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Departm123421ent Return to Campus Safety Plan 
Campus: Date Employees to Return to Campus:  

Plan Completed By: Date: 

Overview 

• Your Department Return to Campus Safety Plan must align with the Guidelines for Creating
Departmental Return to Campus Safety Plans.  Please refer to this document when
developing your Department Return to Campus Safety Plan.

• The following questionnaire must be completed prior to bringing your employees back on campus.
• The intent of your Department Return to Campus Safety Plan is to ensure that minimum

requirements are being considered to maintain safe work spaces for our employees.
• This questionnaire is by no means exhaustive and there may be other measures unique to your

spaces that may need to be considered in developing your Department Return to Campus Safety
Plan.

• The requirements identified in this questionnaire are consistent with the current guidelines provided
by the Provincial Health Officer, BC Center for Disease Control, and WorkSafe BC.

• Department Return to Campus Safety Plans must be reviewed and signed off by the Manager,
Occupational Health and Safety.

• Once signed off by the Manger, Occupational Health and Safety, the Department Return to
Campus Safety Plans must be signed off by the appropriate Vice President.

Department Return to Campus Safety Plans will be posted on the Human Resources COVID-19 
SharePoint website and will be shared with the campus Joint Occupational Health and Safety Committee. 

When completing this questionnaire, describe the implementation details for each item below.  If the 
question is not applicable answer n/a.  If you have any questions, please contact Pablo Dobud, Manager, 
Occupational Health and Safety. 

Return to Campus Outline 
What is the plan to return employees to campus? 
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How many employees are anticipated on campus and on which days?  

Provide a rationale as to why employees need to be on campus. 

Orientation, Information, and Training 
What orientation, information and training on the Department’s Return to Campus Safety Plan has been 
provided to employees?  

How have you documented which employees have been provided orientation, information, and 
training?  

Unwell Employees 
What process is in place to advise employees to stay home if sick, and how to report COVID-19 
like symptoms?  Supporting measures should also be in place to accommodate absences and 
provide coverage, if applicable. 

Physical Distancing Requirements 
Describe how your plan meets the physical distancing requirements. 
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How are you going to support the flow of people throughout the department? Provide a floor plan 
indicating direction of flow of people, location of workstations, and entry and exit points.  Identify the 
use of directional arrows if required.

If applicable, has Facilities been notified of additional signage required for the office (i.e. hand washing, 
physical distancing)? 

Do you require sneeze guards?  If so, please indicate the rationale for the sneeze guards and where the 
sneeze guards are to be installed.  

Handwashing and Good Hygiene Practices 
How have you promoted regular handwashing and good hygiene practices? 

Cleaning and Sanitizing 
Please describe any areas where there may be risks, either through close physical proximity or through 
contaminated surfaces. 

What is your cleaning/sanitizing protocol for shared equipment?  If applicable, has Facilities been 
notified of additional cleaning needs for office/workstations?  Have employees been given 
instructions for the safe and correct use of any cleaning/sanitizing materials?
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Personal Protective Equipment 
Do any of your employees require Personal Protective Equipment (PPE)?  How have your employees 
received the appropriate training for PPE? 

What process has been developed to deal with employees who are not following the Department 
Return to Campus Safety Plan? 

Please include any additional information and attachments as needed. 

Reviewed and Approved By: 

_________________________________

Manager, Occupational Health and Safety

Date: 

_________________________________ 

Vice President,  

Date: 
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	Campus: L, R, S, Tech
	Date Employees to Return to Campus: The Library never closed
	Completed By: Ann McBurnie
	Date: August 10, 2020 revision
	What is the plan to return employees to campus: The Library has remained open so we are not "returning" employees to campus. We have limited the number of staff on campus to the minimum required for the current open hours of 9:00am - 4:30pm, Monday to Friday. This is typically accomplished by a rotation of those staff who are not isolating due to medical conditions. Employees not on campus are working from home.
	How many employees are anticipated on campus and on which days: A minimum of two employees per day per campus, Monday to Friday. When more are on site they are scheduled to ensure physical distancing is maintained. Library employees add their name to a Check-in Sheet when they arrive. Security uses this information when they count the number of people on campus.
	Provide a rationale as to why employees need to be on campus: A limited number of staff on campus open and close the library, respond to detection gate alarms, provide information to students, keep the MFDs stocked with paper and ink, sign out limited equipment such as laptops for the semester, provide for pick-up of KPU cards and library materials (with the collections remaining closed), and work on tasks that can only be done on-site and which are part of their regular duties, including the processing of orders, materials and invoices by the Technical Services staff in their unit on the 3rd floor of Arbutus at Surrey. Staff also work on special projects, some of which can more easily be accomplished with the current closure of the physical collections. The library is open for students to use computers that have been spaced at least 6ft. apart.
	provided to employees: The document "COVID-19 Safety Plan for KPU Library" was developed and shared with all library employees in late May, and feedback was requested. The Library supervisors, Library Resources Technicians, Technical Services Coordinator, Library Chair and library members of the OH&S Committee were asked to provide feedback prior to this. All safety measures to be enacted and detailed procedures to be adhered to are communicated to employees by email and documented in the on-line Circulation Manual, including links to proper use of gloves (see attached Library Procedures). In-person training is done if required for those on-site, but staff training can usually be accomplished via Microsoft Teams. In-person meetings have been switched to virtual Microsoft Teams meetings.
	training: The Library Resources Technicians send information and links to all staff, whether working from home or on-site. Information that applies to all library employees is sent by email as appropriate.
	coverage if applicable: All employees have been informed to stay home if sick. Whether working from home or on-site, employees have a previously-established protocol to inform their supervisors, who arrange coverage if necessary.
	Describe how your plan meets the physical distancing requirements: Floor plans have been provided that show work station locations and foot traffic flow. The very few employees on-site work more than 6 ft. apart and those who have adjacent workstations are not scheduled on the same day on-campus. Signage and demarcation of 2-meter distancing for lineups at Service Counters, as well as scheduling of pickup for KPU cards, laptops, and materials ensure employees are assisting students in a safe environment. 
	department: Floor plans are provided in a separate attachment.
	physical distancing: Hand washing directions on a Worksafe BC poster that specifies washing for 20 seconds have been posted. Physical distancing signage is posted in all library workrooms as well as the lunchrooms.
	sneeze guards are to be installed: Some sneeze guards are in place at all four Service Desk locations at some service points. More sneeze guards have been requested. If in-person research assistance by librarians is resumed, sneeze guards would need to be added to the Research Desks.
	How have you promoted regular handwashing and good hygiene practices: Emails, posters, the Safety Plan previously distributed before this template was available, and provision of hand sanitizer and surface sanitizer at applicable locations. Returned library materials are quarantined before handling.
	contaminated surfaces: Common touch points such as door handles, light switches, elevator buttons and computer stations. These are being sanitized regularly by cleaning staff. Library staff are directed to clean equipment as per the guidelines documented in the Circulation Manual (see attachment).
	for the safe and correct use of any cleaningsanitizing materials: Shared equipment, such as phones, computer keyboards, MFD buttons and lunchroom appliances, is to be sanitized after use. To be certain, employees can sanitize also before use. Employees have been asked to use only their own office supplies and not share these items as well as plates, glassware and cutlery, with other employees. Facilities is notified when, for instance, it is noted that cleaning staff are using their time cleaning areas that are currently not in use. Instead, they are asked to clean specific items in the public areas and workrooms. A list of these has been developed so supervisors can communicate accurately to Facilities.
	received the appropriate training for PPE: Some sneeze guards are in place at Service Desks and more have been requested. Disposable nitrile gloves are available for use by staff, but they have been told that gloves are not a substitute for proper and regular hand washing or sanitizing. Staff have been informed they are free to wear their own face masks. Training videos for proper use of PPE have been provided at links in the on-line Circulation Manual (see attached). Posters are being used for added emphasis.
	Return to Campus Safety Plan: As in previous times, any staff who do not follow appropriate procedures will be re-trained by their supervisors or a Library Resources Technician.
	Please include any additional information and attachments as needed: Floor plans are attached ("Floorplans - All KPU Libraries"). Information regarding the library's specific procedures are also attached ("Library Procedures COVID-19 Safety Precautions").
	Department: Library's
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