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1.0 Introduction  

 

City of Nanaimo is committed to providing a safe and healthy workplace for all of our 
staff. A combination of preventative measures will be used to minimize worker and 
public exposure to the COVID-19 virus, including the most effective control technologies 
available. Our work procedures will protect not only our employees, but also other 
workers and/or the public who enter our facilities.  All employees must follow the 
procedures outlined in this plan to prevent or reduce exposure to the COVID-19 virus. 

The purpose of this COVID- 19 Operations Plan is to protect employees from harmful 
exposures to the COVID-19 virus, to reduce the risk of infection in the event of an 
exposure, and to comply with the WorkSafeBC Occupational Health and Safety 
Regulation 5.54 and 6.3, Exposure Control Plan. 

The City of Nanaimo will strive to find ways to control or eliminate exposure to the 
COVID-19 virus by developing and implementing proper risk controls, establishing safe 
work practices, raising awareness, and providing education and training for its 
employees.  The City of Nanaimo will follow direction and controls as specified by the 
BCCDC, the Ministry of Health, and the Provincial or Island Health Medical Health 
Officer.  
 
Documents referenced in the creation of the City of Nanaimo SOP include: 
 

a) BC’s Restart Plan Next Steps to move BC through the Pandemic  
b) Work Safe BC – Sports and Recreation:  protocols for returning to operation  
c) British Columbia Recreation and Parks Association – Guidelines for Restarting 

Operations  
d) viaSPORT British Columbia - Return to Sport Guidelines for BC 
e) BC Centre for Disease Control  
f) Island Health – Food Service Protocols   

 
Image Source:  BCRPA – The Recreation 
and Parks Sector Guidelines for 
Restarting Operations 
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2.0 Staff Training Plan 

Staff Training  
 

The City of Nanaimo has staff training to re-activate staff prior to returning to work.  

Training Topics – from site safety plan 

1. Staff Safety (All staff) 
 Site specific orientation Crew Talk - Site Safety Plan/City Exposure 

Control Plan 
 

2. Facility Admission & Access (All staff)  
 Public procedures 
 Front Desk Procedures  

 
3. Building Schedules and Programming (All staff) 

 Disinfection (All staff) 
 

4. Procedure and VideoFirst Aid Procedures (First Aiders) 

All training must be documented and signed by both staff member and supervisor on 
the site specific orientation and/or Crew Talk.   
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3.0 Staff Health and Hygiene 

COVID-19 Health Assessment 
 

To avoid transmission between employees and patrons, every employee suspected or 
confirmed to have contracted COVID-19 must stay home. 

Staff COVID-19 Self-Assessment 
Anyone with COVID-19-like symptoms, such as sore throat, fever, sneezing, or 
coughing complete the BC CDC self-assessment tool or call 8-1-1 and inform your 
supervisor. 

 
If directed, go for testing and self-isolate at home until test results are available.   If testing 
is not possible, self-isolate for 10 days. After 10 days, if your temperature is normal and 
you feel better, complete the self-assessment tool again to determine if you can return to 
your routine activities. Coughing may persist for several weeks, so a cough alone does 
not mean you need to continue to self-isolate for more than 10 days. 
 
Sick Workers 

 Sick workers should report to first aid, even with mild symptoms.  
 Sick workers should be asked to wash or sanitize their hands and be provided 

with a mask, and isolated. Ask the worker to go straight home and call the 
COVID-19 information line for further guidance related to testing and self-
isolation.  

 If the worker is severely ill (e.g. difficulty breathing or chest pain), call 911.  
 Clean and disinfect any surfaces that the ill worker has come into contact with. 

 
Weekly staff schedules are maintained and kept up to date to track people that work 
together in the event there is a need for contact tracing on the part of the Medical Health 
Officer. 

Hygiene 
 
Hand Hygiene 
Employees must wash their hands upon entry to the building and before and after:  

 Eating 
 Breaks 
 Blowing one’s nose, coughing, or sneezing 
 Using the toilet  
 Being in contact with animals or pets 
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 Using shared equipment 
 Providing routine care for customers needing assistance or first aid 
 Smoking 

 

Face Masks  
 Staff should wear face masks if physical distancing cannot be maintained with 

other staff members.  
 At this time, wearing a face mask at all times in the facility is not mandatory. This 

will be reviewed on an on-going basis according to provincial health 
recommendations. 

 Masks can become contaminated on the outside when touched by hands so 
employees should avoid touching or adjusting them often. 

 Masks that become wet, soiled, or damaged are less effective and must be 
replaced immediately.  

 Masks must be put on and taken off correctly, including not touching the front of 
the mask and washing hands before/after application and removal.  

 Never share masks with others.  

Personal Hygiene  
 Avoid physical greetings such as handshakes and hugs.  
 Employees must practice good hygiene throughout their shift including proper 

hand washing and cough/sneeze etiquette.  
 There should be no sharing of personal products.  

Keeping Shared Spaces and Equipment Clean 
 

1. Administration Offices (5 office) 
2. Reception Desk 
3. Maintenance Office 
4. Staff Lunch Room/Isolation Room 
5. Lounge (Auditorium C)  
6. Auditorium B 
7. Auditorium A 
8. Stage 
9. Dressing Room 1 
10. Dressing Room 2 
11. Lounge Kitchen 
12. Industrial Kitchen 
13. Room 3 Kitchen 
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14. Room 1 
15. Room 2 
16. Room 3 
17. Room 4 
18. Room 5 
19. Room 6 
20. Room 7 
21. Room 8 

 
 Staff should arrive dressed in their work clothes or uniform.  
 A maximum of two staff in the lunch room. Physical distancing must occur at all 

times.  
 Personal items brought in (e.g. bags, shoes, jackets) must be kept to a minimum.  
 All belongings must be brought home at the end of each shift.  
 Shared lockers must be emptied and disinfected at the end of each shift. 

Shared Equipment include but not limited to: 
 

1. Photocopier 
2. Telephones 
3. Computers/Keyboards 
4. Office items: paper cutter, hole punch, stapler, scissors 
5. Cash Safe 
6. Cash Drawers 
7. Shredder 
8. Key Boxes – distribution of hundreds of keys 
9. Floor Scrubber/Tom Cat 
10. Janitorial Items: Vacuum, mops, brooms, buckets, Squeegee, cloths 
11. Kitchen Items: kettle, toaster, fridge, microwave 
12. Litter picker 
13. Door code pad, alarm code pad 

 
 Personal equipment and tools if possible should not be shared between 

employees or must disinfected between uses if sharing is unavoidable.   
 Clean staff room table before and after each use. 
 Do not share cups, glasses, or utensils.  
 Avoid sharing common objects (e.g. pens). 
 Uniforms and work clothes should be washed at the end of each shift.  
 Avoid sharing uniforms  
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4.0 Disinfection and Cleaning Procedures 

The disinfection procedures listed are in response to the COVID-19 pandemic. These 
cleaning measures are in addition to regular facility cleaning procedures. Please review 
the safework procedures for Cleaning and Disinfecting and How to Clean and Disinfect 
Your Work Station.   

Personal Protection 
 

The risk of exposure to cleaning staff is inherently low, however cleaning staff should 
wear disposable gloves and appropriate PPE for all cleaning tasks, including handling 
trash. PPE should be removed carefully to avoid contamination to the wearer and 
surrounding area. Work uniforms must be washed after each shift. 

Cleaning Procedures 
 

Surfaces frequently touched by hands are most likely to be contaminated. These 
surfaces include doorknobs, handrails, light switches, cabinet handles, faucet handles, 
tables, countertops, and electronics. These areas are high priority cleaning areas within 
the facility.  

Lockers and cubbies used by patrons/employees to store personal belongings are 
cleaned and disinfected between use.  

Social Centre has created a detailed cleaning log (see page 10) which includes where, 
what, and how often cleaning is occurring. Log sheets and procedures are posted in the 
lobby maintenance room and are completed/signed off each time cleaning occurs.  
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Chemicals Used for Disinfection/Cleaning 
 

Chemicals Used for Disinfection/Cleaning

Product   Application   Who can use   PPE  Dwell Time  Rinse  Equip. 

EP66  Spray Bottle  All staff / gym  Diluted no  5 minutes 
Wipe 
off 

Spray bottle 

Disinfectant     patrons   gloves for public       Paper Towel 

         Staff ‐gloves          

EP66  Foamer attached  In Foamer Aquat.  Staff ‐gloves  15 minutes  Hose  Foamer / Hose 

Disinfectant  to a hose   Custodians            floor squeegie 

Perdiem   Spray Bottle  All Staff   Diluted no  5 minutes 
Wipe 
off 

Spray bottle 

Cleaner      Contractors   gloves for public       Paper Towel 

         Staff ‐gloves        Sprayer 

Perdiem   Foamer attached  In Foamer Aquat.  Staff ‐gloves  15 minutes  Hose  Foamer / Hose 

Cleaner   to a hose   Custodians           
floor squeegee 

Fogging machine 

Bleach  Foamer attached  All Staff   Respirator  15 minutes  Hose  Foamer / Hose 

12%  to a hose   Gloves / Goggles    
Wash 
off  

Spray bottle 

   Spray Bottle  Apron     Mop bucket 

   Mop Bucket        Mop heads  

                  cleaned daily 

Ultra One   Foamer attached  All Staff   Gloves  15 minutes  Hose  Foamer / Hose 

Degreaser   to a hose        
Wash 
off  

Spray bottle 

   Spray Bottle                

Oxivir Plus  Spray Bottle  All Staff   Gloves  15 minutes 
Wash 
off  

Spray bottle 

Disinfectant  Mop Bucket              Mop bucket 

Cleaner                  Mop heads  

                  cleaned daily 

Sustainable  Spray Bottle  Custodians   Gloves     10 minutes 
Wipe 
off 

Spray bottle 

Earth  ( SE )   Mop bucket          
Wash 
off  

Mop bucket 

SE 64 Neutral                Mop heads  

Cleaner                  cleaned daily 

Sustainable  Spray Bottle  Custodians   Gloves     10 minutes 
Wipe 
off 

Spray bottle 

Earth  ( SE )   Mop bucket          
Wash 
off  

Mop bucket 

SE 70 Washroom               Mop heads  

Cleaner                  cleaned daily 
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Title       

Room/Space Product High Touchpoints Frequency: hourly 
daily, weekly, on 

demand, before and 
after use   

Staff 
Responsible 

Date 
and 
time  

Staff 
Initials  

Work stations Perdiem Phones, keyboards, mice, 
desk tops, 

Before and after use All staff   

Washrooms Perdiem 

Staples 
Washroom 

Cleaner  

Toilets, sinks, floors, 
paper towel holders, soap 
dispensers, door handles 

Every two hours when 
facility is open to public 
and after facility closes 

Custodians/ 
Ambassador 

 

  

Kitchens Ultra One 
Degreaser 

Stove/floor Before and after every 
user/ 30 minutes 

between bookings 

Custodians   

Meeting/Activity 
rooms 

Perdiem Chairs, tables, door 
handles 

Before and after use. 30 
minutes between 

bookings 

Custodians   

Lobby/common 
areas 

Perdiem Chairs, tables, door 
handles, reception 

counter,  

Every two hours when 
facility is open to public 
and after facility closes 

Custodians/ 
Ambassadors 

  

Reception/Lobby Sustainable 
Earth SE Glass 

Cleaner 

Doors, Windows, 
reception cage 

Twice Daily Custodians/ 
Ambassadors 

  

Reception  Perdiem Counter, pin pad Before and after every 
use 

Custodians/ all 
staff 

  

Dressing Rooms Perdiem 

Staples 
Washroom 

Cleaner 

Toilets, sinks, floors, 
paper towel holders, soap 
dispensers, door handles 

On demand/ before and 
after use 

Custodians   

Staff Lunch 
Room/Isolation 

Room 

Perdiem Tables, chairs, paper 
towel holder, soap 

dispenser, sink, 
cupboards, appliances, 

door handles 

Twice daily/ after use Custodians / all 
staff 
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5.0 Facility Information 

 Facility Access, Egress and Traffic Flow 
 

Beban Park Social Centre is implementing the following facility entrance protocols: 

1. At the entrance, signs are installed to inform patrons that: 
 Patrons must not enter if they are diagnosed or suspect they have COVID-

19 or if they have any of the known COVID-19 symptoms. 
 Patrons must maintain physical distance of 2 metres from other patrons 

and staff. 
 Patrons are to wash their hands with soap and water or use hand sanitizer 

upon entry to the facility. 
2. Employees located at the front desk are protected by a plexiglass barrier. 
3. Employees should wear gloves while handling cash, payment machines. 
4. A reservation system and rental/program time limitations are in place to avoid 

crowd gathering and wait times.  
1. Facility access is provided with separate entry and exit points at the main 

entrance with a barrier ensuring physical distancing. 
2. Signage, arrows, floor markings and barriers are installed to guide patrons in and 

out of the building.  
3. Physical markers are installed on the lobby floor which indicate 6ft physical 

distancing for patrons waiting in line.  
4. Signage and barriers are installed in the lobby, staff areas, & washrooms, to 

encourage physical distancing.  
5. Occupancy limits posted for all public and staff spaces. 
6. Public visitors are prohibited in staff areas.  
7. Custodial staff must arrive no more than 15 minutes prior to their shift and leave 

the building immediately after their shift ends.  
8. Allow time for staff shift changeover to minimize group gathering in staff areas. 
9. Reduce lobby seating and gathering places. 
10. Room 6 used as storage of additional tables and chairs. 
11. Water fountain closed until further notice. 
12. Concession service will remain closed until phase 4 of BC’s Restart Plan. 
13. Use Ambassadors whenever possible for traffic flow and sanitization. 
14.  Patrons are encouraged access though side doors and limit exposure to 

common areas. 
15.  Sign holders are mounted on doors for ability to change traffic flow. 
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16. Select sinks, urinals and toilets will be closed in dressing rooms and washrooms 
to maintain physical distancing requirements. 
 

Facility Floor Plans 
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Occupancy Limits – Public and Staff  
 
The following equation was used to calculate the number of people permitted in each 
space within the facility:   
 
For fitness activities Capacity as recommended in the viaSport Guidelines   

 
Total square footage of space (width x length) = Room/Space Capacity 
                    54 sq. ft. 

 
For meeting and workshops capacity as recommended by Provincial Health Office 
 

Total square footage of space (width x length) = Room/Space Capacity 
                    36 sq. ft. 

 
Staff have reduced capacities where set ups reduce applicable space. See sample 
below. 

 
 

a) The City’s occupancy capacities comply with all Provincial heath order at directed by 
the Public Health Officer (PHO).  Facility capacities will continue to be monitored by 
staff and adjusted as the health order allows.  
  

b) Facility capacities are based on the size of spaces used by patrons and staff such as 
meeting rooms to ensure physical distancing can be maintained.   

 

*Staff spaces can have higher occupancy if a mask is worn where 6 ft. physical 
distancing cannot be maintained. 
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Beban Park Social Centre – Room Capacities 

Room Theatre Seating VIA 
Sport 

 
Auditorium A 
 

 
47 (facing stage) 
46 (facing stage with projector set up) 
 

 
71 

Auditorium B 
 

44 (facing lobby), 47 (facing wall) 
 

71 

Auditorium A/B 
 

94 (limit is 50) 142 

Auditorium A/B & Lounge C 
 

133 (limit is 50) 235 

Auditorium B & Lounge C 
 

90 (limit is 50) 96 

Lounge C 
 

38 53 

Room 1/2/3 
 

32 42 

Room 1/2 
 

15 31 

Room 2/3 
 

15 31 

Room 1 
 

7 (facing screen), 9 (facing ventilator) 
 

15 

Room 2 
 

8 (facing screen) 15 

Room 3 
 

9 (facing screen) 15 

Room 7/8 
 

20 31 

Room 7 
 

8 (facing screen) 15 

Room 8 12 (facing screen) 
 

15 

Room 4/5 
 

16 31 

Room 6 
 

7 15 

Stage 
 

32 31 

Dressing Rooms 1 & 2 
 

5 5 
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6.0 Service Delivery 

A. Program Delivery 
 

City of Nanaimo community recreation program delivery will be determined and 
monitored on an ongoing basis and will be based on public health information, public 
needs and facility availability. Programs offered in all rooms with the exception of staff 
spaces. 

Rooms will be cleaned following each program and are planned with a minimum of a 30 
minute break between. 

Cleaning may be done by Instructor or custodial staff. Perfect Mind Maintenance 
instructions will advise. 

Recreation Coordinators and Instructors to ensure the following: 

 Instructor Contract current with COVID 19 Term noted. 
 COVID 19 Signage posted 
 Hand Sanitization station provided with signage 
 Ensure cleaning procedures have been followed (either by custodian or by 

Instructor) 
 Participant Preventative Measures reviewed at beginning of each program 
 Participant Consent forms 
 Participants will be encouraged access through side doors 
 Instructors will be encourage staggered washroom breaks 
 Capacities and room set up considered to allow for physical distancing 
 Program instructor / participants reduced to allow for physical distancing 
 Only essential items will be shared 
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B. Facility Allocations (User Groups / Renter) 
All rooms rentable with the exception of staff spaces 
 

1. All renters must provide a written request for facilities to the City’s allocation clerk 
using the special event/ rental request form.  Verbal request will not be accepted.    

2. All bookings must be booked with the allocations clerk over the phone or by 
email.  Face to face bookings are not permitted at this time. 

3. Contracts will be sent to customers via email.  Contracts must be signed and 
emailed back to the allocations clerk. 

4. Existing Contract must be revised with COVID 19 Terms and Conditions and 
Check lists 

5. Contracts must be paid in full prior to the booking taking place. 
6. Rental groups are asked to arrive at time of booking. 
7. 30 minutes is scheduled in between each booking to allow for group changeover 

and cleaning.       
8. All user groups must provide a COVID operating plan to the City of Nanaimo.   
9. Facility renters must comply with all health authority directives and orders. 
10. Facility renters must comply with all City of Nanaimo procedures and protocols 

pertaining to facility use.   
11. All renters must submit insurance prior to booking date if required.     
12. The City of Nanaimo will provide all users groups with the safety protocols and 

guidelines that must be adhered to all times while using the facility in advance of 
their booking.  Any non-compliance may result in termination of contract without 
refund and loss booking privileges.  Three strike applies as follows: one verbal 
warning and then last strike. 

13. Contracts are subject to change based on provincial health directives and orders. 
14. Reduced room capacities are posted to ensure physical distancing must be 

followed. 
15. All food services must follow Island Health Approval and Procedures when 

required. 
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Operating Schedules 
 

Hours of Operation – August to September 2020  
 

 Staff hours 7:30am-11pm (15.5 hours)  
 Hours of Operation 8:00am-10:30pm (14.5 hours) 
 Monday to Friday (5 days a week) 
 72 Hours available for use per week 

 

Hours of Operation – September to December 2020  
 

 Staff hours 7:30am-11pm (15.5 hours)  
 Hours of Operation 8:00am-10:30pm (14.5 hours) 
 Sunday to Friday (7 days a week) 
 101.5 Hours available for use per week 
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7.0 Public Communication   

Safety Education  
 

 When providing information to customers about new rules and COVID-19 
guidelines, it is important for staff to remember that not all customers may be 
initially accepting of the new protocols.  

 Staff should be patient and take a customer-focused approach to safety 
education. We’re Here to Help! 

 Staff should maintain physical distancing while providing effective and consistent 
messaging and expectations.  

Applying the Guidelines 
 

1. Prior to entering the facility, educate the public on new admission standards 
using signage, including health questions and their responsibilities regarding 
physical distancing from non-family members for all activities and while using all 
facility amenities.  

2. Educate patrons concerning one-way traffic measures around the facility.  
3. Educate patrons on measures put in place to avoid crowd gathering such as 

waiting lines for recreational equipment.  
4. Educate patrons about not sharing personal equipment such as water bottles,  
5. Staff working directly with the public should maintain physical distancing while 

providing effective and consistent rule enforcement and accident prevention.  
6. Staff are to maintain physical distancing when providing information to other 

team members.  
7. Staff are to follow and maintain new protocols regarding disinfection of common 

contact surfaces throughout the day.  
8. Participant Preventative Measures document to be reviewed by Recreation 

Coordinator or Program Instructor at beginning of every program. 
9. Allocation Clerk to receive completed COVID 19 checklist from each event / 

booking organizer. 
10. Allocation Clerks to receive COVID 19 Exposure Control plan from event 

organizers. 
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Handout for Users  

    

Preventative Measures Information for Program Participants 

The City of Nanaimo is pleased to have Beban Park Social Centre open to the 
community.  The health and safety of City of Nanaimo employees and the public 
remains the highest priority as facilities reopen and begin providing services again.  

Please note, there are many changes to availability, facility access, activities, and more.  
These changes have been implemented to meet health guidelines and to ensure a safe 
environment.   

This document is intended to be used to support all patrons and participants, as well as 
City of Nanaimo staff, in reducing the risk of transmission of COVID-19.  

For more information on the City of Nanaimo’s COVID-19 protocols you are encouraged 
to visit https://www.nanaimo.ca/.  

The Social Centre is a place of wellness, no one is to enter the facility if they: 

 Have any of the following symptoms: 
o Fever 
o Chills 
o New or worsening cough 
o Shortness of breath 
o New muscle aches or headache  
o Sore throat 
o Have travelled outside of Canada in the past 14 days 

 
 Commonly touched surfaces will be disinfected at least twice per day and when 

visibly dirty 
 All rooms, equipment and/or play structures are to be cleaned and disinfected 

before & after each use. Equipment and play structures can only be used by one 
cohort at a time 

 Physical distancing to be maintained throughout the facility. Please always allow 
two metres between one another 

 Safe flow of foot traffic to be encouraged. Please physically distance yourself and 
go with the natural flow of the public to avoid unnecessary contact 

 All staff and patrons are to respect one another and ensure that yours’ and 
others’ safety is intact at all time 
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Patrons and Participants: 

 If a participant develops symptoms while at a program, they must exit the 
program and building immediately and see a doctor 

 All programs will practice frequent, thorough cleaning and disinfecting each day 
 Programs that utilize a space that has other user groups must ensure the space 

is cleaned before and after using the space. It is recommended that one person 
within the cohort do cleaning directly before the group enters the space and after 
it exits the space 

 More than one program can be offered per building as long as separation 
between programs is maintained (separate entrances/exits, washrooms) and all 
health requirements are followed 

 Maximum class numbers for recreation programs are in effect that will allow for 
safe physical distancing 

Staff: 

 If a staff person develops illness while at work, they should immediately remove 
themselves from any contact with others, notify their supervisor and go home 

Questions? If you have any questions about meeting these guidelines, please contact 
http://covid-19.bccdc.ca/,  www.islandhealth.ca/covid19 or HealthLinkBC helpline 
(dial: 8-1-1) for more information. 

Beban Park Social Centre Facility Information 

1. Lobby is not available for non-facility users  
2. Water fountains are not available, please bring water bottle from home. 
3. Vending machines will be operated as industry sector returns and require COVID 

19 Exposure Control Operating Plans. 
4. Washrooms are available however limited due to physical distancing protocols. 

Health and Safety Protocols  

1. Stay home if you’re sick. 
2. Please maintain physical distaining (6 ft.) in the facility at all times. 
3. Please follow the health and safety information posted throughout the facility. 
4. Please use hand sanitizer upon entry to the facility. 

Breezeway 

1. Please do not gather in groups outside the facility.   

Drop off and Pick Up 



 

COVID-19 | Page 21    
 

1. To control the number of people in the facility and to maintain physical distancing 
requirements parents and guardians are asked to bring their child into the facility, 
drop their child off with the instructor, ambassador, volunteer or coach then leave 
the facility and return at the end of the session to pick up their child or youth. 

Entering Facility  

1. Please arrive at the time of the program or booking. 
2. Prior to entering the facility an ambassador will direct you to the location of the 

facility that you will be using during the session. Entering through the exterior 
entrance is encouraged. 

Exiting Facility  

1. Please leave the facility within 15 minutes of the session ending.   
2. Please leave the facility through the exterior door of the room you are using. 

 
 
 
 

8.0 First Aid Procedures 

Isolation Areas and Procedure  
 

There is a requirement to provide a self-isolation containment area/space/room for 
employees and patrons showing symptoms of illness while waiting for transportation to 
a medical centre or home. The isolation space has been designated as outdoors when 
possible otherwise the staff lunch room. 
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First Aid Protocols have been updated by Worksafe BC and the following apply: 
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