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Statement of Purpose 

Guiding Principles 
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Scope  

Roles and Responsibilities 

everyone has a responsibility for safety. 
Occupational Health and Safety Program

BC Worker’s 
Compensation Act

Internal Responsibilities 

Deans, Directors and Campus Administrators 
BC 

Workers’ Compensation Act 
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Supervisors (including Academic Staff who have Supervisory Responsibilities of students and staff) 

Faculty and Staff         
BC Workers’ Compensation Act

Students 
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Process 

.
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Step 1: Review the COVID-19 Exposure Control Plan 

Engineering Controls

Administrative Controls 

Personal Protective Equipment
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COVID-19 TRANSMISSION PREVENTION GUIDELINES – SEPTEMBER 2021

SAFE SOCIAL 
INTERACTIONS 

 

 

ENVIRONMENTAL 
HYGIENE 

PERSONAL 
PROTECTIVE 

EQUIPEMENT 
(PPE) 

Please contact secure@vcc.ca for further guidance regarding PPE.  

9



Step 2: Complete the Risk Assessment Template 

Risk Assessment Template Instructions: 
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Step 3: Complete the Operational Space Template 

Step 4: Complete the People Management Template 

Step 5: Identify the required Facilities Access/Cleaning Plans 

Facility Access and Cleaning

This information needs to be submitted to: https://fsr.vcc.ca/ as soon as it is known to ensure that 
appropriate planning can occur.  
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Step 6: Develop Safe Work Procedures Template 

consistent level of safety

Step 7: Education and Training 

Employee training requirements: 
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Students training requirements: 

Record keeping: 

 

Step 8: Ensure Oversight and Compliance 

Step 9: Complete Final Checklist Template 

Final Steps  

NOTE: The requirements of this plan are based on current provincial and federal requirements as well 
as WorkSafe BC guidelines. It should be expected that the requirements of this plan could change in 
the future. Any changes in requirements will be communicated as soon as practicable with the 
expectation that every endeavour will be made to conform to the changes as soon as practicable.
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Return to Campus Phases 

Phase 1 – No one is on campus. 

Phase 2 – Essential learning only on campus. Current phase. 

Phase 3 – Complete return to campus. 



Critical Activities
Necessary Risk 

Mitigation 
Measures

Description of Controls to be 
mplemented

Risk  -  2021
Instructions

15

Checking in students - (check
pic. ID, signature if
necessary)

Staff assisting students
with computer issues

Students using scrap paper
during Math Assessment

Students exiting computer lab

3 Staff members working in
open and enclosed office
spaces

3 - Complete Return to Campus

Students entering
computer lab

Staff giving instructions to
students in computer lab

Already have plexiglass at counter. Have students bring their own pens/pencils.  Hand sanitize. Students to 
wear a non medical mask as this is not a class where the same students are coming in.  Signage in front of 
Assessments - have a stand up sign that says "Assessment Centre - Students with appointments, please wait 
in the waiiting area". When time for calling students in, have them stand on social distancing stickers in front of 
computer lab door.  Staff to wear non medical masks. Social distance if possible.

Students enter lab one at a time.  Sanitize hands before entering and leave personnel belongingss in plastic tub 
(We have 8, one for each student). Will be directed by staff to go to a specific computer.  Students coming for 
testing are not the same cohorts as regular classe.s   It will always be different students coming in every 
session.  Will treat testing like being in the common area as they can be anyone from the public.

Will give assessment instructions and protocol regarding what to do
when students complete the assessment and are exiting the lab.
Students will be seated at every other computer.

Will ask students to move away from computer in order to deal with computer
issues. Will give assessment instructions and protocol regarding what to do
when students complete the assessment and are exiting the lab.

Student will put scrap paper in recycling box when exiting the lab one at a time. Students
to use their own pencils and erasers. If students do not have their own pencil and eraser,
we will provide them and they can take it with them once done or will sanitize thoroughly.

Students to exit one at a time. Take belongings and sanitize hands. Tables, plastic
tubs, computer screens, keyboards, mice and any touch points to be cleaned and
sanitized once students leave by staff and by cleaners at the end of the day.

 Each staff will be in an office. When using filing cabinets, photocopier, scanner, shared office equipment/supplies make
sure to sanitize equipment used or touched. (Have sanitizer at every high touch points). Create safe flow of movement
through work spaces (arrows on floor, verbal communication, barriers). Cleaners will sanitize and clean office work areas
including computer screens, keyboards, mice once staff leaves.

✔

✔

✔

✔

✔

✔

✔

✔

✔



Critical Activities
Necessary Risk 

Mitigation 
Measures

Description of Controls to be 
mplemented

Risk  -  2021
Instructions

15

If we return to paper 
based assessments 

3 - Complete Return to Campus

Have booklets and answer sheet on desks prior to students coming in the room. Students use their own
pencil and erasers. Have extra pencils and erasers on hand for take home once used by student.
Strongly recommend students to wear non medical masks. Once assessment is complete have students
leave booklet and answer sheets on their desk. Once students have left, staff will collect the booklets
and answer sheets. Booklets will be cleaned and sanitized by staff. The use of gloves when handling
paper. Staff to wear non medical masks. Cleaners to sanitize at the end of the day.

✔



Yes N/A

Operational Space Checklist -  2021

Control Measure

 Type: Room #s:

Instructions

Details/Applicable Task from Risk 
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4027 (Front Counter and Office Work Area and
Common Waiting area) and 4029 (Computer Lab)

Students to enter through one door one at a time and to also exit one at a time.

Posted by facilities

Will notify Facilites in August 2021 to have access needs
for Sept. 2021

Cleaners to clean and sanitize plastic tubs and any touch points in computer lab including tables, keyboards 
and mice.   Cleaners to clean and sanitize Office work areas including computers.  Cleaners to come at the end 
of the day.  Staff will also clean and sanitize after each session as a precaution.

Read the instructions on the label of the
bottles.

A plastic barrier at the front counter is
already in place, Staff all have their
own office space.

Public washroom on the 4th floor

Will have hand sanitizers at high touch point
areas.

3 - Complete Return to Campus

✔

✔

Service Area



Yes N/A Details/Applicable supporting comments

People Management Checklist -  2021
Instructions 

Supervision

Control Measure
Illness Pre-screening 

Training and Communication Control Measures

Mandatory Training Prior to Retuning in Person
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Will have information on the RegisterBlast scheduling site and in the acknowledgement. Also,
will remind them when staff does reminder calls regarding Health Questionnaire and non
medical masks.
Day before reminder calls. Also have a sign reminding students about the pre-screen process.

Complete all required pre-screen health 
assessments and follow related college 
instructions (e.g. notify supervior/department 
head).  Reschedule, postpone or reallocate work 
during employee absence.

Posted at the front of the office area.

Will have information on the RegisterBlast scheduling site and in the
acknowledgement. Also, will remind them when staff does reminder calls
regarding Health Questionnaire and non medical masks.
Day before reminder calls. Also have a sign reminding students about the
pre-screen process.

Students given a warning and escalate as 
appropriate (security/conduct)
Follow the Student Non-Compliance document

Employees - as per HR process

3 - Complete Return to Campus

Will review again with staff in August 2021



Safe Work Procedures -  2021

Action Required

Instructions 
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Go out in the waiting area and call students' names and get them to line up in front of the computer lab door on social distancing stidkers and give some instructions prior to going in the lab.
Check photo ID  through glass window in the first screening room prior to going into the computer lab one student at a time. Once ID is checked, wait for the student to get settled in the lab 
before calling in the next student.   Staff wears non medical mask and sanitize hands. Students to wear non medical masks.    Social distance if possible.

Students enter one at a time. Students to hand sanitize their hands, place belongings in plastic tubs.

Giving instructions on exiting protocol. Also what to do when they are finished with the assessment prior to the
time limit or have questions.

Will ask students to move away from computer in order to deal with computer issues.
Will give assessment instructions and protocol regarding what to do when students
complete the assessment and are exiting the lab.

Student will put scrap paper in recycling box when exiting the lab one at a time.
Students to use their own pencils and erasers. If students do not have their own pencil
and eraser, we will provide them and they can take it with them once done or will
sanitize thoroughly.

Students to hand sanitize. Leaving one at a time strategically. Depositing scrap paper in recycling bin before exiting. Gather
belongings. Room to be cleaned and sanitized once students leave by staff after each session and also cleaners at the end of the
day including computers screens, keyboards and mice.

3 - Complete Return to Campus

Maintain some social distancing. Sanitize anything that is touched in common work area. Have a work flow plan. Cleaners to come at
the end of the day to clean and sanitize including computer screens, keyboards and mice. Staff to wear non medical masks.

Checking in students - (check
pic. ID, signature if necessary)

Students entering computer
lab

Staff giving instructions to
students in computer lab

Staff assisting students
with computer issues

Students using scrap paper
during Math Assessment

Students exiting computer lab

3 Staff members working in open
and enclosed office spaces



Safe Work Procedures -  2021

Action Required

Instructions 

18

Have booklets and answer sheet on desks prior to students coming in the room. Students use their own pencil and
erasers. Have extra pencils and erasers on hand for take home once used by student. Strongly recommend
students to wear non medical masks. Once assessment is complete have students leave booklet and answer
sheets on their desk. Once students have left, staff will collect the booklets and answer sheets. Booklets will be
cleaned and sanitized by staff. The use of gloves when handling paper. Staff to wear non medical masks.
Cleaners to sanitize at the end of the day.

3 - Complete Return to Campus

If we return to paper based 
assessments



Yes N/A Details/Applicable 
upporting omments

Final Checklist
Control Measure
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Will email Facilities 
in Aug. 2021 to 
inform them of our 
return to work fully 
on campus

Have already met with 
employees in the dept. as we 
are already on campus twice 
a week.

June 15, 2021 

Sent document on July 
9, 2021

3 - Complete Return to Campus

We have daily meetings and 
have discussed this.


	Returning to Campus Plan - Assessment Centre - extra page - FINAL.pdf
	Returning to Campus Plan - Assessment Centre - FINAL.pdf

