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1. Purpose
The purpose of this policy is to support Ktunaxa Enterprises Ltd. (KEL) in reducing the risk of
transmission of COVID-19 in the workplace. This policy will provide written communication,

clarification and guidance to all KEL employees on the protocols established to address the
COVID-19 pandemic response of working in and out of the office.

2. Scope

This policy is relevant for all KEL employees, associates, and visitors

3. Definitions
a) Corona virus disease (COVID-19)

i. COVID-19 spreads through the direct contact with the respiratory droplets of someone
who is infected with the virus through their cough or sneeze. These droplets can
spread up to two meters/six feet. It may also be possible for a person to get COVID-
19 by touching a surface or object that has the virus on it and then touching their
own mouth, nose, or possibly their eyes

ii. Symptoms of COVID-19 include; cough, shortness of breath, fever, chills, muscle ache,
weakness, headache, gastrointestinal symptoms, generally feeling unwell

iii. Most people who become infected with COVID-19 develop mild symptoms, but some
healthy individuals, as well as seniors and those with other underlying conditions
may experience more serious symptoms

b) Office staff includes any KEL employee or associates who work either full or part-time out
of the KEL office

4. Policy Statement

a) Office staff is committed to informing themselves of and adhering to the requirements
and recommendations provided by the Provincial and Federal government and outside
of the KEL office, to keep themselves and their associates safe.
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c) KEL encourages all employees, associates and visitors to personally take reasonable
additional safety precautions that go above and beyond the requirements of the applicable
legislation.

5. Detail
a) Self-Assessment & Symptom Management
i.All office staff must notify KEL CEO if sick or symptomatic and stay home
ii.Anyone with any symptoms of COVID-19 should complete the BC COVID-19 Self-
Assessment Tool online and follow the recommendations provided
a. If an office staff member has received a negative COVID-19 test result and
their symptoms have subsided, employees may return to work
b. If an office staff member tests positive for COVID-19, self-isolate for 10 days
since the day the symptoms started, and only return to work once symptoms
are gone
C. If an office staff member is feeling sick and further guidance is required, call
8-1-1
iii.Developing symptoms while at work:
a. If an office staff member starts to feel ill while at work, they must report
symptoms to their supervisor and KEL CEO and immediately and return home
b. An emergency contact or 911 will be called if the office staff member is
unable to safely return home on their own
c. Once a sick individual has left the workplace, the office will be cleaned and
disinfected as soon as possible
d. The KEL CEO will record the names of all direct office contacts that the sick
worker has been in contact with.
b) Masks and Face Coverings
i. Unless otherwise exempt, it is required to wear a mask or face covering in the common
spaces of the KEL office including:
a. Hallways
b. Kitchen
C Washrooms
d. Building entryways
Masks and face coverings are not required to be worn in individual offices, enclosed
workspaces or meeting rooms as long as physical distancing can be maintained

c) Physical Distancing & Office Occupancy

i. Physical distancing of two meters will be maintained between all individuals in the KEL
office
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a. Stickers have been posted on the ground throughout the office to assist in
ensuring the appropriate physical distance is met
ii. KEL encourages virtual meetings instead of in-person meetings whenever possible
iii.All visitors must sign-in, complete a self-assessment form and be notified of KEL’s
COVID-19 prevention protocols upon their arrival
iv.KEL encourages employees to work from the KEL office instead of visiting other
locations whenever possible

d) Office Sanitization
i. KEL office and washroom are cleaned by janitorial bi-weekly
ii. Office staff is responsible for sanitizing their office space before and/or after usage

ii. Frequently touched surface areas that are recommended to be regularly sanitized
include:

Tables & desks

Chairs

Printer & projector

Doorknobs

Washroom key

oo 0T W

Kitchen area

e) Training & Communication
i.KEL will post the COVID-19 plan in the workplace
ii.KEL will post the mask/face covering requirement
iii.All staff will be provided this policy and trained on all office safety procedures

iv.Weekly staff meetings will include a set agenda that will cover ongoing COVID-19
risk evaluation

f)  Working Alone & From Home check-in procedure:

i.Any employee working alone must communicate every 4-hours with your direct
supervisor and/or other staff

ii.Any employee working from home must communicate with your supervisor or
another staff person at the beginning and end of your shift

2. Responsibilities

a) KEL CEOis responsible for ensuring all office members and visitors understand this policy

b) KEL CEO and office members are jointly responsible for ensuring the requirements and
recommendations outlined in this policy are followed

c) KEL CEO will continue to assess the workplace to ensure risks are identified and managed.
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d)
e)
f)

g)

All KEL staff must report identified safety concerns to their direct Supervisor or CEO

KEL staff must report symptoms immediately and self-isolate

KEL CEO will make decisions on individual employee accommodations that may be required
due to COVID-19.

KEL requests all employees, associates and visitors to be supportive to fellow staff and
building tenants as well be aware of other policies, procedures and needs. Please apply
common courtesy to support a healthy work community

3. Supporting Documents

a)

b)

c)

BC COVID-19 Self-Assessment Tool: https://bc.thrive.health/covid19/en
https://www?2.gov.bc.ca/gov/content/covid-19/info/restart#step-twoStaff signed
confirmation in respect to training and orientation of KEL COVID-19 policies and procedures.
https://www.canada.ca/content/dam/phac-aspc/documents/services/diseases/2019-novel-
coronavirus-infection/awareness-resources/vaccinated-against-covid-19-public-health-
measures/vaccinated-against-covid-19-public-health-measures.pdf

4. Review

As the COVID-19 pandemic is an evolving situation, this document, and the guidance within are
-\subject to change and will be updated as appropriate

S

X

Hennie Tait
CEO, Ktunaxa Enterprises Ltd\_
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