Protecting Your Staff & Students from COVID-19:

A Checklist for Employers

Consider Timing: You can adjust the daily or weekly start and end times, delay the start date/end date
of a work term, or temporarily pause work. This will give you time to assess and adjust operations.
For example: Summer work term start dates can be delayed to June 1, 2020.
Allow your staff (including co-op students and interns) to work for home if your organization can
support this practice. We would greatly appreciate your support not only by enabling our students to
feel safe at work during this period, but also understanding there may be health circumstances that
require students to remain at home to protect vulnerable family members. We have encouraged our
students to proactively work through solutions in collaboration with their managers.
Evaluate the workplace for areas where people have frequent contact with each other and share spaces
and objects. Increase frequency of cleaning of frequently touched surfaces (e.g., phones, elevator buttons,
computers, desks, lunch tables, kitchens, washrooms, seating areas, surface counters, customer service
counters, restaurant tables/menus).
Provide access to handwashing facilities and place hand sanitizing dispensers in prominent locations throughout
the workplace.

Encourage the use of individual safety measures such as frequent hand washing, respiratory etiquette
(i.e. coughing/sneezing into a tissue or one’s elbow) and self-isolation when ill.

Increase the spatial separation between desks and workstations as well as individuals (e.g. employees, customers)
from each other. Ideally, a two-metre separation should be maintained, unless there is a physical barrier
(e.g. cubicle, plexiglass window).
Provide additional tissues should someone develop respiratory symptoms. If symptoms develop the person should
immediately be separated from others, instructed on respiratory etiquette and sent home (not using public transit,
if possible).

Consider relaxing sick leave policies that support employees in self-isolating when ill. This includes suspending
the need for medical notes to return to work (reduces the burden on an already stressed health care system).

Identify persons who may be at risk and support them, without inviting stigma and discrimination into your workplace.
This could include persons who have recently travelled to an area reporting cases, or other personnel who have
conditions that put them at higher risk of serious illness (e.g. diabetes, heart and lung disease, older age).

Alert the Management Co-op office to any changes in working arrangements or intended start dates for co-op
hires. We can help you assess employer resources and mitigate academic implications to the student.

For more information, please visit the Government of Canada website: https://www.canada.ca/en/public-health/services/
diseases/2019-novel-coronavirus-infection/health-professionals/public-health-measures-mitigate-covid-19.html
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