather than in-person
conversations) as much as possible.
Where possible, keep all loads on pallets to reduce exposure to loose cargo.
Limit any casual interactions that may normally occur with others.
Do not share pens. Request that the driver use their own pen or stylus when signing.
Wear gloves and ask drivers to wear gloves if handling of paperwork is required.
Where possible use technology (such as scanning equipment) for proof of delivery.
Provide drivers with disposable cups rather than allowing them to use refillable containers.
Regularly disinfect any equipment used to receive or ship packages.
Have sanitizer and soap present and visible for all staff to use and refill regularly.
Wear work gloves when handling and/or moving freight.

2. Clean the facility and equipment frequently. Cleaning methods should be employed with special attention
to key areas as specified below:
• Educate all staff about COVID-19 and share resources on how to keep the workplace clean.
• Encourage and remind staff to use good hygiene practices. This should include frequent handwashing.
• Reinforce education and hygiene with regular workplace communications and reminders.
• Regularly wipe down and disinfect common pieces of equipment such as lift trucks and pallet pumps
using disinfectant wipes.
• Regularly clean door handles, breakrooms, meeting rooms and restrooms, and all high-traffic areas.
• Use appropriate personal protective equipment (PPE) when cleaning potentially contaminated surfaces.
• Dispose of gloves and soiled materials as soon as possible.
• Remove garbage from the facility regularly.
• Avoid touching your eyes, nose, and mouth.
• Once any cleaning is complete, remove gloves and ensure you wash your hands.

Evaluate
Monitor supplies. As you increase cleaning and disinfecting, monitor your supply of disinfectant wipes,
cleaning products, and PPE (gloves) to ensure you have sufficient supplies.
Monitor the frequency of cleaning. This will ensure that all areas, including often overlooked areas, get
sanitized on a regular basis.
Stay home if you are feeling ill. If you detect symptoms, you should immediately distance yourself from others
and go home. If possible, avoid using public transit. Ensure you notify your supervisor so that they are aware of
the situation and can also notify others who may have been exposed.
For Ontario residents, anyone who suspects that they have contracted COVID-19 should call 811 (NOT 911)
instead of going to the hospital or a family doctor. Direct toll-free phone numbers for Ontario residents are:
1-866-797-0000 or TTY: 1-866-797-0007. Visit the Ontario Ministry of Health’s website and taking their
self-assessment.

Resources
Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario

For more information visit ihsa.ca/COVID-19
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Guidance on mental health awareness for transport
drivers during COVID-19
Overview
This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in
the Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief
Medical Officer of Health.
Workers should raise any concerns to their:
• Supervisor
• Joint health and safety committee
• Health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the
legislation and regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards.
Workers have the right to refuse unsafe work. If health and safety concerns are not resolved internally, a
worker can seek enforcement by filing a complaint with the ministry’s Health and Safety Contact Centre at
1-877-202-0008. Failure of the employer or constructor to comply with the OHSA and its regulations could
result in a stop-work order upon inspection by the Ministry of Labour, Training and Skills Development.

Recognize hazards and assess risks
How does the coronavirus spread? The virus typically spreads through coughing and sneezing, personal contact
with an infected person, or touching an infected surface and then your mouth, nose, or eyes.
Potential mental health exposures for transport drivers. Drivers normally work long hours and can be away from
home for extended periods. With the additional pressure associated with being an essential service to our country’s
business continuity, there is the risk of additional stress and/or feelings of anxiety generated from the following:
• Pressure to deliver essential goods and services to support the economy during the pandemic.
• Long work hours in an isolated environment.
• Uncertainty of changes with COVID-19.
• Long periods of time away from family and friends.
• Maintaining an unhealthy lifestyle (such as eating non-healthy takeout options).
• Lack of physical exercise.
• Feelings of disrespect from other drivers on the road.
• Changing road and weather conditions.

For more information visit ihsa.ca/COVID-19
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Guidance on mental health awareness for transport
drivers during COVID-19 con’t
Controls
1.

While working. The following controls can be used to manage your mental health:
• Know the facts and ensure that you are receiving up-to-date information from reliable sources (credible
news outlets, company management, etc.) and avoid rumours and gossip.
• Reach out to your network. Social distancing is imperative for reducing the spread of the virus, but
can also cause feelings of isolation, depression, and loneliness. During rest stops or while waiting for
shipments to be loaded or unloaded, use this opportunity to check in with family and friends.
• Eat healthy and avoid the temptation to have comfort foods/snacks.
• Practice self-care while on the road. For example, during your rest breaks, try deep breathing exercises,
relaxation techniques, or meditation in your cab.
• Use your break times to read or listen to something that has nothing to do with COVID-19.
• Try detoxing from the digital world while on break by avoiding social media.
• Remind yourself that you are making a difference and helping the economy and people by providing an
essential service.
• Maintain a good following distance of other vehicles and practice defensive driving methods.
• Ensure you properly plan your trip to avoid potential weather systems, construction zones, etc.

2. When back at home. When at home, take some additional measures to relax during these high-stress times
before having to return to the road:
• Get sufficient rest.
• Spend quality time with your family and loved ones by playing games or doing puzzles.
• Take walks for fresh air while still practicing social distancing.
• If you have a pet at home, have some extra cuddle time.
• Fit in some exercise time to maintain your physical and mental health.
3. Personal well-being. If you feel that you need help, remember that it is ok to ask for it. Check with your
company supervisor, provincial programs, or your insurance provider to see what resources are available to
you. Many companies have confidential, easy-to-access Employee Assistance Programs.
4. Remember to always practise good hygiene. Health Canada recommends following basic hygiene
practices:
• Wash your hands frequently with soap and water for at least 20 seconds.
• If using hand sanitizers, they must be alcohol based (greater than 60% alcohol) to be effective.
• Sneeze or cough into a tissue and discard it, or into your elbow or sleeve.

Evaluate
Identify what works for you to maintain your mental health and well-being. Continue to communicate with your
workplace and family and friends and discuss what may be causing you stress with the goal of making your
working conditions the best they can be.

For more information visit ihsa.ca/COVID-19
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Guidance on mental health awareness for transport
drivers during COVID-19 con’t
Stay home if you are feeling ill. If you detect symptoms, you should immediately distance yourself from others
and go home. If possible, avoid using public transit. Ensure you notify your supervisor so that they are aware of
the situation and can also notify others who may have been exposed.
For Ontario residents, anyone who suspects that they have contracted COVID-19 should call 811 (NOT 911)
instead of going to the hospital or a family doctor. Direct toll-free phone numbers for Ontario residents are:
1-866-797-0000 or TTY: 1-866-797-0007. Visit the Ontario Ministry of Health’s website and taking their
self-assessment.

Resources
Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario

For more information visit ihsa.ca/COVID-19
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Guidance on precautions for transport drivers
during COVID-19
Overview
This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in
the Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief
Medical Officer of Health.
Workers should raise any concerns to their:
• Supervisor
• Joint health and safety committee
• Health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the
legislation and regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards.
Workers have the right to refuse unsafe work. If health and safety concerns are not resolved internally, a
worker can seek enforcement by filing a complaint with the ministry’s Health and Safety Contact Centre at
1-877-202-0008. Failure of the employer or constructor to comply with the OHSA and its regulations could
result in a stop-work order upon inspection by the Ministry of Labour, Training and Skills Development.

Recognize hazards and assess risks
The COVID-19 virus typically spreads through coughing and sneezing, personal contact with an infected person,
or touching an infected surface and then touching the mouth, nose, or eyes.
Potential exposures for transport drivers. Truck drivers spend approximately 25% of their time performing nondriving activities. The following list describes some of the potential exposures for drivers when performing their
non-driving duties:
• Close contact with others during pick-up and delivery.
• Exposure to contaminated areas of the cab when using a shared vehicle.
• Touching potentially contaminated items during the course of the delivery, such as:
˚ Touching pens when signing for pickups or deliveries.
˚ Handling clipboards with paperwork during the signing process.
˚ Touching the keypad of a handheld screening device used for proof of delivery.
˚ Touching cargo during loading and unloading.
˚ Touching the entry door at facilities during delivery.

For more information visit ihsa.ca/COVID-19
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Guidance on precautions for transport drivers
during COVID-19 con’t
•

Other potential exposures that may be encountered include:
˚ Touching pump handle, exterior of vehicle, keypads at fueling stations, or other materials.
˚ Use of washrooms at rest stops or at warehouses (doors, taps, sinks etc.).
˚ Close contact with people or other drivers at rest stops.

Controls
1.

Maintain physical distancing. Physical distancing generally means maintaining a distance of at least 2
metres (6 feet) or more between persons. By maintaining social distancing, you are less likely to be exposed
to a respiratory virus.

2. Clean vehicle cab frequently. Cleaning methods should be employed with special attention to certain
areas as specified below. (Note: If using a shared vehicle it is important to clean the cab before leaving the
terminal.)
• Use appropriate personal protective equipment (PPE) (e.g., nitrile gloves) when cleaning the cab or
touching potentially contaminated surfaces.
• Many non-penetrable surfaces in the cab can be cleaned with detergent and water. Frequently touched
surfaces in the interiors of the cab and components should be cleaned first with detergent and water
and then disinfected.
• Dispose of gloves and other soiled cleaning materials in a sturdy plastic bag as soon as possible. Tightly
tie the bag and dispose of it immediately.
• Remove garbage from the cab regularly.
• Clean or replace cabin filter if necessary to ensure you are breathing clean air in the vehicle.
• Wash your hands once cleaning is complete.
3. On
•
•
•
•
•
•
•
•

route/ deliveries. The following methods should be employed when stopping at a delivery point:
Limit the amount of face-to-face contact during deliveries.
If possible, stay in the cab and wait for cargo to be loaded/unloaded.
Use technology to communicate with shippers/receivers.
Wait in a separate designated area if one is available to avoid close contact with others.
Wear gloves when handling any packages.
Avoid the use of shared pens.
Use technology (scanning devices) for proof of delivery.
Once the delivery/stop is complete, ensure that you wash your hands or use a hand sanitizer before
returning to the vehicle.

Evaluate
Monitor how well your processes are allowing you to maintain physical distance and good hygiene. Report
to your employer any shortcomings with client drop-off points/locations and their processes in helping you
maintain your health and safety. Look for opportunities to improve any conditions or issues that arise rather
than working within them.

For more information visit ihsa.ca/COVID-19
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Guidance on precautions for transport drivers
during COVID-19 con’t
Monitor supplies. As you increase cleaning and disinfecting, monitor your supply of disinfectant wipes,
products and PPE (gloves) to ensure you have sufficient supplies.
Monitor frequency of cleaning. Ensure that all areas get sanitized on a regular basis and that no area has been
overlooked.
Stay home if you are feeling ill. If you detect symptoms, including cough, fever or shortness of breath, you
should immediately distance yourself from others and go home. If possible, avoid using public transit. Ensure
you notify your supervisor so that they are aware of the situation and can also notify others who may have
been exposed.
For Ontario residents, anyone who suspects that they have contracted COVID-19 should call 811 (NOT 911)
instead of going to the hospital or a family doctor. Direct toll-free phone numbers for Ontario residents are:
1-866-797-0000 or TTY: 1-866-797-0007. Visit the Ontario Ministry of Health’s website and taking their
self-assessment.

Resources
Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario

For more information visit ihsa.ca/COVID-19
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Guidance on fuelling of vehicles during COVID-19
Overview
This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in
the Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief
Medical Officer of Health.
Workers should raise any concerns to their:
• Supervisor
• Joint health and safety committee
• Health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the
legislation and regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards.
Workers have the right to refuse unsafe work. If health and safety concerns are not resolved internally, a
worker can seek enforcement by filing a complaint with the ministry’s Health and Safety Contact Centre at
1-877-202-0008. Failure of the employer or constructor to comply with the OHSA and its regulations could
result in a stop-work order upon inspection by the Ministry of Labour, Training and Skills Development.

Recognize hazards and assess risks
How does the coronavirus spread? The virus typically spreads through coughing and sneezing, personal contact
with an infected person, or touching an infected surface and then the mouth, nose, or eyes.
Potential exposures when fuelling a vehicle:
• The pump handle/nozzle, payment keypad, squeegee, and other surfaces may be contaminated, especially in
busy areas where there is a lot of traffic at the station.
• The entry door and countertop of the building may be contaminated. The payment keypad inside the
building is used often and is also a potential source of contamination.
• Washrooms in the facility are used by the general public and all surfaces should be assumed to be a source of
contamination including the entry door, sink, and tap.
• Lottery-ticket kiosk surfaces and pens/pencils are also potential sources of contamination.
• Close contact with other people during fuelling increases risk of exposure to someone who may be infected.

For more information visit ihsa.ca/COVID-19
LDCA – HSA COVID-19 Workplace Guidance

1 49

Guidance on fuelling of vehicles during COVID-19 con’t
Controls
1.

Maintain physical distancing. Physical distancing generally means maintaining a distance of at least 2
metres (6 feet) or more between persons. By maintaining physical distancing, you are less likely to be
exposed to a respiratory virus.

2. Fuel stop procedures. Cleaning methods should be employed with special attention to certain areas as
specified below:
• Use appropriate personal protective equipment (PPE) from the moment you leave the cab of the
vehicle. Make sure to wear gloves at all times or have hand sanitizer available to ensure proper hygiene
after handling any equipment or making contact with surfaces.
• If using a shared vehicle, wipe down the gas cap before removal.
• Wipe down the pump handle and any other parts of the fuel-dispensing equipment (e.g., screen and
touch pad) you may be required to touch with disinfectant wipes.
• Make payment through remote means where possible to limit exposure to other people inside the fuel
station.
• Avoid touching your eyes, nose, and mouth.
• Once the fuel stop is complete, remove gloves and ensure you wash your hands or use hand sanitizer.
• If going into the building to pay and making contact with surfaces, upon return to vehicle, use hand
sanitizer immediately.
3. Practise Good Hygiene. Health Canada recommends following these basic hygiene practices:
• Wash hands frequently with soap and water for at least 20 seconds.
• If using hand sanitizers, they must be alcohol based (with greater than 60% alcohol) to be effective.
• Sneeze or cough into a tissue and discard it, or cough into your elbow or sleeve.

Evaluate
Review your activities during fuel stops and over time and look for opportunities to improve your processes.
Evaluate your cleaning and sanitizing processes to identify any issues (availability of product, effectiveness of
product, disposal of materials, etc.). Communicate or report any changes needed or any new issues as they
arise to your supervisor for input and support.
Monitor your supplies. You may be on long routes, so monitor your supply of disinfectant wipes, products, and
PPE (gloves) to ensure you have sufficient supplies for your trip.
Stay home if you are feeling ill. If you detect symptoms, you should immediately distance yourself from others
and go home. If possible, avoid using public transit. Ensure you notify your supervisor so that they are aware of
the situation and can also notify others who may have been exposed.
For Ontario residents, anyone who suspects that they have contracted COVID-19 should call 811 (NOT 911)
instead of going to the hospital or a family doctor. Direct toll-free phone numbers for Ontario residents are:
1-866-797-0000 or TTY: 1-866-797-0007. Visit the Ontario Ministry of Health’s website and
taking their self-assessment.

Resources
Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario

For more information visit ihsa.ca/COVID-19
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Guidance on handling and receiving packages
(all persons at work or at home) during COVID-19
Overview
This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in
the Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief
Medical Officer of Health.
Workers should raise any concerns to their:
• Supervisor
• Joint health and safety committee
• Health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the
legislation and regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards.
Workers have the right to refuse unsafe work. If health and safety concerns are not resolved internally, a
worker can seek enforcement by filing a complaint with the ministry’s Health and Safety Contact Centre at
1-877-202-0008. Failure of the employer or constructor to comply with the OHSA and its regulations could
result in a stop-work order upon inspection by the Ministry of Labour, Training and Skills Development.

Recognize hazards and assess risks
How does the coronavirus spread? The virus typically spreads through coughing and sneezing, personal contact
with an infected person, or touching an infected surface and then the mouth, nose, or eyes.
Potential exposures to coronavirus while handling and receiving packages from couriers include:
• Receiving a physical package and being in close contact with the delivery person.
• Handling delivered packages and the cardboard or plastic packaging without personal protective equipment
(PPE).
• Exchanging paperwork during delivery, as well as clipboards and pens.
• Sharing the scanning equipment keypad and stylus pen.

For more information visit ihsa.ca/COVID-19
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(all persons at work or at home) during COVID-19 con’t
Controls
1.

Maintain physical distancing. Physical distancing means maintaining a distance of at least 2 metres (6
feet) or more between persons. By practicing physical distancing, you are less likely to be exposed to a
respiratory virus.

2. Request a contactless delivery. Contactless deliveries involve the delivery driver leaving the package on
your doorstep.
• When placing the delivery, select the contactless delivery option (if available) or include the request in
the notes section of your order. This will indicate/request that no signing or proof of receipt is required.
• Request the driver place the package down rather than handing the item directly to you to maintain
physical distancing.
3. Avoid the use of shared materials. Canada Post and many other delivery services have implemented
policies where they no longer request signatures. However, there may be instances where proof of receipt
(signature) is still needed. In these cases:
• Use your own pen when signing for the delivery and avoid the use of shared pens.
• If you are required to use a stylus or your finger to sign for receipt of the delivery, wipe down the
keypad before use.
• Wash your hands immediately after receipt of the package.
4. Open the package outside. Studies have shown that the COVID-19 virus can live on cardboard, however, it
does disintegrate quickly. To limit any potential contamination from the package:
• Open the package outside of the delivery location.
• Wear personal protective equipment (PPE) such as gloves when handling or opening the package.
• Upon opening the delivery immediately dispose of the packaging and the used gloves.
• Wash your hands immediately after cleaning and sanitizing the potentially exposed areas.
5. Clean and sanitize exposed areas. If the package was brought into your home or place of employment:
• Clean and sanitize any areas the package came into contact with such as table tops, counters, or floor
area (where it was placed), etc.
• Wear personal protective equipment such as gloves when cleaning and dispose of gloves afterward.
• Wash your hands immediately after cleaning and sanitizing the potentially exposed areas.
6. Practise good hygiene. Health Canada recommends following basic hygiene practices:
• Wash your hands frequently with soap and water for at least 20 seconds.
• If using hand sanitizers, they must be alcohol based (with greater than 60% alcohol) to be effective.
• Sneeze or cough into a tissue and discard it or your elbow or sleeve.

For more information visit ihsa.ca/COVID-19
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(all persons at work or at home) during COVID-19 con’t
Evaluate
Follow-up and evaluation are essential to ensure the effectiveness of controls and solutions implemented.
Review your process and identify any opportunities for improvement.
Determine the following:
• Has the hazard been eliminated or the risk minimized appropriately?
• Is there a better way to control the risk?
• Is the control being used consistently and as planned (monitor behavior and practices)?
• Can improvements be made to your control procedures and changes implemented as required?
Continuously engage your workers, communicate recommendations and adjustments with supervisors.
Also, continuously monitor the necessary tools, supplies, and equipment needed to meet your control
measures, ensure sufficient supplies are readily available, adequate and accessible.
Stay home if you are feeling ill. If you detect symptoms, you should immediately distance yourself from others
and go home. If possible, avoid using public transit. Ensure you notify your supervisor so that they are aware of
the situation and can also notify others who may have been exposed.
For Ontario residents, anyone who suspects that they have contracted COVID-19 should call 811 (NOT 911)
instead of going to the hospital or a family doctor. Direct toll-free phone numbers for Ontario residents are:
1-866-797-0000 or TTY: 1-866-797-0007. Visit the Ontario Ministry of Health’s website and taking their
self-assessment.

Resources
Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario

For more information visit ihsa.ca/COVID-19
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Guidance on cleaning and sanitizing inside your
vehicle during COVID-19
Overview
This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in
the Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief
Medical Officer of Health.
Workers should raise any concerns to their:
• Supervisor
• Joint health and safety committee
• Health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the
legislation and regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards.
Workers have the right to refuse unsafe work. If health and safety concerns are not resolved internally, a
worker can seek enforcement by filing a complaint with the ministry’s Health and Safety Contact Centre at
1-877-202-0008. Failure of the employer or constructor to comply with the OHSA and its regulations could
result in a stop-work order upon inspection by the Ministry of Labour, Training and Skills Development.

Recognize hazards and assess risks
How does the coronavirus spread? The virus typically spreads through coughing and sneezing, personal contact
with an infected person, or touching an infected surface and then your mouth, nose, or eyes.
Potential exposures at a trucking rest stop:
• Washrooms pose the greatest risk of exposure in a rest stop. Areas of concern include toilet stall doors, toilets,
sink areas, shower stalls, and change areas.
• High-touch areas like door handles and the keypad and pump handle at the gas pump may also be
contaminated.
• Countertops and garbage container lids could be a potential source of exposure.
• Paying at the cashier poses exposure to the countertop and payment terminal keypad, as well as potential close
contact with staff. Avoid the use of cash whenever possible.
• The exchange of ordered food products (e.g., wrappers, packaging, etc.) and reusable mugs between
restaurant staff and drivers is a potential opportunity for the virus to spread.

For more information visit ihsa.ca/COVID-19
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Controls
1.

Maintain physical distancing. Physical distancing means maintaining a distance of at least two metres
(six feet) or more between persons. By maintaining physical distancing, you are less likely to be exposed
to a respiratory virus. Maintaining physical distancing will assist in limiting your exposure and potentially
contaminating the interior of the vehicle.

2. Clean the vehicle regularly.
• Get into the habit of cleaning your vehicle interior daily in order to limit the risk of contamination. Ensure
that you are thoroughly cleaning the steering wheel, gear shifter, dashboard, all gauges, windows, and door
handles.
• Use appropriate personal protective equipment (PPE) when cleaning.
• Most areas of the cab can be cleaned with detergent and water and then followed with disinfectant wipes
and a dry washcloth or towel. Once cleaning is complete, dispose of any gloves that were used.
• For frequently touched areas (e.g., steering wheel, gear shift, door handles), clean with disinfectant wipes
every time you get back into the vehicle.
• Have a garbage bag or wastebasket in the cab. Place the garbage bag or wastebasket in a convenient spot
to avoid trash piling up in the vehicle. This will keep all trash in one spot and make it easier to dispose of
when you are stopped. Regularly disposing of the trash will assist in eliminating odours in the vehicle as well.
3. Get rid of unnecessary belongings/clutter.
• Review the belongings that you have in the vehicle and eliminate any unnecessary clutter. This can include
clothing that you don’t wear, books that you are finished reading, personal items that are not required as
part of your job, etc. The less items that you have in the vehicle the easier it will be to clean.
• Organize your belongings to ensure that everything in your cab is neat and organized. This will help make
the daily routine of cleaning and sanitizing the vehicle easier.
4.
•
•
•

Practice good hygiene. Health Canada recommends following these basic hygiene practices:
Wash hands frequently with soap and water for at least 20 seconds.
If using hand sanitizers, they must be alcohol based (with greater than 60% alcohol) to be effective.
Sneeze or cough into a tissue and discard it, or into your elbow or sleeve.

Evaluate
1.

Visually inspect the cab every time you enter. This will help you determine if any cleaning or disinfecting is
required. Increased frequency of stops can increase the amount of times you may need to clean the cab.

2. Monitor. As you increase the frequency of cleaning and disinfecting, monitor your supply of disinfectant
wipes, cleaning products, PPE (gloves), towels, window cleaner, etc., to ensure you have sufficient supplies.
Clean your vehicle daily to ensure that all areas are frequently sanitized.
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3. Stay home if you are feeling ill. If you detect symptoms, you should immediately distance yourself from
others and go home. If possible, avoid using public transit. Ensure you notify your supervisor so that they
are aware of the situation and can also notify others who may have been exposed.
For Ontario residents, anyone who suspects that they have contracted COVID-19 should call 811 (NOT 911)
instead of going to the hospital or a family doctor. Direct toll-free phone numbers for Ontario residents are:
1-866-797-0000 or TTY: 1-866-797-0007.

Resources
Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario
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Transportation services health and safety during COVID-19
This document provides resources, best practices, and information to help transportation employers
understand their rights and responsibilities while operating during COVID-19.

Overview
(This is not a legal document and employers are advised to seek legal advice)
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in
the Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief
Medical Officer of Health.
Workers should raise any concerns to their:
• Manager/supervisor
• Dispatcher
• Joint health and safety committee
• Health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the
legislation and regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and environments safe and free of hazards.
Workers have the right to refuse unsafe work. If health and safety concerns are not resolved internally, a
worker can seek enforcement by filing a complaint with the ministry’s Health and Safety Contact Centre at
1-877-202-0008. Failure of the employer to comply with the OHSA and its regulations could result in a stopwork order upon inspection by the Ministry of Labour, Training and Skills Development.
According to the list of Essential Services by the Province of Ontario, Transportation Services are deemed an
essential service.

Transportation best practices
The health and safety of workers is a top concern amid the global COVID-19 pandemic. During this time, all parties
must place an increased focus on health and safety in order to keep transportation companies operating as an
essential service to our country’s economy and continuity of operations.
All measures taken to prevent the spread of COVID-19 should be done in compliance with requirements under the
Occupational Health and Safety Act and associated regulations and public health directives issued by the Chief
Medical Officer of Health.
In addition, below are a set of resources, tips, and best practices to help employers prevent the spread of
COVID-19 for transportation companies.
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Protecting yourself and your co-workers
Coronaviruses (COVID-19) are spread through close contact, including at work. Here are some general helpful
tips to help prevent the spread of germs:
• Wash your hands often with soap and water or alcohol-based hand sanitizer.
• Sneeze and cough into your sleeve.
• If you use a tissue, discard immediately and wash your hands afterward.
• Avoid touching your eyes, nose, or mouth.
• Avoid contact with people who are sick.
• Stay home if you are sick.
• Avoid high-touch areas, where possible, or ensure you clean your hands after.
• Where possible, wear gloves when interacting with high-touch areas. Do not touch your face with gloved
hands. Take care when removing gloves, and ensure you wash your hands after removing them.
• Wash your clothes as soon as you get home.
• If you are ill, notify your supervisor immediately, complete the self-assessment and follow the instructions
you receive.

Physical distancing (two metres)
As advised by the Chief Medical Officer, public health officials, and outlined throughout government
communications, physical distancing is required to control the spread of COVID-19.
In
•
•
•
•
•

order to ensure physical distancing while working, transportation service employers should consider:
Staggering start/dispatch times for drivers
Staggering breaks for facility/office employees
Staggering lunches for facility/office employees
Restricting the number of people at the terminal and where they are assigned to work
Controlling location movement (by limiting the potential for workers to gather, including in the warehouse
and during the loading and off-loading of trailers)
• Holding meetings in an outside or large space to enable physical distancing and only holding in-person
meeting as a last resort of communication
• Limiting unnecessary contact between workers, and between workers and with outside service providers,
and encourage physical distancing in all areas (for example, loading docks, in dispatch area, during road side
inspections, etc.)

Reporting illness
The symptoms of COVID-19 are like many other illnesses, including the cold and flu. At this time, it is
recommended that any worker who has any symptoms related to cold, flu, or COVID-19 should be sent home.
In addition, employers should advise these workers to complete the online self-assessment or call either:
• Telehealth Ontario: 1-866-797-0000
• Their primary care provider (for example, family physician)
Please note that additional resources, policies, and procedures are being developed to provide additional
support in this area.
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Getting information on infection prevention and control
Employers can contact local public health units for questions on workplace infection prevention and control
related to COVID-19 infections. Please note that additional resources, policies, and procedures are being
developed to provide additional support in this area.

Ministry of Labour, Training and Skills Development reporting requirements
Employers must report all known positive test results for COVID-19 to:
• The ministry (in writing) within four days
• The joint health and safety representative
• A trade union (if applicable)

Share information
It is important that all parties in a workplace communicate their roles and responsibilities. Employers will need
to ensure health and safety policies are updated and posted for all employees to see. Using industry resources,
including this one and those listed and linked below, will help to improve employee understanding.

Posting of policies
All employers need to post and communicate COVID-19 policies to all employees. These policies should cover
how the company will address:
• The sanitization of tractors, trailers, offices, warehouse, and common facilities
• How employees report illnesses
• How to ensure physical distancing
• How work will be scheduled and vehicles will be dispatched to promote physical distancing

Track and monitor your workforce
Due to the time it takes for symptoms of COVID-19 to develop, it is important to track where employees have
worked, and specifically, where drivers have delivered to or stopped at while on route during their work day. If
an employee tests positive for COVID-19, the local public health unit will ask employers to provide information
on where the employee worked as well as the contact information of any other employee who may have been
exposed. Employers will track information and Public Health Units will respond.

Transportation health and safety best practices
Below are some specific work-related tips and recommendations to help prevent the spread of COVID-19 in the
context of transportation related activities, including commercial vehicle operations. Remember to refer to and
follow your company’s standard operating procedures in addition to the support materials listed below.
General best practices
• Minimize the number of vehicles shared by employees where possible to limit the spread of the virus.
• Ensure drivers have access to appropriate disinfectants, hand sanitizer, personal protective equipment, and
other materials needed to clean high-touch surfaces in their vehicles.
• Drivers must diligently self-monitor for symptoms. Anyone displaying symptoms should self-isolate and stay
at home.
• Coronaviruses can be spread by touching an infected area, then touching the mouth, nose, or eyes. Effective
hand washing is a key way to prevent the transmission of the virus.
• Practice good hygiene. Health Canada recommends following these basic hygiene practices:
o
Wash hands frequently with soap and water for at least 20 seconds.
o
If using hand sanitizers, they must be alcohol based (with greater than 60% alcohol) to be effective.
o
Sneeze or cough into a tissue and discard it, or cough into your elbow or sleeve.
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Clean vehicle cab frequently: Cleaning methods should be employed with special attention to frequently
touched areas including but not limited to door handles, grab handles, steering wheel, shift lever, touch screen,
shift levers, radio and climate controls. Note: If using a shared vehicle, it is important to clean the cab before
leaving the terminal.
• Use appropriate personal protective equipment (PPE) (e.g., nitrile gloves) when cleaning the cab or touching
potentially contaminated surfaces.
• Many non-penetrable surfaces in the cab can be cleaned with detergent and water, or sanitizer wipes if
detergent and water are not available.
• Dispose of gloves and other soiled cleaning materials in a sturdy plastic bag as soon as possible. Tightly tie
the bag and dispose of it immediately.
• Remove garbage from the cab regularly.
• Clean or replace cabin filter if necessary to ensure you are breathing clean air in the vehicle.
• Wash your hands once cleaning is complete.
On-route deliveries: When stopping at a delivery point, drivers should
• Limit the amount of face-to-face contact during deliveries.
• Stay in the cab and wait for cargo to be loaded/unloaded, if possible.
• Use technology to communicate with shippers/receivers.
• Wait in a separate designated area if one is available to avoid close contact with others.
• Wear gloves when handling any packages.
• Avoid the use of shared pens.
• Ensure that they wash their hands or use a hand sanitizer before returning to the vehicle once the delivery/
stop is complete.
Mental health awareness: Drivers normally work long hours and can be away from home for extended periods.
With the additional pressure associated with being an essential service to our country’s business continuity,
there is the risk of additional stress and/or feelings of anxiety generated from long work hours in an isolated
environment, uncertainty of changes with COVID-19, long periods of time away from family and friends, lack of
physical exercise, feelings of disrespect from others, and changing road and weather conditions.
While working, the following controls can be used to support positive mental health:
• Know the facts and ensure that you are receiving up-to-date information from reliable sources (credible
news outlets, company management, etc.) and avoid rumours and gossip.
• Reach out to your network. Social distancing is imperative for reducing the spread of the virus, but can also
cause feelings of isolation, depression, and loneliness. During rest stops or while waiting for shipments to be
loaded or unloaded, use this opportunity to check in with family and friends.
• Eat healthy and avoid the temptation to have comfort foods/snacks.
• Practice self-care while on the road.
o
During your rest breaks, try deep breathing exercises, relaxation techniques, or meditation in your cab.
o
Use your break times to read or listen to something that has nothing to do with COVID-19.
o
Try detoxing from the digital world while on break by avoiding social media.
o
Remind yourself that you are making a difference and helping the economy and people by providing an
essential service.
• Practice defensive driving techniques and ensure you properly plan your trip to avoid potential weather
systems, construction zones, etc.
• Get sufficient rest.
• Take walks for fresh air while still practicing social distancing.
• Monitor your personal well-being. If you feel that you need help, remember that it is ok to ask for it.
Check with your company supervisor, provincial programs, or your insurance provider to see
what resources are available to you. Many companies have confidential, easy-to-access
Employee Assistance Programs.
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Fueling practices: When fueling a vehicle, always wear appropriate personal protective equipment (i.e. gloves)
when handling the pumping handle, gas cap, and any other parts of the vehicle. Ensure that you use disinfectant
wipes to clean the pump handle and payment keypad before beginning the fuelling process. Caution should be
taken when touching the service station door handles, pay machines, or handling any automotive products that
may be required when performing vehicle maintenance such as topping up key washer fluids or motor oil.
Inspection procedures: Drivers may be required to stop at an inspection station or be subject to a roadside
inspection.
• Stay in the vehicle at all times unless instructed by the inspector.
• Should you be instructed to exit the vehicle, maintain physical distancing at all times.
• Try to stay upwind/crosswind from the inspector when speaking with them.
• Wear proper PPE (gloves) at all times if you are required to exit the vehicle.
• Ensure that you use disinfectant wipes with any areas of the vehicle you come into contact with (i.e. door
handles).
• If you are required to sign the inspection paperwork, use your own pen.
• Ask if the inspector would like to visually review the documents through the window:
o
Suggest that you can hold the documents up to the window for the inspector to review which will allow the
inspector to get the information they need without physical contact.
o
Suggest that they take photos if necessary.
• Wipe down any areas of concern with disinfectant wipes.
Handling and receiving packages: If you are required to handle any packages, always ensure that you are
maintaining physical distancing from others and wearing appropriate PPE such as gloves. As part of the handling
of these packages avoid the use of shared materials with others (i.e. pens, clipboards, etc.) and clean your vehicle
in any areas that may have been exposed by others loading and unloading packages. If possible, use technology
(i.e. scanning devices) for confirmation of delivery.
• Preference would be for contactless delivery. For example: the delivery driver leaving the package on the
doorstep (no signature required).
• Request the driver place the package down rather than handing the item directly to you to maintain physical
distancing.
• Avoid the use of shared materials. Canada Post and many other delivery services have implemented policies
where they no longer request signatures. However, there may be instances where proof of receipt (signature)
is still needed. In these cases:
o
Use your own pen when signing for the delivery and avoid the use of shared pens.
o
If you are required to use a stylus or your finger to sign for receipt of the delivery, wipe down the keypad
before use.
• Open the package outside. To limit any potential contamination from the package:
o
Wear PPE such as gloves when handling or opening the package.
o
Upon opening the delivery immediately dispose of the packaging and the used gloves.
o
Wash your hands immediately after cleaning and sanitizing the potentially exposed areas.
• Clean and sanitize exposed areas. If the package was brought into your home or place of employment such as
table tops, counters, or floor area (where it was placed), etc.
• Wash your hands immediately after cleaning and sanitizing the potentially exposed areas.
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Handling documentation, reports, and paperwork: Transport companies and drivers should
• Use technology for communication as much as possible (e.g., text messaging and mobile phones) rather than
having in-person conversations.
• Where possible, use technology to send and receive paperwork (e.g., scanning equipment and electronic proof
of delivery).
• Not share pens, and request that others use their own pen or stylus when signing. If required to share, use
disinfectant wipes to clean pens and styluses.
• Use PPE (i.e. gloves) when exchanging paperwork or clipboards.
• Regularly disinfect any areas that you are frequently in contact with or are used by other people (e.g., tables,
desks, tablets, pens, door handles).
• Avoid touching your eyes, nose, and mouth.
• Once any cleaning is complete, remove gloves, dispose of them, and ensure you wash your hands.
Rest stops and breaks: Transport drivers will need to stop at rest stops to refuel, for meal breaks, washroom
facilities, and off-duty time.
• Check with dispatch: While most rest stops are remaining open during the pandemic, they may only have
limited services available. Sit down service is now closed but drive-through service is available at most and
many have made accommodations for truck drivers. Before stopping for an extended period of time, check
with dispatch and see if they can confirm what is available at upcoming rest stops.
• Pack some snacks: With the rules changing rapidly you may encounter some rest stops that have closed. Pack
some healthy snacks just in case you need to travel further to find a place to eat.
• Refillable mugs: Most rest stops (and coffee shops) are no longer allowing reusable mugs to be used. Leave
the mug in the cab and purchase your beverage in an over the counter cup.
• Bring a hygiene bag with you: Always have a hygiene bag on hand so that you are using your own products
at rest stops. Bags can include soap, shampoo, electric razor, toothbrush, toothpaste, small hand towels,
deodorant, moisturizer, and any other hygiene or grooming products you may require.
• Carry hand sanitizer and disinfectant wipes with you: When entering a rest stop ensure that you have
disinfectant wipes to use on door handles, faucets, or stalls. Rest stops with showers have longer than normal
wait times due to increased proper cleaning of the facilities however, you should still practice safe measures
and wipe down any door handles or faucets with disinfectant wipes prior to using.
• Personal protective equipment (PPE): Wear proper PPE (gloves) at all times when using the fuel pump and
wipe down the pump handle, keypad, or anything else you may come into contact with using disinfectant wipes.
• Visually look over the cab when leaving the rest stop: Visually scan your vehicle every time you leave a rest
stop to determine if any cleaning is required. Wipe down any areas of concern with disinfectant wipes.
Personal Hygiene – decontamination: Drivers should follow a standard procedure for their own personal
decontamination daily.
• Change clothes before entering your personal vehicle or going home: Where possible it is best practice to
change your work clothes before going home.
o
Clean clothes should be kept in a separate plastic bag and, if possible, stored in your personal vehicle or
locker while you are working
o
Bag all dirty clothes and place in a plastic bag before going home
o
Leave clothes in plastic bag until they are laundered
o
Launder clothes as soon as possible
o
If changing at home try to change in the same pre-identified area of your home (i.e. garage, laundry room
etc.) to reduce risk of exposing dirty clothing to other areas of the house
o
Remove your boots or work shoes outside or in the garage in the same spot daily
o
Shower as soon as you return home

For more information visit ihsa.ca/COVID-19
LDCA – HSA COVID-19 Workplace Guidance

6 65

Transportation services health and safety during COVID-19 con’t
Decontaminate (clean) any equipment you have used throughout the day: During the course of the day you
may have come into contact with a variety of equipment that requires cleaning (i.e. flashlight, tools, etc.).
Ensure you:
• Clean all equipment with detergent and water followed by disinfectant wipes and then dry with a towel.
• Place towels in a plastic bag one cleaning is complete.
• Remove gloves and wash hands once all decontamination (cleaning) of equipment is complete.

COVID-19 government updates
Stay updated with daily government updates:
• Government of Ontario
• Government of Canada
Additional resources for the transportation sector:
1. Infrastructure Health and Safety Association: https://www.ihsa.ca/COVID-19.aspx
2. Transport Canada: https://www.tc.gc.ca/eng/motorvehiclesafety/federal-safety-guidance-protect-drivers-limitspread-covid-19-commercial-vehicle-operations.html
3. Ontario Trucking Association (OTA) and Canadian Trucking Alliance (CTA) COVID-19 Updates and Resources:
http://cantruck.ca/category/covid-19/
4. Trucking Human Resources Canada: https://truckinghr.com/covid-19-resource-guide/
Other transportation specific provincial resources
Note: where possible these pages have been linked directly to COVID-19 specific resource pages.
1. Alberta Motor Transport Association: https://amta.ca/news-events/covid-19-resources/
2. Atlantic Provinces Trucking Association: https://www.apta.ca/
3. BC Trucking Association: https://www.bctrucking.com/content/covid-19-news-resources-industry
4. Manitoba Trucking Association: https://www.trucking.mb.ca/
5. Quebec Trucking Association: https://www.carrefour-acq.org/articles-nouvelles/page-evolutive-sur-covid-19
6. Saskatchewan Trucking Association: https://sasktrucking.com/coronavirus/

Ontario government and agency-issued resources about COVID-19
The Ontario Ministry of Health is providing consistent updates on the provincial government’s response to the
outbreak, including:
• status of cases in Ontario
• current affected areas
• symptoms and treatments
• how to protect yourself and self-isolate
• updated Ontario news on the virus
Public Health Ontario is providing up-to-date resources on COVID-19, including:
• links to evolving public health guidelines, position statements and situational updates
• synopsis of key articles updating on the latest findings related to the virus
• recommendations for use of personal protective equipment
• information on infection prevention and control
• testing information
• other public resources
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Other COVID-19 resources
Health Canada outlines the actions being taken by the Government of Canada to limit spread of the virus, as
well as what is happening in provinces and communities across the country. It also maintains a live update of the
number of cases by province.
The World Health Organization is updating the latest guidance and information related to the global outbreak
and spread beyond Canadian borders.
It
•
•
•
•

also provides the most up-to-date information on:
current research and development around the virus
a COVID-19 situation “dashboard”
emergency preparedness measures
live media updates on the spread of the virus
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Guidance on rest stop hygiene during COVID-19
Overview
This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in
the Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief
Medical Officer of Health.
Workers should raise any concerns to their:
• Supervisor
• Joint health and safety committee
• Health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the
legislation and regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards.
Workers have the right to refuse unsafe work. If health and safety concerns are not resolved internally, a
worker can seek enforcement by filing a complaint with the ministry’s Health and Safety Contact Centre at
1-877-202-0008. Failure of the employer or constructor to comply with the OHSA and its regulations could
result in a stop-work order upon inspection by the Ministry of Labour, Training and Skills Development.

Recognize hazards and assess risks
How does the coronavirus spread? The virus typically spreads through coughing and sneezing, personal contact
with an infected person, or touching an infected surface and then your mouth, nose, or eyes.
Potential exposures at a trucking rest stop:
• Washrooms pose the greatest risk of exposure in a rest stop. Areas of concern include toilet stall doors, toilets,
sink areas, shower stalls, and change areas.
• High-touch areas like door handles and the keypad and pump handle at the gas pump may also be
contaminated.
• Countertops and garbage container lids could be a potential source of exposure.
• Paying at the cashier poses exposure to the countertop and payment terminal keypad, as well as potential close
contact with staff. Avoid the use of cash whenever possible.
• The exchange of ordered food products (e.g., wrappers, packaging, etc.) and reusable mugs between
restaurant staff and drivers is a potential opportunity for the virus to spread.
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Controls
1.

Maintain physical distancing. Physical distancing means maintaining a distance of at least two metres (six
feet) between persons. By maintaining physical distancing, you are less likely to be exposed to a respiratory
virus.

2. Check with dispatch. While most rest stops are remaining open during the pandemic, they may only have
limited services available. Sit-down service is currently closed, but drive-thru service is available at most,
and many have made accommodations for truck drivers. Before stopping for an extended period of time,
check with dispatch to see if they can confirm what is available at upcoming rest stops.
3. Pack some snacks. With the rules changing rapidly, you may encounter some rest stops that have closed.
Pack some healthy snacks just in case you need to travel farther to find a place to eat.
4. Avoid refillable mugs. Most rest stops (and coffee shops) are no longer allowing reusable mugs to be used.
Leave the mug in the cab and purchase your beverage in an over-the-counter cup.
5. Bring a hygiene bag with you. Always have a hygiene bag on hand so that you are using your own products
at rest stops. Bags can include soap, shampoo, electric razor, toothbrush, toothpaste, small hand towels,
deodorant, moisturizer, and any other hygiene or grooming products you may require.
6. Carry hand sanitizer and disinfectant wipes with you. When entering a rest stop, ensure that you have
disinfectant wipes to use on door handles, faucets, or stalls. Rest stops with showers have longer than
normal wait times due to increased cleaning and sanitation of the facilities. However, you should still
practice safe measures and wipe down any door handles or faucets with disinfectant wipes prior to using.
7. Use personal protective equipment (PPE). Wear proper PPE (e.g. gloves) at all times when using the
fuel pump and do not touch your face with gloved hands. Prior to use, wipe down the fuel pump handle,
payment keypad, or anything else you with which may come into contact using disinfectant wipes.
8. Inspect the cab when leaving the rest stop. Visually scan your vehicle every time you leave a rest stop to
determine if any cleaning is required. Wipe down any areas of concern with disinfectant wipes.
9. Practice good hygiene. Health Canada recommends following these basic hygiene practices:
• Wash your hands frequently with soap and water for at least 20 seconds. See the Hand Washing - best
practice resource.
• If using hand sanitizers, they must be alcohol based (with greater than 60% alcohol) to be effective.
• Sneeze or cough into your sleeve.
• If you use a tissue, discard it immediately and wash your hands afterward.
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Evaluate
1.

Monitor:
• Before leaving the rest stop always, check your hygiene bag to ensure you are sufficiently stocked. Pack
extra in the event that your travel is extended.
• As you increase cleaning and disinfecting in both your vehicle and in rest stops, monitor your supply of
disinfectant wipes, cleaning products, PPE (gloves) etc., to ensure you have sufficient supplies.
• Clean the interior of your vehicle at least daily to ensure that all areas are frequently sanitized.
• Do not enter a rest stop if you are feeling ill. If you think you have symptoms while driving, you should
pull over and immediately contact dispatch. Do not enter a rest stop and potentially expose others.

2. Stay home if you are feeling ill. If you think you have symptoms, immediately distance yourself from others
and go directly home. If possible, avoid using public transit. Notify your supervisor immediately so they are
aware of the situation and can also notify others who may have been exposed.
Anyone who is concerned they may have been exposed to, or is experiencing symptoms of COVID-19, should
start by visiting the Ministry of Health website and take their self-assessment. You should contact your primary
care provider or Telehealth Ontario at 1-866-797-0000. Do not call 911 unless it is an emergency.

Resources
Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario
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Guidance on hours of service and fatigue
management (for employers) during COVID-19
Overview
This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in
the Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief
Medical Officer of Health.
Workers should raise any concerns to their:
• Supervisor
• Joint health and safety committee
• Health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the
legislation and regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards.
Workers have the right to refuse unsafe work. If health and safety concerns are not resolved internally, a
worker can seek enforcement by filing a complaint with the ministry’s Health and Safety Contact Centre at
1-877-202-0008. Failure of the employer or constructor to comply with the OHSA and its regulations could
result in a stop-work order upon inspection by the Ministry of Labour, Training and Skills Development.

Recognize hazards and assess risks
Introduction: As a result of the COVID-19 global pandemic, truck drivers have been identified as an essential
service for our country’s economy and business continuity. Canada introduced the Essential Freight
Transportation Exemption for federally regulated carriers and drivers who are moving essential COVID-19
supplies and equipment as part of the emergency relief effort. Truck drivers moving essential goods will be
exempt from hours of service requirements provided that they give advanced notice.
Note: This is not a legal document, for full details please review the following: Essential Freight Transportation
Exemption.
Potential fatigue exposures resulting from the Essential Freight Transportation Exemption. With federally
regulated carriers and truck drivers working additional hours, they are potentially exposed to the following
fatigue risks:
• Drivers face increased work hours in an isolated environment
• Transporting essential supplies and equipment with varied hours may lead to an irregular
sleep schedule (from what the driver normally has)
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•
•

Additional stress and pressure due to the immediate need of supplies and increased workload
Long periods of time away from friends and family during the global pandemic

Controls
1.
•
•
•
•
•
•
•
•
•

Recognize the signs. Management, supervisors, dispatch, and operations staff should be aware of the
signs of driver fatigue. These include:
Driver saying that they “always feel tired” and or look exhausted
Yawning
Eyes look sore, heavy, droopy or bloodshot
Their reflexes and reaction time are slow
Driver exhibits signs of impatience or irritability
Driver complains of aching, stiff or sore muscles or cramps
Lack of motivation
Lack of concentration, responses to questions are slow or off-topic
Unable to answer questions

2.
•
•
•
•
•

Support their health and wellness.
Provide tools and resources to support healthy eating and lifestyle choices.
Communicate (check in) with the driver frequently.
Have healthy snacks available at your facility.
Provide some flexibility for drivers if they need to visit their doctor.
Ensure your drivers know that their health and wellness is important to you.

3. Set realistic expectations with the drivers and dispatch. Drivers may be feeling the added need or
pressure to complete a delivery during the pandemic.
• Be realistic with your expectations and provide instructions for dispatch to do the same.
• Encourage the driver to take regular breaks.
• Stagger start times with drivers. This will also allow for reduced staff at the facility and limited exposure
of drivers interacting with each other (so that they can maintain physical distancing).
4. Encourage your drivers to get a full night’s rest. Even with exceptions being made to the hours of
service rules, drivers still need to have a full night’s rest and off-duty time.
• Where possible try to keep them on their regular or preferred schedule.
• Ensure that drivers have everything they need to be comfortable.
5. Be aware of mental fatigue. Drivers may be experiencing mental fatigue as a result of all of the added
pressure and deliveries. Be sure to:
• Reach out to drivers regularly to see how they are doing. Check-ins do not always have to be
job related. Call drivers to make sure they are “feeling ok.” Calls can be made by management,
supervisors, dispatch, safety team, etc., and demonstrate how we are all in this together and
supporting each other.

For more information visit ihsa.ca/COVID-19
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•
•
•
•

Provide tools and resources if drivers would like to speak to someone else (e.g., employee assistance
programs) and remind them these calls are confidential.
Encourage your drivers to reach out to their networks and stay connected to their family and friends.
Remind your drivers to take regular breaks and try reading or listening to something that has nothing to
do with COVID-19.
Remind drivers that they are making a difference and helping our economy and people by providing an
essential service.

Evaluate
Follow-up and evaluation are essential to ensuring the effectiveness of controls and solutions implemented.
Review your process and identify any opportunities for improvement. Continuously engage with your
supervisor and employees and encourage recommendations.
•
•

Monitor your health for symptoms such as for cough, fever, or difficulty breathing. Refer to
Government of Canada Guidelines.
If you are concerned that you may have been exposed to, or are experiencing symptoms of COVID-19,
please start by visiting the Ministry of Health website and taking their self-assessment. Contact your
primary care provider or Telehealth Ontario at 1-866-797-0000. Do not call 911 unless it is an emergency.

Resources
Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario
For additional driver and employer fatigue resources please download the following from the
Infrastructure Health and Safety Association:
Fatigue – The Basics
Fatigue – Impacts and Risk Groups
Fatigue – Tools and Resources for Employees
Fatigue – Tools and Resources for Employers

For more information visit ihsa.ca/COVID-19
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Workplace Safety & Prevention Services

Guidance on Health and Safety for Drivers and Truck Drivers during COVID-19

OVERVIEW

This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in the
Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief Medical
Officer of Health.
Workers should raise any concerns to their:
• supervisor
• joint health and safety committee
• health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the
legislation and regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards. Workers
have the right to refuse unsafe work. If health and safety concerns are not resolved internally, a worker can seek
enforcement by filing a complaint with the ministry’s Health and Safety Contact Centre at 1-877-202-0008. Failure
of the employer or constructor to comply with the OHSA and its regulations could result in a stop-work order upon
inspection by the Ministry of Labour, Training and Skills Development.
BEST PRACTICES
We know that every workplace is unique. That makes it so important that every workplace assess functions
carried out by their workforce to ensure they take action to protect against the three main hazards presented by
COVID-19.
Things like practicing physical distancing (staying 2 metres away from others), proper hand hygiene, keeping
surfaces and objects clean, and preventing contact with potentially infected people –these are all critically
important measures. Other information on how you can protect yourself is available on ontario.ca/coronavirus.
We have provided some protection advice below for your consideration. Please keep in mind that introducing any
new protective measures should be done as part of a full review of other workplace hazards -- not just COVID 19
alone. Employers should consult with Joint Health and Safety Committees/Health and Safety Representatives in
the workplace on measures to protect workers in the workplace. We want to ensure we enhance our safety, not
cause other issues.
Some workplaces already have some existing controls in place that may help reduce the risk of exposure to
workers as well, so regular ‘check-ins’ on how controls are helping is highly recommended.
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RECOGNIZE HAZARD/ASSESS RISKS
For drivers, we recognize that you will have contact with people, including suppliers, customers, service providers
and co-workers, as well as contact with surfaces within your vehicle and at the sites that you visit. You could
potentially come in contact with droplets from these interactions. COVID-19 can travel in respiratory droplets that
are released into the environment by laughing, coughing or sneezing.
Take a look at where you might minimize those risks within your workplace. Consult public health information to
learn the symptoms of COVID-19 infection. Recognize and report these hazards and use appropriate controls.
Ensure that you or your co-workers stay home if you or they have symptoms.
We understand – so it’s important to take a look at where you can possibly minimize those risks within your
workplace. Take a look at the controls below to see how they may assist you.
CONTROLS
To protect yourself from some of these hazards consider the following options:
• Postpone non-essential trips and tasks to minimize exposure from others
• Can you put barriers in place between yourself and the people you have to interact with? For example, a
‘sneeze guard’ or using your ‘window’ with open/close capability between interactions.
• Use your vehicle’s climate control system to improve fresh air intake/air circulation. Increased airflow can
reduce contaminant build up.
• Can you control and reduce the number of people you’re interacting with? Keep you’re the recommended
physical distance (staying 2 metres away) between yourself and others where you can.
• Increase the cleaning frequency of your work area – on everything from seats to commonly touched
surfaces like steering wheels, gear shifts, radio controls and keys. Be sure to follow safe practices when
using a cleaning agent and use an appropriate cleaner for the job.
• Use good hand washing techniques and avoid touching your face. Extra handwashing is a good idea for
everyone – and when that’s not possible, a good hand sanitizer should be used frequently. Consider
sanitizer use after customer or supplier interaction.
If the above recommendations are still not enough for your workplace, as a last resort, consider personal
protective equipment (PPE). PPE is only effective if people wear it correctly. Workers need PPE training includes
the fit, use, care, putting on and taking off, maintenance, cleaning and limitations of the PPE.
Some examples of PPE that may be suited to a driver’s work include:
• Gloves – gloves can help limit contact with surfaces, product etc. Be sure to set up practices for proper
removal of gloves and suitable disposal or changing when soiled. It’s also important to consider other
hazards that may be present in the workplace before introducing gloves. In some cases, gloves can be an
‘entanglement’ hazard and should not be worn.
• Goggles or Face Shields – can help create a barrier and separation too. They should be assigned to
individuals and not shared and can be reused regularly if kept clean. Ensure the goggle or face shield use
does not result in workers touching their faces more often because of heat or discomfort.
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EVALUATION
COVID 19 has presented all of us with challenges we have never seen before. It’s important to consider that any
of the adjustments we are making today, may need further adjustment tomorrow.
It is recommended that you take a look at your preventative measures on an ongoing basis, and adjust them if
they are not working well enough or causing other issues with your work. For example, if you decided to use
goggles, but they are fogging up and making other tasks unnecessarily difficult, you may want to try a face shield
instead. Or if you decided you needed a certain kind of disinfectant and it’s no longer available, switching to good
soap and water practices may be a reasonable substitute.
Bottom line? Plan to make regular check-ins part of your COVID 19 prevention plans.
RESOURCES
Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario
For more information visit www.wsps.ca/COVID19
This document is intended for informational purposes only to provide an overview of the potential hazards posed in the workplace due to COVID-19. It is not
intended as medical advice, to provide a comprehensive risk assessment for all workplaces, or to replace any legislated workplace safety obligations. Due to
the ongoing evolution of the situation in Ontario and around the world, this document may be used as a guide for Employers in addition to guidance
delivered by public health authorities such as the World Health Organisation (WHO), Ontario Ministry of Health, Public Health Ontario and the Centres for
Disease Control and Prevention (CDC).” Any use which is made of this document by any Employer, or any reliance on or decisions to be made based on it, are
the responsibility of the Employer. WSPS and its partners, officers, directors, employees, agents, representatives, suppliers and service providers accept no
responsibility for any errors or omissions in content or for damages of any kind or nature suffered by any Employer or any third party as a result of use of or
reliance on this communication.
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Workplace Safety & Prevention Services
Guidance on Health and Safety for
Shipping and Receiving Personnel during COVID-19
OVERVIEW

This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in the
Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief Medical Officer of
Health.
Workers should raise any concerns to their:
• supervisor
• joint health and safety committee
• health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the legislation and
regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards. Workers have the
right to refuse unsafe work. If health and safety concerns are not resolved internally, a worker can seek enforcement by
filing a complaint with the ministry’s Health and Safety Contact Centre at 1-877-202-0008. Failure of the employer or
constructor to comply with the OHSA and its regulations could result in a stop-work order upon inspection by the Ministry
of Labour, Training and Skills Development.

BEST PRACTICES
We know that every workplace is unique. That makes it so important that every workplace assess functions carried out by
their workforce to ensure they take action to protect against the hazards presented by COVID-19.
Things like proper hand hygiene, keeping surfaces and objects clean and physical distancing (staying 2 metres apart) to
prevent close contact with potentially infected people are all critically important measures. Other information on how you
can protect yourself is available on ontario.ca/coronavirus.
We have provided some protection advice below for your consideration. Please keep in mind that introducing any new protective
measures should be done as part of a full review of other workplace hazards -- not just COVID 19 alone. Employers should consult
with Joint Health and Safety Committees/Health and Safety Representatives in the workplace on measures to protect workers in the
workplace. We want to ensure we enhance our safety, not cause other issues.
Some workplaces already have some existing controls in place that may help reduce the risk of exposure to workers as well,
so regular ‘check-ins’ on how controls are helping is highly recommended.

RECOGNIZE HAZARD/ASSESS RISKS
For shipping and receiving personnel, we recognize that you will have contact with clients and surfaces including paper
documents, products, machinery, material handling equipment and food as you go about your work. You could also
potentially come in contact with respiratory droplets from these interactions. COVID-19 can travel in respiratory droplets
that are released into the environment by laughing, coughing or sneezing.
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Take a look at where you might minimize those risks within your workplace. Consult public health information to learn the
symptoms of COVID-19 infection. Recognize and report hazards and use appropriate controls. Ensure that you or your coworkers stay home if you or they have symptoms.
It’s important to take a look at where you can possibly minimize those risks within your workplace. Take a look at the
controls below to see how they may assist you.

CONTROLS
To protect yourself consider the following options:
• Are there tasks you can minimize or eliminate? For example, can you adjust schedules to limit the
shipping/receiving of orders to those that are most essential?
• Is there an opportunity to put barriers in place between yourself and people or product you have to
interact with? For example, installing a ‘sneeze guard’ between close workstations or a ‘window’ with
open/close capability for public facing interactions.
• Is there an opportunity to improve fresh air intake/air circulation? Increased airflow can help minimize
opportunities for these kinds of hazards to build up.
• Is it possible to control how many people you’re interacting with? Physical distancing is recommended, so
if you can enforce distance between yourself and customers, contractors or other workers, it’s
recommended to do so. Consider limiting the number of entry points, using floor markings to show
appropriate distance, changing the work layout and maintaining distance during lunch and other breaks.
• Increase your cleaning frequency of commonly touched surfaces, including but not limited to, pump
trucks, machine controls, employee time clocks, handrails and doors. Be sure to follow safe practices and
use an appropriate cleaning agent.
• Consider job rotation or implementing smaller shifts. It may help to increase distance between people if
they are not doing tasks at the same time.
• Be sure to keep up with good hand washing (minimum 20 seconds) and avoid touching your face. Also,
consider providing paper towels instead of using an air dryer. Extra handwashing is a good idea for
everyone – and when that’s not possible, a good hand sanitizer should be used frequently.
• Ensure everyone has been trained on proper hygiene measures and check in regularly using
questionnaires/conversation to verify whether people are feeling healthy and whether the implemented
controls are working. Take appropriate actions if a person is feeling sick.
• Keep up with best practices. Consider regular times to check in with public health updates and
retrain/revise practices as needed.
If the above recommendations are still not enough for your workplace, as a last resort, consider
Personal Protective Equipment (PPE). PPE is only effective if people wear it correctly. Ensure PPE training includes the fit,
use, care, putting on and taking off, maintenance, cleaning and limitations of the PPE.
Some examples of PPE that may be suited to shipping and receiving personnel include:
• Gloves – single use gloves can help limit contact with surfaces, product, etc. Be sure you have practices set up for
suitable disposal and when gloves should be changed. It’s also important, again, to ensure you consider other
hazards that may be present in the workplace before introducing gloves – in some cases, gloves can be an
entanglement hazard and should not be worn.
• Goggles or Face Shields – can help create a barrier and separation too. They should be assigned to individuals and
not shared and can be reused regularly if kept clean. Ensure the goggle or face shield use does not result in
workers touching their faces more often because of heat or discomfort.
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EVALUATION
COVID 19 has presented all of us with challenges we have never seen before. It’s important to consider that as the
situation evolves, there may be adjustments to best practices recommended on a periodic basis based on public health
recommendations and information available on ontario.ca/coronavirus. Any of the adjustments we are making today, may
need further adjustment tomorrow.
It is recommended that you take a look at any of your preventative measures on an ongoing basis, and adjust them as
necessary if they are not working well enough or causing other issues with your work. For example, if you decided to use
goggles, but they are fogging up and making other tasks unnecessarily difficult, you may want to try a face shield instead.
Or if you decided you needed a certain kind of disinfectant and it’s no longer available, switching to good soap and water
practices may be a reasonable substitute.
Bottom line? Plan to make regular check-ins and adjustments part of your COVID 19 prevention plans to protect workers.

RESOURCES
Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario
NOTE: This document is intended for informational purposes only to provide an overview of the potential hazards posed in the workplace due to COVID19. It is not intended as medical advice, to provide a comprehensive risk assessment for all workplaces, or to replace any legislated workplace safety
obligations. Due to the ongoing evolution of the situation in Ontario and around the world, this document may be used as a guide for Employers in
addition to guidance delivered by public health authorities such as the World Health Organisation (WHO), Ontario Ministry of Health, Public Health Ontario
and the Centres for Disease Control and Prevention (CDC).” Any use which is made of this document by any Employer, or any reliance on or decisions to be
made based on it, are the responsibility of the Employer. WSPS and its partners, officers, directors, employees, agents, representatives, suppliers and
service providers accept no responsibility for any errors or omissions in content or for damages of any kind or nature suffered by any Employer or any third
party as a result of use of or reliance on this communication.
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Safe Environments
Healthy Workers

HEALTH AND SAFETY
GUIDANCE DURING COVID-19
FOR EMPLOYERS OF OFFICE
SETTINGS

OVERVIEW
This is not a legal document and employers are advised to seek legal advice.
Employers have obligations to protect workers from hazards in the workplace as set out in the
Occupational Health and Safety Act (OHSA) and its regulations as well as the directives coming from the
Chief Medical Officer of Health.
Workers should raise any concerns to their:




Supervisor
Joint Health and safety Committee
Health and Safety Representative

This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing daily, the
legislation and regulations used to govern Ontario’s workplaces remain in force.
Under Ontario law, employers have the duty to take every reasonable precaution to protect workers from
hazards in the workplace. Hazards in the workplace should be controlled. Workers have the right to
refuse unsafe work. If health and safety concerns are not resolved internally, a worker can seek
enforcement by filing a complaint with the Ministry’s Health and Safety Contact Centre at 1-877-2020008. Failure of the employer to comply with the OHSA and its regulations could result in a stop-work
order upon inspection by the Ministry of Labour, Training and Skills Development.
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BEST PRACTICES TO KEEP YOUR WORKERS HEALTHY
AND SAFE
The health and safety of workers is a top concern amid the global COVID-19 pandemic. During this time all
stakeholders must place an increased focus on health and safety in order to keep Office services open and
safe.
All measures taken to prevent the spread of COVID-19 should be done in compliance with requirements
under the Occupational Health and Safety Act and associated Regulations and public health directives
issued by the Chief Medical Officer of Health.
In addition, below are a set of resources, tips and best practices to help employers prevent the spread of
COVID-19.

PROTECTING YOURSELF AND CO-WORKERS
Coronaviruses are spread through close contact, including at work. Here are some helpful tips to prevent
the spread of infection:












Wash your hands often and thoroughly with soap and water or alcohol-based hand sanitizer.
Sneeze and cough into your sleeve.
If you use a tissue, discard immediately and wash your hands afterward.
Avoid touching your face, eyes, nose or mouth.
Avoid contact with people who are sick.
Stay home if you are sick.
Avoid high-touch areas, where possible, or ensure you clean your hands after.
Where possible, wear gloves when interacting with high-touch areas. Do not touch your face with
gloved hands. Put on and remove gloves in a manner that avoids contamination of the hands.
Ensure you wash your hands after removing gloves.
Wash your clothes as soon as you get home.
If you are ill: notify your supervisor immediately, complete the self-assessment and follow the
instructions you get.

REPORTING ILLNESS
The symptoms of COVID-19 can resemble a cold or a flu. At this time, it is recommended that any worker
who is experiencing any symptoms related to cold, flu or COVID-19 should be sent home. The MLTSD is
focused on providing enhanced protections for workers. Effective March 19, 2020, the Employment
Standards Act, 2020, was amended to provide job-protected leave for employees affected by COVID-19
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According to Health Canada, symptoms can appear in as little as a few days, or as long as 14 days after
being exposed to someone with the disease. COVID-19 can cause a range of symptoms including fever,
cough, sore throat and shortness of breath.
For some people, the symptoms are like having a cold; for others they are quite severe or even lifethreatening. It is important to check with your healthcare provider and follow instructions about staying
home or away from public spaces to prevent the spread of the virus.
The virus typically spreads through coughing and sneezing, personal contact with an infected person, or
touching an infected surface and then the mouth, nose, or eyes.
Close contact with a potentially infected person or touching potentially contaminated items (such as
desks, keyboards, counters, door handles, hard surfaces, elevator buttons, etc.) are likely to pose the
greatest exposure risks. Also, close contact with other people increases the risk of exposure to someone
who may be infected.
In addition, employers should advise these workers to immediately self-isolate and complete the online
self-assessment or call either:



Telehealth: 1-866-797-0000
their primary care provider (for example, family physician)

Asymptomatic workers who have travelled outside of Canada within the last 14 days and/or have had
potential unprotected exposure to a person with COVID-19, and have been identified as Critical to
Continued Operations; need to self-isolate when they are not at work. This work isolation requirement
also applies to staff who have tested positive but symptoms have resolved.

MINISTRY OF LABOUR, TRAINING AND SKILLS DEVELOPMENT AND
WORKPLACE SAFETY & INSURANCE BOARD REPORTING
REQUIREMENTS
The symptoms of COVID-19 are shared with many other illnesses including the cold and flus. At this time,
it is recommended that any worker who is experiencing any symptoms should be sent home. If you have a
worker who is experiencing symptoms:




Advise the worker to complete the self-assessment on the Ontario COVID website. The worker will be
told what to do next based on the self-assessment results
The worker can also call Telehealth (1-866-797-0000), their local Public Health unit, or their family
doctor
The employer must report illnesses acquired at work, including COVID-19, to:
o the Ministry of Labour, Training and Skills Development (in writing) within four (4) days
o the joint health and safety representative
o the trade union (if applicable)
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For more information:



Occupational Illness: Requirements to Report to the Ministry of Labour
Occupational Illness: Infectious Disease Reporting Form

Workplaces that provide Office services, can refer to Section 5 (2) of the Industrial Establishments Reg.
851 to understand what information should be included in the report. Employers must also report
occupationally-acquired illnesses (e.g. COVID-19) to the WSIB within 72 hours of receiving notification of
the illness.

ESTABLISH AN EFFECTIVE OCCUPATIONAL HEALTH AND SAFETY
AND INFECTION PREVENTION AND CONTROL PLAN
Establish an infectious disease preparedness and response plan. The plan should follow recommendations
from the Ministry of Health and directives from Public Health Ontario. The plan should consider and
address levels of risk associated with the workplace and job tasks related to the Office environment. This
includes how the organization will operate during a pandemic, including sanitization protocols, equipment
and resources, how employees report illness, how to ensure physical distancing and how work will be
scheduled.
To access all Ministry of Health guidance notes please visit the website below and scroll down to find
sector specific information:
http://www.health.gov.on.ca/en/pro/programs/publichealth/coronavirus/2019_guidance.aspx
A list of activities and links to relevant resources:










Maintain physical distancing. Physical distancing generally means maintaining a distance of at least
2 metres (6 feet) or more between persons. By maintaining physical distance you are less likely to
be exposed to the respiratory virus. There should be a clear understanding of how the workplace
productivity may be impacted.
Establish a system for active screening to be conducted before appointments are scheduled. Have
passive screening by positing signage at points of entry to inform people about specific protocols.
Discourage sharing of telephones, keyboards, desks or workstations.
Consider the total number of workers in the workplace and have staff work remotely as much as
possible. Restrict access to building to only essential personnel.
Implement administrative controls such as proper training for staff regarding screening clients and
written infection prevention and control protocols, as well as changing work schedules and breaks.
Development of systems to conduct work away from the office e.g. from their home; using email,
telephone, video-conferencing etc.
If direct client contact is essential and cannot be avoided, then staff should consider using
personal protective equipment: e.g. having staff and/or client wear surgical mask.
Conduct RACE (Recognize, Assess, Control and Evaluate) analysis to determine any additional
controls that may be applicable. Here is a RACE tool: Risk assessment and job hazard analysis
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Implement sick leave policies and coverage for workers who may be self-isolating or are unwell by
accessing extra staff or volunteers.

ENVIRONMENTAL CLEANING AND DISINFECTION
Keeping the workplace clean and sanitized is vital. It is critical to follow thorough and regular cleaning and
disinfecting practices in all Office workplaces. These practices become particularly essential during a
pandemic that involves an infectious agent.
All employers should increase the sanitization of the workplace. Areas of focus should include:




Easy access to soap and water (or other ways to properly sanitize hands)
Encouraging staff to frequently wash their hands with soap and water (for a minimum of 20 seconds)
or alcohol-based (greater than 60% alcohol) hand sanitizer
Increased cleaning and sanitization of commonly touched surfaces, areas or items (e.g. door handles,
railings, tables, work surfaces, equipment e.g. computer keyboards and mice).

Health Canada recommends the following basic hygiene practices:






Wash hands frequently with soap and water for at least 20 seconds
If using hand sanitizers, they must be alcohol based (with greater than 60% alcohol) to be effective
Avoid touching your face
Sneeze or cough into a tissue and discard it
Use a clean tissue or your knuckle/elbow to touch light switches, doors, buttons, etc.

SHARE INFORMATION
It is important that all parties in a workplace understand their roles and responsibilities. Employers will
need to ensure health and safety policies are updated and posted for all employees to have access to.
Using industry resources, including this one and those produced by Public Services Health and Safety
Association (PSHSA) will improve awareness in the workplace and provide guidance for employers.

POST YOUR POLICIES
All employers need to post and communicate COVID-19 policies to employees. These policies should
cover how the organization will operate, including but not limited to:





Sanitization of sites and equipment
How employees report illnesses
How to ensure physical distancing
How work will be scheduled

PHYSICAL DISTANCING
As advised by the Chief Medical Officer of Health, public health officials, and outlined throughout
government communications; physical distancing is required to control the spread of COVID-19.
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In order to ensure physical distancing in the workplace, employers should consider:








Where staff are assigned to work to optimize physical distancing
If direct client contact is essential and cannot be avoided, then instruct the client to maintain at
least 2 metres (6 feet) distance from the staff member whenever possible
Consider implementing a system for virtual and/or telephone/video consultations when and
where possible
Postpone non-essential face-to-face appointments or convert to virtual/video appointments
Having staff work from home whenever possible (i.e. administrative staff)
Staggering start times, breaks and lunches
Suspending all group activities and gatherings

EVALUATE
Ask and evaluate:







Were the proper hygiene facilities (handwashing equipment) made available?
Were physical distancing measures implemented?
Was the personal protective equipment (PPE) required to protect staff while doing their job available?
Was training on the proper use of PPE provided?
Did staff know what to do if they had symptoms? Did they follow the recommended protocols?
Are you aware of emergency risks in your region and how to prepare for different situations?

ADDITIONAL CONSIDERATIONS
Consider consulting with the joint health and safety committee (JHSC) or health and safety representative
(HSR) on written measures and procedures and training and education for the health and safety of
workers. Considerations needed to protect workers from the risk of COVID-19 are:








Safe work practices
Safe working conditions
Proper hygiene practices and the use of hygiene facilities
Control of infections
Immunization against infectious diseases
Use of appropriate antiseptics, disinfectants and decontaminants
Use, wearing and care of personal protective equipment and its limitations (such as gloves, gowns,
facial protection and respirators).

Office employers are encouraged to review the measures and procedures at least once a year or more
frequently. Additional duties and obligations under OHSA Regulations are available at: Industrial
Establishments Reg. 851
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MINISTRY OF LABOUR TRAINING AND SKILLS DEVELOPMENT (MLTSD) REQUIREMENTS
The MLTSD is focused on providing enhanced protections for workers. Announced on March 16th, these
protections include expanded protected leaves and improving access to Employment Insurance (EI)
benefits. Click here for more information: Job Protection COVID-19.

TRACK AND MONITOR YOUR WORKFORCE
Due to the latency period of COVID-19, it is important to track where employees have worked. If an
employee tests positive for COVID-19, the local public health unit will ask employers to provide
information on where the employee worked as well as the contact information of any other employee
who may have been exposed. Employers will track information and Public Health Units will respond.
The more detailed your information is, the better Public Health can respond and help.

OFFICE SECTOR RESOURCES
COVID-19 GOVERNMENT UPDATES
Stay updated with daily government updates:




https://www.ontario.ca/page/2019-novel-coronavirus (Ontario COVID-19 webpage)
https://www.canada.ca/en/public-health/services/diseases/coronavirus-disease-covid-19.html
(Canada COVID-19 webpage)
https://www.publichealthontario.ca/ (Public Health Ontario)

ONTARIO GOVERNMENT AND AGENCY ISSUED RESOURCES ABOUT
COVID-19
PUBLIC HEALTH AGENGY OF CANADA
https://www.canada.ca/en/public-health/services/diseases/coronavirus-disease-covid-19.html
This link outlines the actions being taken by the Government of Canada to limit spread of the virus, as well
as what is happening in provinces and communities across the country. It also maintains a live update of
the number of cases by province.

WORLD HEALTH ORGANIZATION
https://www.who.int/emergencies/diseases/novel-coronavirus-2019
WHO provides the latest guidance and information related to the global outbreak and spread beyond
Canadian borders. It also provides the most up-to-date information on:
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Safe Environments
Healthy Workers





current research and development around the virus
a COVID-19 situation “dashboard”
emergency preparedness measures; and,
live media updates on the spread of the virus.

OTHER RESOURCES
There is a host of additional resources available to help address the ongoing COVID-19 pandemic that are
aimed at all workplaces. Resources include:





The Government of Canada’s guide for Preventing COVID-19 in the workplace: Employers, employees
and essential service workers
The Harvard Business Review’s Employer Preparedness Questions
Public Health Unit websites:
http://www.health.gov.on.ca/en/common/system/services/phu/locations.aspx
Government of Canada, COVID-19 Taking Care of Your Mental Health:
https://www.canada.ca/en/public-health/services/publications/diseases-conditions/taking-caremental-health.html

PUBLIC SERVICES HEALTH AND SAFETY ASSOCIATION RESOURCES




Occupational Illness: Infectious Disease Reporting Form:
https://www.pshsa.ca/resources/occupational-illness-infectious-disease-reporting-form
COVID-19 Resources: https://www.pshsa.ca/covid-19
Maintaining an Effective JHSC During Emergency Situations COVID 19 :
https://www.pshsa.ca/resources/maintaining-an-effective-jhsc-during-emergency-situations-covid-19
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Workplace Safety & Prevention Services

Guidance on Health and Safety for Executives and Management during COVID-19

OVERVIEW

This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in the
Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief Medical Officer
of Health.
Workers should raise any concerns to their:
• supervisor
• joint health and safety committee
• health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the legislation
and regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards. Workers have the
right to refuse unsafe work. If health and safety concerns are not resolved internally, a worker can seek enforcement by
filing a complaint with the ministry’s Health and Safety Contact Centre at 1-877-202-0008. Failure of the employer or
constructor to comply with the OHSA and its regulations could result in a stop-work order upon inspection by the
Ministry of Labour, Training and Skills Development.
BEST PRACTICES
We know that every workplace is unique. That makes it so important that every workplace assess functions carried out
by their workforce to ensure they take action to protect against the three main hazards presented by COVID-19.
Things like practicing physical distancing (staying 2 metres away from others), proper hand hygiene, keeping surfaces
and objects clean, and preventing contact with potentially infected people –these are all critically important measures.
Other information on how you can protect yourself is available on ontario.ca/coronavirus.
We have provided some protection advice below for your consideration. Please keep in mind that introducing any new
protective measures should be done as part of a full review of other workplace hazards -- not just COVID 19 alone.
Employers should consult with Joint Health and Safety Committees/Health and Safety Representatives in the workplace
on measures to protect workers in the workplace. We want to ensure we enhance our safety, not cause other issues.
Some workplaces already have some existing controls in place that may help reduce the risk of exposure to workers as
well, so regular ‘check-ins’ on how controls are helping is highly recommended.
RECOGNIZE HAZARD/ASSESS RISKS
For Executives and Managers, we recognize that you will have contact with many people including, employees and
customers and come into contact with surfaces including phones, desks, product, and money as you go about your work.
You could potentially come in contact with droplets from these interactions. COVID-19 can travel in respiratory droplets
that are released into the environment by laughing, coughing or sneezing.
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Take a look at where you might minimize those risks within your workplace. Consult public health information to learn
the symptoms of COVID-19 infection. Recognize and report these hazards and use appropriate controls. Ensure that you
or your co-workers stay home if you or they have symptoms.
We understand – so it’s important to take a look at where you can possibly minimize those risks within your workplace.
Take a look at the controls below to see how they may assist you.
CONTROLS
To protect yourself from some of these hazards consider the following options:
• Can you minimize or eliminate tasks that put you and others in danger? For example, reducing the number of
face to face interactions by using phones and technology for virtual meetings. Encourage the use of on-line
services.
• Restrict your building to essential employees only and reduce the number of building entry and exit points if
possible.
• Create distance between people by limiting the number of people in a given area at any one time (e.g. change
work layout). Set floor markings to ensure physical distancing (staying 2 metres away from others).
• Put barriers in place between yourself and those you must interact with if possible. For example, a ‘sneeze
guard’ or ‘window’ with open/close capability between interactions.
• Consider job rotation to reduce the number of people doing tasks in the same place at the same time. For
example, if work stations are too close, use every other work station.
• Improve fresh air intake/air circulation with open windows, doors or fans. Increased airflow can help minimize
opportunities for these kinds of hazards to build up.
• Increase the frequency of cleaning commonly touched surfaces - desk drawers, phones, door knobs, etc. Be sure
to follow safe practices and use an appropriate cleaning agent.
• Use good hand washing techniques and avoid touching your face. Extra handwashing is a good idea for
everyone – and when that’s not possible, a good hand sanitizer should be used frequently and between personal
interactions if possible.
If the above recommendations are still not enough for your workplace, as a last resort, consider personal protective
equipment (PPE). PPE is only effective if people wear it correctly. Workers need PPE training that includes the fit, use,
care, maintenance, cleaning and limitations of the PPE.
Some examples of PPE that may be suited to your work include:
• Gloves – disposable gloves can help limit contact with surfaces. Set up practices for suitable disposal or change
of gloves when soiled. It’s also important to consider other hazards that may be present in the workplace
before introducing gloves – in some cases, gloves can be an ‘entanglement’ hazard and should not be worn.
• Goggles or Face Shields – can help create a barrier and separation too. They should be assigned to individuals
and not shared and can be reused regularly if kept clean. Ensure the goggle or face shield use does not result in
workers touching their faces more often because of heat or discomfort.
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EVALUATION
COVID 19 has presented all of us with challenges we have never seen before. It’s important to consider that any of the
adjustments we are making today, may need further adjustment tomorrow.
It is recommended that you take a look at any of your preventative measures on an ongoing basis, and adjust them if
they are not working well enough or causing other issues with your work. For example, if you decided to use goggles,
but they are fogging up and making other tasks unnecessarily difficult, you may want to try a face shield instead. Or if
you decided you needed a certain kind of disinfectant and it’s no longer available, switching to good soap and water
practices may be a reasonable substitute.
Bottom line? Plan to make regular check-ins part of your COVID 19 prevention plans.
RESOURCES
Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario
For more information visit www.wsps.ca/COVID19
This document is intended for informational purposes only to provide an overview of the potential hazards posed in the workplace due to COVID-19. It is not
intended as medical advice, to provide a comprehensive risk assessment for all workplaces, or to replace any legislated workplace safety obligations. Due to the
ongoing evolution of the situation in Ontario and around the world, this document may be used as a guide for Employers in addition to guidance delivered by public
health authorities such as the World Health Organisation (WHO), Ontario Ministry of Health, Public Health Ontario and the Centres for Disease Control and
Prevention (CDC).” Any use which is made of this document by any Employer, or any reliance on or decisions to be made based on it, are the responsibility of the
Employer. WSPS and its partners, officers, directors, employees, agents, representatives, suppliers and service providers accept no responsibility for any errors or
omissions in content or for damages of any kind or nature suffered by any Employer or any third party as a result of use of or reliance on this communication.
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Workplace Safety & Prevention Services
Guidance on Health and Safety for
Office Administration and Secretarial Staff during COVID-19
OVERVIEW

This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in the
Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief Medical Officer of
Health.
Workers should raise any concerns to their:
• supervisor
• joint health and safety committee
• health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the legislation and
regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards. Workers have the
right to refuse unsafe work. If health and safety concerns are not resolved internally, a worker can seek enforcement by
filing a complaint with the ministry’s Health and Safety Contact Centre at 1-877-202-0008. Failure of the employer or
constructor to comply with the OHSA and its regulations could result in a stop-work order upon inspection by the Ministry
of Labour, Training and Skills Development.

BEST PRACTICES

We know that every workplace is unique. That makes it so important that every workplace assess functions carried out by
their workforce to ensure they take action to protect against the hazards presented by COVID-19.
Things like proper hand hygiene, keeping surfaces and objects clean and physical distancing (staying 2 metres apart) to
prevent close contact with potentially infected people are all critically important measures. Other information on how you
can protect yourself is available on ontario.ca/coronavirus.
We have provided some protection advice below for your consideration. Please keep in mind that introducing any new
protective measures should be done as part of a full review of other workplace hazards -- not just COVID 19 alone.
Employers should consult with Joint Health and Safety Committees/Health and Safety Representatives in the workplace on
measures to protect workers in the workplace. We want to ensure we enhance our safety, not cause other issues.
Some workplaces already have some existing controls in place that may help reduce the risk of exposure to workers as well,
so regular ‘check-ins’ on how controls are helping is highly recommended.

RECOGNIZE HAZARD/ASSESS RISKS
For Office Administration and Secretarial workers, we recognize that you may have contact with surfaces including the
keyboard and mouse, printer/photocopier, and shared work desks as you go about your work. You could also potentially
come in contact with droplets from these interactions. COVID-19 can travel in respiratory droplets that are released into
the environment by laughing, coughing or sneezing.
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Take a look at where you might minimize those risks within your workplace. Consult public health information to learn the
symptoms of COVID-19 infection. Recognize and report these hazards and use appropriate controls. Ensure that you or your
co-workers stay home if you or they have symptoms.
We understand – so it’s important to take a look at where you can possibly minimize those risks within your workplace.
Take a look at the controls below to see how they may assist you.

CONTROLS
To protect yourself from some of these hazards consider the following options:
• Be sure to keep up with good hand washing and avoid touching your face. Extra handwashing is a good
idea for everyone – and when that’s not possible, a good hand sanitizer should be used frequently and
kept nearby. Consider setting a practice like disinfecting your hands and any surfaces touched after each
interaction
• Integrate physical distancing in activities. Are there tasks you can minimize or eliminate? For example, can
the work you do be done alone or be done from home?
• Consider job task rotation if it will assist in ensuring physical distancing guidelines are met at all times. For
example, staggering breaks and lunches
• Is it possible to control how many people you’re interacting with? Physical distancing is recommended, so
if you can ensure distance between clients or co-workers and yourself. Consider controlling entry points
to designated work areas and limiting the number of people in a work area.
• Is there an opportunity to put barriers in place between yourself and people you have to interact with?
For example, a ‘window’ with open/close capability between interactions.
• Is there an opportunity to improve fresh air intake/air circulation? Increased airflow can help minimize
opportunities for these kinds of hazards to build up.
• Increase your cleaning frequency – on everything from keyboards and mouse to photocopiers and
commonly shared office items. Be sure to follow safe practices and use an appropriate cleaning agent.
• Keep up with the best. Consider regular times to check in with public health updates and retrain/revise
practices as needed.
If the above recommendations are still not enough for your workplace, as a last resort, consider Personal Protective
Equipment (PPE). PPE is only effective if people wear it correctly. Ensure PPE training includes the fit, use, care, putting on
and taking off, maintenance, cleaning and limitations of the PPE.
Some examples of PPE that may be suited to office administration and secretarial work include:
• Gloves – single use gloves can help limit contact with surfaces, product etc. Be sure you have practices set up for
suitable disposal and when gloves should be changed. It’s also important, again, to ensure you consider other
hazards that may be present in the workplace before introducing gloves – in some cases, gloves can be an
‘entanglement’ hazard and should not be worn.
• Goggles or face shields – can help with barriers and separation too. They should be assigned to people and not
shared and can be used regularly if kept clean. Ensure the goggle or face shield use does not result in workers
touching their faces more often because of heat or discomfort.
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EVALUATION
COVID 19 has presented all of us with challenges we have never seen before. It’s important to consider that any of the
adjustments we are making today, may need further adjustment tomorrow.
It is recommended that you take a look at your preventative measures on an ongoing basis, and adjust them if they are not
working well enough or causing other issues with your work. For example, if you decided to use goggles, but they are
fogging up and making other tasks unnecessarily difficult, you may want to try a face shield instead. Or if you decided you
needed a certain kind of disinfectant and it’s no longer available, switching to good soap and water practices may be a
reasonable substitute.
Bottom line? Plan to make regular check-ins part of your COVID 19 prevention plans.

RESOURCES
Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario
NOTE: This document is intended for informational purposes only to provide an overview of the potential hazards posed in the workplace due to COVID19. It is not intended as medical advice, to provide a comprehensive risk assessment for all workplaces, or to replace any legislated workplace safety
obligations. Due to the ongoing evolution of the situation in Ontario and around the world, this document may be used as a guide for Employers in
addition to guidance delivered by public health authorities such as the World Health Organisation (WHO), Ontario Ministry of Health, Public Health Ontario
and the Centres for Disease Control and Prevention (CDC).” Any use which is made of this document by any Employer, or any reliance on or decisions to be
made based on it, are the responsibility of the Employer. WSPS and its partners, officers, directors, employees, agents, representatives, suppliers and
service providers accept no responsibility for any errors or omissions in content or for damages of any kind or nature suffered by any Employer or any third
party as a result of use of or reliance on this communication.
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Workplace Safety & Prevention Services
Guidance on Health and Safety for Office Sector during COVID-19
OVERVIEW

This is not a legal document and employers are advised to seek legal advice.
Employers and constructors have obligations to protect workers from hazards in the workplace as set out in the
Occupational Health and Safety Act (OHSA) and its regulations and the directives coming from the Chief Medical Officer of
Health.
Workers should raise any concerns to their:
• supervisor
• joint health and safety committee
• health and safety representative
This will help ensure the employer has taken all reasonable precautions.
Ontario is currently in the midst of a global pandemic. While the COVID-19 situation is changing rapidly, the legislation and
regulations used to govern Ontario’s workplaces are not.
Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards. Workers have the
right to refuse unsafe work. If health and safety concerns are not resolved internally, a worker can seek enforcement by
filing a complaint with the ministry’s Health and Safety Contact Centre at 1-877-202-0008. Failure of the employer or
constructor to comply with the OHSA and its regulations could result in a stop-work order upon inspection by the Ministry
of Labour, Training and Skills Development.

BEST PRACTICES

A new type of virus, known as COVID-19, is causing an outbreak of respiratory (lung) disease. The severity of this illness can
vary from person to person. There are steps you can take to prevent the spread of infection. This document provides
information to help you while working during the COVID-19 pandemic.
RECOGNIZE AND ASSESS
COVID-19 can cause a range of symptoms, including fever, cough, sore throat and shortness of breath. These symptoms can
appear in a few days or up to 14 days after being exposed to the virus. For some people, the symptoms are like having a
cold; for others they may be severe or life-threatening.
The virus is transmitted via droplets during close, unprotected contact with an infected person, or by touching an infected
surface and then the mouth, nose, or eyes.
Keeping safe at work involves understanding how people could come into contact with COVID-19 as they perform their
jobs, and then taking steps to minimize contact.
People such as office administrators, administrative secretaries, customer service representatives, and maintenance staff
are just some of those in the office sector who need to consider how they can work safely and prevent the spread.
The symptoms of COVID-19 are like many other illnesses, including the cold and flu. At this time, it is recommended that
any worker who has any symptoms related to cold, flu or COVID-19 should be sent home.
In addition, employers should advise these workers to complete the online self-assessment or call either:
•
Telehealth: 1-866-797-0000
•
their primary care provider (for example, family physician)
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CONTROLS
Here are a number of options for protecting office workers from exposure to COVID-19:
• Allow anyone who can to work from home.
• Train everyone on possible COVID-19 transmission points in the workplace, what steps are being taken to protect
them, and how they can protect themselves, including frequent hand washing or sanitizing, and not touching their
face.
• Train everyone on how to keep their work surfaces, devices, screens and equipment clean.
• Have all employees and visitors wash their hands thoroughly with soap and water, or an alcohol-based hand
sanitizer if soap and water are not available, before entering the workplace, after contact with others, or with
surfaces others have touched. Be sure to include handwashing before breaks and at shift changes, etc. Be sure to
keep an adequate supply of soap, paper towels, etc. Provide staff with hand sanitizer for their use when receiving
deliveries, interacting with the public etc.
• Limit the number of people working in one space so that they can distance themselves from each other by:
o Staggering shifts and break times.
o Practicing physical distancing during breaks.
o Not entering work areas where 2 meter distance cannot be maintained
o Closing off areas to prevent large gatherings
• Sanitize the workplace thoroughly and often, especially frequently touched surfaces and common areas, such as
door handles, entryways, elevators, washrooms, and kitchens.
• Reposition workstations to increase physical distances. Install barriers and partitions.
• Reschedule unnecessary visits to the workplace by supply chain partners, vendors, delivery people or others who
don’t need to be there now.
• Screen workers regularly for health issues. If anyone develops symptoms of COVID-19, implement procedures for
reporting the illness and keeping the worker away from others. For further guidance on screening procedures,
consult the Ministry of Health at:
http://www.health.gov.on.ca/en/pro/programs/publichealth/coronavirus/docs/2019_operators_guidance.pdf
• Introduce more fresh air by increasing the ventilation system’s air intake or opening doors and windows. Avoid
central recirculation where possible.
As a last resort, consider Personal Protective Equipment (PPE), which is effective only if it’s appropriate for the situation and
people wear it correctly. Ensure PPE training includes the fit, use, care, putting on and taking off, maintenance, cleaning and
limitations of the PPE.
Disposable gloves are one example of PPE that can help limit contact with surfaces that may be infected. Set up practices
for changing and disposing of gloves, such as when torn or dirty.
Respiratory protection is not the first line of defense against COVID-19. Please continue to monitor Public Health Ontario
for respiratory protection advice.
EVALUATE
COVID-19 has presented challenges workplaces have never encountered before. Keep in mind that any adjustments made
today may need readjusting tomorrow. Look at preventative measures on an ongoing basis, and adjust them if they are not
working well enough or causing other issues. For example, are people doing what they’ve been asked to do? If not, what is
preventing them from doing so? Can you make adjustments and improve?
For anyone who thinks they may have been exposed to or are experiencing symptoms of COVID-19, please start by visiting
the Ministry of Health and Long-Term Care website and taking a self-assessment: https://covid-19.ontario.ca/selfassessment/#q0. Please do not visit an assessment centre unless you have been referred by a health care professional. Do
not call 911 unless it is an emergency.
For additional information, refer to Health Canada’s website on COVID-19: https://www.canada.ca/en/publichealth/services/diseases/2019-novel-coronavirus-infection/being-prepared.html?topic=tilelink
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RESOURCES

Stay updated with daily government updates on COVID-19:
Government of Ontario
Government of Canada
Public Health Ontario

NOTE: This document is intended for informational purposes only to provide an overview of the potential hazards posed in the workplace due to COVID-19. It
is not intended as medical advice, to provide a comprehensive risk assessment for all workplaces, or to replace any legislated workplace safety
obligations. Due to the ongoing evolution of the situation in Ontario and around the world, this document may be used as a guide for Employers in addition to
guidance delivered by public health authorities such as the World Health Organisation (WHO), Ontario Ministry of Health, Public Health Ontario and the
Centres for Disease Control and Prevention (CDC).” Any use which is made of this document by any Employer, or any reliance on or decisions to be made based
on it, are the responsibility of the Employer. WSPS and its partners, officers, directors, employees, agents, representatives, suppliers and service providers
accept no responsibility for any errors or omissions in content or for damages of any kind or nature suffered by any Employer or any third party as a result of
use of or reliance on this communication.
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