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SCOPE 

This exposure control plan (ECP) applies to Northern Lights College staff who could be 
exposed to the COVID-19 virus while doing their assigned work. 
  

STATEMENT OF PURPOSE 

 
NLC 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 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, including our students.  All employees must follow the 
procedures outlined in this plan to prevent or reduce exposure to the COVID-19 virus. 

The purpose of this ECP 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. 

NLC 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 our employees.  NLC will 
follow direction and controls as specified by the BCCDC, the BC Ministry of Health, and 
the Provincial or Northern Health Medical Health Officer while continuing to monitor and 
liaise with these authorities on changes that may impact the institution. 
 
ACRONYMS 
 
BCCDC – British Columbia Centre for Disease Control 
ECP – Exposure Control Plan 
ERC – Emergency Response Committee 
MHO - Medical Health Officer 
PHAC – Public Health Agency of Canada 
PPE – Personal protective equipment 
SWP – Safe work practice 
WHO – World Health Organization 
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RESPONSIBILITIES 

NOTE: These responsibilities may change as the situation evolves as directed by the NLC 
Emergency Response Committee, which is active during the Pandemic period. 
 
NLC: 

• Ensure that the materials (gloves, alcohol-based hand rubs, and washing facilities) 
and other resources (such as worker training materials required to implement and 
maintain the plan) are readily available where and when they are required. If due 
to supply chain disruption, NLC becomes unable to obtain the necessary 
resources, NLC will advise the appropriate emergency agency and re-evaluate this 
plan and the ability to continue to conduct activities that rely on those supplies for 
safe operation. 

• Select, implement and document the appropriate site or scenario-specific control 
measures. 

• Ensure that supervisors and employees are educated and trained to an acceptable 
level of competency. 

• Ensure that employees use appropriate personal protective equipment – for 
example, gloves, gowns, eye protection, masks or respirators when required. 

• Conduct a periodic review of the plan’s effectiveness.   
• Maintain records as necessary. 
• Ensure that a copy of the exposure control plan is available to managers, 

supervisors and employees. 
• Through the ERC, modify service models and levels, using a risk based approach, 

unless otherwise ordered by national, provincial or local health authority. 
• Ensure Managers/Supervisors follow the direction of the ERC. 

 
Health and Safety Advisor: 

• Ensure the exposure control plan is reviewed and updated as necessary. 
• Support the development of supporting resources (such as Crew Talks, E-link, 

FAQs, posters, SWPs). 
• Assist with the risk assessment process and consult on risk controls, as needed. 
• Ensure a system for documenting instruction, training and fit testing is in place. 

 
Managers: 

• Assess the risk(s) related to the COVID-19 virus for the positions under their 
management with the Health and Safety Advisor. 

• The Standard Control Measure Checklist must be completed for all staff 
working on campus. 
 

https://nlc3.sharepoint.com/sites/healthandsafety/Shared%20Documents/Forms/AllItems.aspx 
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• Ensure that awareness and information resources are shared with employees  
• Ensure and provide training, SWPs, PPE and other equipment as necessary   

 
• Ensure employees have been trained on the selection, care, maintenance and 

use of any PPE, including fit testing for those employees who may be issued a 
respirator 

• Direct work in a manner that eliminates and if not possible, minimizes the risk to 
employees 

• Ensure employees follow SWPs, use PPE 
 
Workers:  

• Review information resources, ask questions and follow-up with supervisor to 
ensure understanding and adherence. 

• Take part in training and instruction. 
• Review and follow related SWPs. 
• Selection, care, maintenance and use any assigned PPE as trained and 

instructed. 
• Take part in fit testing if issued a respirator. 
• Rely on information from trusted sources including NLC, Northern Health, 

BCCDC, PHAC and WHO. 
• Understand how exposure can occur and when and how to report exposure 

incidents. 
• Report COVID-19 symptoms to manager, contact 8-1-1 as appropriate and follow 

the directions of Northern Health and/or the Provincial MHO. 
 
 

RISK IDENTIFICATION, ASSESSMENT AND CONTROL 

COVID-19 Transmission 

Respiratory infections such as influenza (flu) and COVID-19 are mainly spread by liquid 
droplets that come out of the mouth and nose when a person with the virus breathes, 
coughs, sneezes, talks, or sings. Droplets come in a wide range of sizes, from smaller 
than the width of a hair to larger than a grain of sand. A few large droplets or many 
small droplets can contain enough virus to infect another person. 
 

Droplet Size 

Larger droplets are heavier, and they usually fall to the ground within two meters. The 
majority of COVID-19 infections are spread from one person to another through larger 
droplets. This is why maintaining physical distance, adding physical barriers, 
wearing masks, and hand hygiene are all important protective measures. 
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Smaller droplets come out of the mouth and nose at the same time as larger droplets. 
These smaller droplets are light, and they can float in the air for a longer time. Because 
of this, smaller droplets may collect in enclosed spaces unless they are diluted with 
clean air from the outdoors or from a ventilation system. If many people are sharing a 
space without enough clean air, it can lead to COVID-19 infections.  
 
Surface Contact 
 
Even though COVID-19 can survive for hours or days on different surfaces, infection 
from contact with contaminated surfaces appears to be less common. The most 
common type of spread is through larger droplets from close contact with an infected 
person. 
There is no evidence that the virus transmits through food as it is destroyed almost 
immediately by stomach acid. Good hand hygiene is always important for food safety. 
For more information, see the BCCDC page on Food Safety and COVID-19.  
 

Resources: 

http://www.bccdc.ca/health-info/diseases-conditions/covid-19/about-covid-19/how-it-
spreads 

Please review the Public Health Agency of Canada poster below. 
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RISK ASSESSMENT 
 
The following risk assessment table is adapted from WorkSafeBC Occupational Health 
and Safety Regulation Guideline G6.34-6.  Using this guideline as a reference, we have 
determined the risk level to our workers, depending on their potential exposure in the 
workplace.   
 
See Appendix A for the level of risk and risk controls in place for these workers.   
 
Table 1:  Risk assessment for pandemic influenza 
 
 Low Risk 

Workers who typically 
have no contact with 
infected people. 

Moderate risk  
Workers who may be 
exposed to infected 
people from time to 
time in relatively large, 
well-ventilated 
workspaces 

High risk 
Workers who may 
have contact with 
infected patients or 
with infected people in 
small, poorly 
ventilated workspaces 

Hand 
Hygiene 

Yes (washing with 
soap and water, using 
an alcohol-based 
hand rub, or using 
hand wipes that 
contain effective 
disinfectant) 

Yes (washing with 
soap and water, using 
an alcohol-based 
hand rub, or using 
hand wipes that 
contain effective 
disinfectant) 

Yes (washing with 
soap and water, using 
an alcohol-based 
hand rub, or using 
hand wipes that 
contain effective 
disinfectant) 

Disposable 
gloves 

Not required Not required, unless 
handling 
contaminated objects 
on a regular basis 

Yes, in some cases, 
such as when working 
directly with infected 
patients. 

Aprons, 
gowns, or 
similar 
body 
protection  

Not required Not required Yes, in some cases, 
such as when working 
directly with infected 
patients. 

Eye 
protection 
– goggles 
or face 
shield 

Not required Not required Yes, in some cases, 
such as when working 
directly with infected 
patients. 

Airway 
protection 
– 
respirators 

Not required Not required Yes (minimum N95 
respirator or 
equivalent). 
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RISK CONTROL 
 
The Regulation requires NLC to implement infectious disease controls in the following 
order of preference: 
 
Controls used to mitigate the risks of exposure include: 

• Elimination 
• Engineering Controls 
• Administrative Controls 
• Education and Training 
• Safe Work Practices 
• Personal Protective Equipment 

 
Elimination controls are those that remove the risk of contracting COVID-19 in the 
workplace. This includes eliminating face-to-face contact, by modifying service delivery 
to rely on video conferencing, phone, email or regular mail.  
 
Engineering controls are those that alter the work environment to create a safe space. 
This would include distance controls (2 meters or greater) at reception counters or 
working inside an enclosure or behind a partition when helping customers or students. If 
practicable, conduct financial transactions by electronic means rather than cash or 
cheque.  Additional examples may include physical barriers, which limit personal human 
contacts.  
 
Resource: please see the Ministry of Health poster. 
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Administrative controls are procedures that can be implemented to reduce the risk of 
COVID-19 transmission, which include: 
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• Hand washing and cough/sneeze etiquette (cover your mouth and nose with a 
sleeve or tissue when coughing or sneezing).  

• Allow a reasonable personal distance space to reduce human-to-human 
transmission.   

• Increase cleaning frequencies for shared work surfaces and equipment and 
tools, including shared vehicles.  

• Alternating work schedules to reduce the number of people in an area. 
 
Personal Protective Equipment is the last resort of mitigation strategy and includes 
using PPE for protection against transmission such, as wearing masks, respirators, 
gowns or aprons, gloves, goggles and/or face-shields. The use of PPE is required in 
high-risk situations, such as dealing with infectious people.  

SAFE WORK PRACTICES 

Hand Hygiene 
 
Hand washing, proper coughing and sneezing etiquette, and not touching your face are 
the key to the prevention of transmission and therefore minimize the likelihood of 
infection. 
 
Proper hand washing helps prevent the transfer of infectious material from the hands to 
other parts of the body – particularly the eyes, nose and mouth – or to other surfaces 
that are touched. 
 
Wash your hands “well” and “often” with soap and water for at least 20 seconds (the 
time it takes to hum the “Happy Birthday” song twice). If soap and water is not available, 
use an alcohol-based hand rub to clean your hands.  
 
“Often" includes: 

• upon arriving and when leaving work 
• after coughing or sneezing 
• after bathroom use 
• when hands are visibly dirty 
• before, during and after you prepare food 
• before eating any food (including snacks) 
• before using shared equipment 

 
“Well” means:  

• wet hands and apply soap 
• rub hands together vigorously for at least 20 seconds ensuring the lather covers 

all areas – palm to palm, back of hands, between fingers, back of fingers, 
thumbs, fingernails (using palm) and wrists 
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• rinse hand thoroughly with water 
• dry your hands with paper towel (or a hand dryer), use the paper towel to turn off 

the tap and open the door, dispose of the paper towel 
 
Additionally: 
 

• Avoid touching your eyes, nose or mouth with unwashed hands 
• Use utensils: consider using forks, spoons or tooth picks when eating and 

serving foods (especially snacks or “finger foods”) 
 
Resource: please see the Ministry of Health poster 

 
 
Cough/Sneeze Etiquette 
 
All staff are expected to follow cough/sneeze etiquette, which are a combination of 
preventative measures that minimizes the transmission of diseases via droplet or 
airborne routes.  Cough/sneeze etiquette includes the following components: 
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• Cover your mouth and nose with a sleeve or tissue when coughing or sneezing 
to reduce the spread of germs 

• Use tissues to contain secretions, and immediately dispose of any tissues you 
have used into the garbage as soon as possible and wash your hands afterwards 

• Turn your head away from others when coughing or sneezing 
 
Use of masks 
 
Masks have a role to play in preventing the spread of COVID-19. Masks act as a barrier 
and help stop the spread of droplets from a person’s mouth and nose when talking, 
laughing, yelling, singing, coughing, or sneezing. 
 
Wearing a mask should be combined with other important protective measures such as 
frequent hand washing and physical distancing. A mask is not enough to prevent the 
spread of COVID-19 on its own. 

NLC requires that all individuals on our campuses wear non-medical masks or face 
coverings in all indoor common areas, provided that:  

• The masks do not prevent individuals from performing their duties in a safe way.  

• Other mitigation measures including physical distancing are maintained.  

• Individuals do not have underlying health concerns that prohibit them from wearing 
face coverings.  

Common areas include building entryways, classrooms, labs, shops, washrooms, study 
areas, hallways, and stairwells. Additionally, NLC recommends individuals on campus 
should wear masks or non-medical face coverings when it is not possible to consistently 
maintain a 2-metre physical distance from others.  
Non-medical masks and face coverings are not considered to be Personal Protective 
Equipment as these function to protect the community, not the individual user. Non-
medical masks also do not contain all droplets from an infected individual. Therefore, 
while non-medical masks may be recommended in safety plans, they provide only 
limited risk mitigation. 
 
How to Wear a Face Mask Poster: 
http://www.bccdc.ca/Health-Professionals-
Site/Documents/COVID19_SurgicalMaskPoster.pdf 
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Face Masks: How are they Different? 
http://www.bccdc.ca/Health-Professionals-Site/Documents/Face-masks.pdf 
 
Video: How to Wear a Non-Medical Mask or Face Covering Properly: 
https://www.youtube.com/watch?v=gvLA--
hGU70&feature=emb_logo&ab_channel=HealthyCanadians 
 
Use of N95 Respirators 
 
The N95 mask is typically worn by workers directly involved in an aerosol generating 
medical procedure (as defined by Health Canada). An N95 mask is a protective barrier 
that is worn on the face, covers at least the nose and mouth, and is used to contain 
large droplets generated during coughing and sneezing.  N95s help minimize the 
spread of potentially infectious material.  N95 respirators must be fit tested. 
 
Medical masks and N95 respirators should be reserved for healthcare workers.  
 
 
Additional Safe Work Practices 
 
Additional safe work practices are being developed as NLC responds as part of the 
COVID-19 response. These practices are department specific and are highly dependent 
on the type of work being done. 
 

EDUCATION AND TRAINING 

 
NLC in response to the COVID-19 virus has established the following means of sharing 
information across the organization: 

• COVID-19 information on NLC main webpage  
• All NLC staff emails – sent on a regular basis 

 
As COVID-19 is a public health matter, information noted above is intended for all staff. 
 
Health and Safety Department is working with various departments to create safe work 
procedures and provide training as needed in collaboration with the Supervisors and 
Managers. 
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HEALTH MONITORING 

All faculty, staff, students and visitors must assess themselves daily for COVID-19 
symptoms prior to accessing campus property. 
 
The BC COVID-19 self-assessment tool is available at this link: 
 
https://bc.thrive.health/covid19/en 
 
Staff concerned that they may have come into contact with someone who may be ill, are 
to take the following actions: 
 

1. Report the incident to your supervisor. 
2. Call BC’s HealthLink at 8-1-1 to share information regarding the incident and 

determine if any action needs to be taken. 
 
Anyone with symptoms associated with COVID-19 as well as anyone who has travelled 
outside Canada in the previous 14 days, or anyone identified as close contact of a 
person with a confirmed case of COVID-19 must self-isolate in accordance with 
guidance from the BC Centre for Disease Control.  
 
If you’re feeling stressed or worried, please remember that the following resources are 
available for: 

1. NLC Employees:  www.homeweb.ca 
2. NLC Students: https://www.nlc.bc.ca/covid-19#other 

 
 
 
RECORD KEEPING 
 
Records shall be kept as per NLC’s already established processes.  
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APPENDIX A:  NLC POSITION RISK CHART ASSESSMENT   

 
POSITION LEVEL OF RISK CONTROL PROCEDURES 

Front Counter Staff Low to Moderate Regular and effective hand hygiene, 
physical distancing 

Instructors (Clinical) – on 
campus 

Low to Moderate Regular and effective hand hygiene, 
alternate course delivery models, 
physical distancing, increased 
sanitization processes, personal 
protective equipment 

Instructors (Clinical) – during 
clinical placements at non-
NLC healthcare facilities 

High Regular and effective hand hygiene, 
alternate course delivery models, 
physical distancing, increased 
sanitization processes, personal 
protective equipment 

Instructors (Trades)  Low to Moderate Regular and effective hand hygiene, 
alternate course delivery models, 
physical distancing, increased 
sanitization processes, personal 
protective equipment 

Instructors (other) Low Regular and effective hand hygiene, 
alternate course delivery models, 
working from home. Regular and 
effective hand hygiene 

Facilities and Grounds 
workers 

Low Regular and effective hand hygiene, 
physical distancing. Regular and 
effective hand hygiene 

Managers  Low Regular and effective hand hygiene, 
physical distancing, working from 
home where possible 

General Administrative Staff  Low Regular and effective hand hygiene, 
physical distancing, working from 
home where possible 

First Aid Attendants Moderate Regular and effective hand hygiene, 
personal protective equipment 

Housekeepers (Housing) Low to Moderate Regular and effective hand hygiene, 
physical distancing, increased 
sanitization processes, personal 
protective equipment 
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APPENDIX B: CLEANING FREQUENCY AT NLC 

These recommendations are based on the BC CDC document for cleaning and 
disinfectants for public settings: 
 
http://www.bccdc.ca/Health-Info-Site/Documents/CleaningDisinfecting_PublicSettings.pdf 
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APPENDIX C: ACCESSING CAMPUS 

• Students and visitors are to exit and enter at appropriate doors. All doors will be clearly marked 
“Entry Only” and “Exit Only” 

• Floor stickers will indicate the directional flow and movement of people on Campus 
• Social Distancing is required in all areas 
• Hand sanitizer will be used upon entering the building.  
• Masks mandatory to enter all buildings. 

All faculty, staff, students and visitors must assess themselves daily for COVID-19 symptoms prior to 
accessing campus property.  

APPENDIX D: SAFE WORK PROTOCOLS FOR CLASSROOMS 

• Students will be reminded not to attend class if they have flu-like symptoms. 
• Students will enter classrooms through a designated door.  
• Ensure students fill the outside seats first  
• Hands should be sanitized at hand sanitizing station before entering the classroom. 
• Social distancing of students with spacing between work areas. 
• Students will not enter the work area of another students 
• Do not allow sharing of supplies – e.g. pens, pencils, erasers, etc 
• Masks must be worn in all classrooms.  

 

APPENDIX E: KITCHEN LABS 
 

Social Distancing Expectations: 
2m Distancing between people and workstations. 
 
Required Personal Practices: 
The student shows up daily with fresh cleaned whites at the appropriate entrance and is free of illness 
including coughs, sore throats, fever. If a family member in the student’s household is sick the student 
must isolate for two (2) weeks. 
  
Required PPE: 
Upon entering the teaching environment, the following PPE must be worn: Face masks (changed 
everyday), Safety glasses (sanitized after every use and left on serving counter with named labelled 
clearly), disposable rubber gloves. 
 
Engineered Controls: 
All area floors will be clearly marked for social distancing and direction of workflow. Separate entrances 
and exits will be in place and clearly marked. 
 
Infection Control Procedures: 
Unauthorized personnel will not be permitted into the teaching environment. If a guest wishes to enter 
the kitchen, PPE must be worn the entire time. The Kitchen Manager/Safety Officer will ask the guest 
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about possible health issues and contact with COVID-19 persons. All used cleaning supplies and PPE will 
be discarded following HACCP guidelines daily.  
 
Cleaning and Disinfection Supplies: 
As per Appendix B of Exposure Control Plan 
 
Cleaning and Disinfection Protocols: 

• Enter showered with fresh, clean whites.  
• Wash your hand at designated wash station upon entry, then go to change room 
• Proceed to kitchen through the primary entrance point (next to the steam table).  
• Put on appropriate PPE (Mask, Safety glasses, gloves).  
• Maintain a 2m distance between students as one proceeds to designated workstation. Sanitize 

station.  
• Get and sanitize equipment ensuring that personal allotment of equipment is for personal use 

only. Daily 
Required Pre and Post Work Disinfection Procedures: 

• Ready a personal roll of paper towel and sanitizing spray, sanitize designated oven, and large 
equipment, Daily 

• pre and post practical preparations. Sanitize personal wagon to hold dishes and utensils.  
• Follow HACCP guidelines during food preparation.  
• Place used or dirty dishes on personal wagon.  
• At the end of the day, students will individually clean their dishes, making sure to sanitize the 

buttons and dish crates after use.  
• Using new gloves, put dish crates away. Sweep and wash floors.  
• Sanitize all doors (cooler, spice cabinet, loading dock, and freezer), doorknobs, and shelves. 

Sanitize the spice tins after each end of day daily. 
•  

Protocol for receiving food product: 
• Review Worksafe BC process as applicable 

 

APPENDIX F: NURSING LABS 

 

• Students to arrive 10 mins prior to class starting and complete a health checklist with their 
instructor. 

• Students with symptoms from the health checklist will be asked to go home.  Self-isolation may 
be required.  Students will be advised to call their healthcare provider or HealthLink. Further 
direction will be required before the student can return to lab or clinical. 

• Student will arrive in plain clothes, change into their uniforms in the bathroom and put clean 
clothes into lockers. 

• Recommended hand sanitization procedures must be followed. Avoid touching eyes, nose, 
mouth. Follow sneezing etiquette. 

• Students will change out of their lab uniforms after class, then put on their clean clothes to go 
home in. 

• Uniforms to be washed after every use.   
• Students must shower and wash hair daily while in lab or clinical. 
• No students allowed in nursing lab prep storage room. 
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• The only door to be used by staff and students is the front entrance to the health sciences 
building. 

• One student per bed. Masks are provided in the lab for use when appropriate physical 
distancing cannot be maintained for specific learning activities. 

• Students will leave the health sciences building immediately after their scheduled class time. 
 
 

APPENDIX G: TRADE SHOPS 

 

Social Distancing Expectations: 
2m distancing between people during routine maintenance and inspection. 
 
Required Practices: 
Each Shop will have occupancy Posted 
Each Shop will have specific pathways and sanitizing 
Wash Hands Frequently 
 
Required PPE: 
Upon entering the shop environment PPE must be worn:  
Available will be face shields/masks and gloves 
 
Engineered Controls: 
Separate entrances and exits will be in place for the lab work area. 
All Shops are ventilated for air circulation 
Designated Washroom facilities,  
 
Infection Control Procedures: 
Unauthorized personnel will not be permitted into the Shop environment. If a guest wishes to enter the 
facility or lab, PPE must be worn the entire time. The Instructor /Safety Officer will ask the guest about 
possible health issues and contact with COVID-19 persons. All used cleaning supplies and PPE will be 
discarded following HACCP guidelines.  
 
Cleaning and Disinfection Supplies: 
As per Appendix B of Exposure Control Plan 
 
Cleaning and Disinfection Protocols:  

• Wash your hand at designated wash station upon entry 
• Enter with sanitized PPE to designated work station.  
• Proceed to lab or facility through the primary entrance point.  
• Put on appropriate PPE (Hard hats with face shield, safety glasses coveralls, steel toe boots, 

safety glasses, and gloves).  
• Maintain a 2m distance between all people 
• Sanitize equipment ensuring that personal allotment of equipment is for personal use only 

and/or if equipment is being shared by others work process. 
•  

Required Pre and Post Work Disinfection Procedures: 
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• Ready a personal roll of paper towel and sanitizing spray, sanitize designated work station, tools, 
and equipment daily 

• Sanitize pre and post practical preparations.  
• At the end of the day, the instructor will individually clean their work area, making sure to 

sanitize all tools, equipment and PPE.  
• Using new gloves, Sweep and wash floors.  
• Sanitize all doors doorknobs, and shelves  

 
Protocol for risk reduction   

• Review WorkSafeBC process as applicable. 
• Review college Covid Protocol Plan with all. 

 

APPENDIX H: FLEET VEHICLES 
 

• Whenever possible, staff should travel alone in fleet vehicles in order to practice physical 
distancing. (If you must travel with more people, a PPE bag will be provided with masks that 
must be worn.) 

• Staff must wash or sanitize their hands prior to touching the keys  
• Wipe down the non-electrical components of the vehicle, such as the handles, seat belts, 

sheering wheel, gear shifter with the provided sanitizer, after every use. 
• Use the provided disposable gloves when fueling up. Dispose of the gloves once completed 
• Staff must wash or sanitize their hands following use 

APPENDIX I: COFFEE ROOMS AND GATHERING SPACES 
 

• Maximum capacity will be posted on all coffee rooms and gathering spaces 
• Rotate coffee breaks to help reduce the number of staff in the room at one time. Staff are 

encouraged to take breaks at their desk if possible. 
• The use of coffee rooms at lunch will be on a first come first serve basis 
• Use disinfectant to clean any area, surface or appliance that you used.  
• Cups, plates, bowls and silverware will not be provided by NLC for use by the staff. Staff are 

expected to bring anything they need to eat their snacks or lunches, or to stay hydrated during 
the day, from home. NLC will provide single use disposable cloths or paper towel and dish soap 
for cleaning. Staff may not leave items in the sinks to dry.  

• Staff must bring their own food each day and must not share it. All buffet style meals, and 
potlucks are suspended. 

• Prior to making coffee, the coffee pot must be cleaned with soap and water. 
• Staff must wash or sanitize their hands prior to touching the coffee pot, coffee supplies, sugar or 

creamers. 
• Following touching the coffee pot, coffee supplies, or dispenser, staff must wash or sanitize their 

hands. 
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APPENDIX J: MEETINGS 

 

• Meetings will be conducted via distance as much as possible 
• If face to face meetings are required they must be scheduled in a room to allow for proper 

physical distancing 
• Where lunch is provided, it must be supplied by a caterer who provides individually packed 

lunches which includes cutlery and napkins.  

APPENDIX K: INVIGILATION 
 

Guidelines include, but are not limited to: 

1. Invigilator will arrive a minimum of 30 minutes up to 60 minutes before exam and/or 
assessment depending on type of exam and/or assessment and number of students. 

2. Invigilator will sanitize hands and wipe down workspace with disinfecting wipes (e.g. 
computer station including desk and chair, filing cabinet, doorknobs, printing station, 
etc.) 

3. Invigilator will gather and/or print all supplies for assessment/exam including safety 
supplies needed to administer exam (e.g. hand sanitizer, disinfecting wipes) & enough 
paper with a sharpie to make “name cards” for the students assigned seating. 

4. Invigilator will proceed to scheduled room number. Once in the room, the invigilator will 
wipe down all areas of contact with disinfecting wipes.(e.g. door knobs, desks, chairs for 
students and invigilators, and non-paper exam materials needed)  

5. Invigilator will put up sign on the door stating: “Please wait in hallway until invigilator 
allows entry. Please stay at least 2 meters apart at all times” 

6. Invigilator will set out exams/assessments on previously wiped down desks – following 
social distancing protocol –Students will have adequate spacing between work areas 
and assignment of designated work areas. Students will not enter the work area of 
another student and/or invigilator. 

7. Entry to classroom will be through a designated door decided by the invigilator. Hands 
will be sanitized at hand sanitizing station by door upon entry.  

8. Invigilator will ask each student the following questions: 
• Do you have any of the following symptoms, which are new or worsened: fever, 

cough, shortness of breath, difficulty breathing, sore throat, and/or runny nose? 
• Have you or anyone that you have been in close contact with in the past 14 days 

returned to Canada from outside the country (including USA)? 
• Have you had close contact with a person who has a probable or confirmed case 

of COVID-19? 
If the student answers “YES” to any of the above, the invigilator will ask the student to 
leave and reschedule with invigilation@nlc.bc.ca after the 14-day period.  

9. Invigilator will give students directions to the assigned seat with name card. 
10. Invigilator will verify student’s ID via electronic copy provided in calendar invite. 

Students will be required to send a picture of ID at least 24 hours prior to exam. 
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11. Students have received an e-mail from Invigilation in regards to guidelines and what is 
expected(See below for example e-mail); however, please remind students of 
exam/assessment instructions including guidelines and what is expected: 

i. Absolutely NO SHARING of supplies allowed – materials include but aren’t 
limited to: pens, pencils, sharpeners, erasers, calculators, etc. 

If you need to leave the room for any reason, you will be expected to: 
• Place your exam upside down on the desk(If online, leave your screen open as is) 
• Exit near the closest exit 
• Enter through designated entrance 
• Sanitize hands upon entry of the room at designated hand sanizter station 
• Follow adequate social distancing guidelines to get back to your seat 

When you have completed your exam, you will be expected to: 
• Double check your work 
• Leave exam face down on your designated work area 
• If online, please submit and log out 
• Exit the room to your nearest exit following social distancing guidelines 
• Sanitize and/or wash your hands upon completion 

**If at any time you start to experience flu-like symptoms, you are expected to leave and 
reschedule. It is the students’ responsibility to self-assess; however, it is the invigilators discretion 
to send students home.** 

12. If exam is online, disposable protective gloves will be utilized to enter invigilator-
required passcode. The gloves are to be disposed of properly in a disposal container.  

a. Please have student log in and proceed to exam 
b. Please have student step at least 2 meters back  
c. Put on disposable gloves 
d. Please type in required passcode, submit and verify passcode worked 
e. Please step two meters back 
f. Allow the student to sit down and start exam 
g. Dispose of gloves in a disposal container 
h. Invigilator will use sanitizer on hands 

13. After exam/assessment is complete, have the student leave the assessment/exam on 
the desk and exit the room following social distancing protocol and using the closest exit 
to the student. If online, have the student submit and log out and leave by the closest 
exit. 

14. Once all students have left the room, invigilator should use disinfecting wipes to wipe 
down desk, chairs, computer station, and non-paper exam/assessment materials. Please 
collect the exam/assessments to take back to invigilation office for marking, scanning & 
e-mailing, etc.  

15. Invigilator will proceed with regular requirements to complete exam/assessment 
requirements. 

16. Invigilator will wipe all areas of contact with disinfecting wipes – e.g. doorknobs, printer 
area, workstation, and equipment. After wipe is disposed of, invigilator will sanitize 
hands.  

17. Invigilator will sanitize hands and/or wash hands upon completing invigilation duties 

As usual, continue to practice good hand washing techniques and hygiene practices. 
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• Wash your hands often with soap and water for at least 20 seconds. If soap and water is not 
available, use an alcohol-based hand sanitizer to clean your hands. 

• Avoid touching your eyes, nose or mouth with unwashed hands. 
• Cough or sneeze into your elbow or sleeve. 
• Dispose of tissues appropriately. 
• Avoid contact with sick people  
• If you are experiencing flu-like symptoms, stay at home or in your residence room.  
• Clean high-touch surfaces such as electronics, computer keyboards and phones frequently. 
• Practice social distancing – maintaining at least two meters distance between yourself and 

anyone who is coughing or sneezing. 

Lead Invigilator Responsibilities 

Ø To inform students of guidelines via e-mail 
Ø To provide invigilator with all instructions and information via calendar invite 
Ø Receive a picture copy of ID from Students and provide to invigilator through calendar invite 
Ø When notified about PPE supplies running low, check with Supervisor and/or Facilities to make 

sure adequate PPE is available  
Ø Make sure to e-mail room bookings and facilities so rooms and areas can be properly sanitized 

before and after exam/assessments 
Ø Alternate start times of invigilators to limit amount of invigilator contact in the office – as much 

as possible 
Ø Frequently visit Work Safe BC website for updates 
Ø To notify supervisor and/or health and safety of any discrepancies  

Invigilator Responsibilities 

Ø To follow guidelines as closely as possible 
Ø To use discretion to send students home that you think do not pass a wellness check. 
Ø To notify invigilation@nlc.bc.ca in writing when guidelines couldn’t be followed with detailed 

explanation 
Ø To make suggestions and provide feedback 
Ø To notify lead invigilator and/or supervisor when PPE supplies are running low 
Ø If invigilator isn’t comfortable invigilating following guidelines to notify lead invigilation and 

supervisor 
Ø If another invigilator is working in the invigilation office, remain outside of office until invigilator 

has completed all duties and has wiped down work area 
Ø Stay home unless scheduled to work  
Ø Stay home if experiencing any flu-like symptoms or unable to pass a wellness check 
Ø  Frequently visit Work Safe BC website for updates 

Student Responsibilities 

Ø Stay home if you answer “Yes” to any questions on the wellness check  
Ø Decline exam if you become ill and to reschedule exam/assessment for after the 14 day period 

with invigilation@nlc.bc.ca  
Ø Wash hands and/ or use alcohol based sanitizer 
Ø Follow social distancing recommendations 
Ø Follow invigilation guidelines 
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Ø To ask questions when feeling uncertain 
Ø To provide feedback or report any discrepancies to invigilation@nlc.bc.ca  

 

APPENDIX L: ADMINISTRATIVE AREAS 

 

• Where possible, employees will work remotely who do not require office attendance 
• Workstations will be arranged 2 meters apart 
• Barriers will be installed if social distancing cannot be maintained 
• Allow communal doors to remain open throughout the day to reduce contact on door handles.  
• Limit the amount of shared equipment, such as pens, staplers, headsets, and computers 

 

APPENDIX M: CCP AND UNAS LABS 

 

• Students to arrive 10 mins prior to class starting and complete a health checklist with their 
instructor.  

• Students with flu-like symptoms will be asked to go home. Self-isolation may be required.  
Students will be advised to call their healthcare provider or HealthLink. Further direction will be 
required before the student can return to lab.  

• Student will arrive in plain clothes and change into their assigned lab coat for BIOL, CHEM, and 
PHYS labs. 

• Recommended hand sanitization procedures must be followed. Avoid touching eyes, nose, 
mouth. Follow sneezing etiquette. 

• Where appropriate, students will change out of their lab coat after lab and wash their assigned 
lab coat before the next lab. 

• Students must shower and wash hair daily on lab days. 
• Masks are provided in the labs for use when appropriate physical distancing cannot be 

maintained for specific learning activities. 
• Instructors must sanitize all equipment items used by students. 
• All designated entrances/exits must be consistently used. 
• Students will leave the building immediately after their scheduled lab time. 

 

APPENDIX N: OFF SITE APPLIED BUSINESS TECHNOLOGY PTRACTICUM PLACEMENTS 

 
• Students will be reminded not to attend practicum shifts if they have flu-like symptoms. 
• Students with flu-like symptoms should immediately notify their practicum supervisor and 

instructor. In these cases, students should go home. Self-isolation may be required.  Students 
will be advised to call their healthcare provider or HealthLink. Further direction will be required 
before the student can return to practicum.  

• Students will follow all safety protocols identified and prescribed by their practicum host-site.  
• In addition to practicum host-site protocols, NLC’s standard protocols also apply, such as 

personal hygiene and sanitizing practices.  
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• NLC practicum students should maintain appropriate physical distancing when at their 
practicum site. If physical distancing is not possible for certain activities, wearing a mask should 
be worn. 

 

APPENDIX O: GYMNASIUM 

 

• Maximum capacity will be posted 
• Placement of 2 meter distancing (in foyer) 
• Traffic flow entering/exiting the building (north automatic door/south push door for exit). 

Designated doorway for entrance and exit. 
• Traffic flow into gym (North door/South door – separate entrance/exit) 
• Prop doors to reduce contact with door handles 
• Hand sanitizer stations at entrance/exit 
• Follow social distancing guidelines to your seating and when leaving 

 

APPENDIX P: LIBRARIES 

 

Guidelines 

• Entrance to the Library is by appointment. Drop-ins may be available if Library Staff are contacted by 
phone or email prior to entry.     

• Study spaces and computer stations are available on a first-come, first-served basis, during the 
Library regular hours of operation. 

• Based on availability, students can book one or two time slots per day, up to five days per week. 
• Based on availability, students can select a time slot, anytime Monday – Friday, from 8:45 am - 11:45 

am and/or anytime from 1:15 pm - 4:15 pm. The Library is closed during holidays, and from 12:00 
pm – 1:00 pm. 

• Study spaces and computer stations are limited to one person per space. The space is for quiet, 
individual study only.  Group study is available for booking on campus, but outside of the Library. 

• Students are required to follow the Student Non-Academic Code of Conduct Policy, Classroom Code 
of Conduct Guidelines and adhere to the NLC Covid-19 Exposure Control Plan at all times while they 
are on-site and in the Library. Please keep in mind our goal is to make sure the space is as safe as 
possible, so we can ensure it is accessible and available to all students who need it. 

 

 Booking a Study Space 

• Students will contact Library staff by phone or email to book a study table, study carrel or computer 
station. 

• Students will provide their names, student numbers, email address, programs of study, and phone 
numbers to Library staff.  

• Students will receive confirmation of their booking along with a fillable email Guidelines for Safe 
Study Spaces & Computer Stations form, outlining the requirements for masks and physical 
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distancing in the Library and applicable procedures. The completed form will be emailed back to the 
Library. 

• Students may not book a study area or computer station on behalf of someone else. 
• Students will contact the Library staff to cancel or reschedule a booking.  
• Students who do not arrive within 15 minutes of the start time of the booking are considered to 

have cancelled their booking. 
 

 At the Library 
 
• Students will check in at the Circulation Desk. 
• Students will be asked for their name and ID number when they arrive for their sessions. 
• Read and follow all signage in the Library. 
• Students will be assigned a seat and may not switch to another seat, unless directed to do so by 

Library staff. 
• Students with plans to listen to a streaming video or live or taped instructional session, are required 

to bring their own personal headphones. 
• Many of the study spaces are equipped with power sources, but students should leave home with a 

fully charged laptop in case their booked study space does not have a power outlet. The Library does 
not provide chargers. 

• If students need to leave the Library during their booked time, they must sanitize each time they 
enter the Library. 

• Students may leave before their booking is over if they do not require their full time.  
• Students must leave the carrels on time, to allow ample time to clean the space for other students. 
• All study carrels, computer stations and study tables must be vacated 15 minutes prior to Library 

closing. 
• Students may not bring food or drink into the Library. 
• Students will leave the study desk/carrel or computer station in good order and will use garbage and 

recycling containers as necessary. 
 
Using a Library Computer 
 
• Students will not install, alter, delete or copy software onto the computer. 
• Students will save their data on a USB stick, to OneDrive or emailed to themselves.   
• The College is not responsible for the loss of, or damage to any files placed on the laptop due to 

viruses,  hardware failure or network interruptions.  
• The Library is not responsible for damage to an external device (i.e. a USB stick or other external 

device). 
• NLC expects students to be familiar with the hardware and software, including the Windows 10 and 

the MS Office    
Suite. If students have any questions or need technical assistance, please contact the Library staff who 
will provide them with assistance or refer them to the IT Department 
 

Library Collection, Equipment and Services 
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• In-person services are not available, at this time, but the Library offers many services online to help 
students with their questions and information needs. The latest information on online Library 
services is located in our Library Services and Resources Guide  

• While there is no in-person access to the physical Library collection or other parts of the Library, 
including the copier/scanner, students may request physical books online through our Contactless 
Borrowing Service.  Students may browse our print collection using either our OneSearch tab or the 
Books and Media Tab, both located in the Library Home Page. 

Health and Safety Measures 

• Students should refresh their understanding of safety expectations on campus, by watching our NLC 
video. 

• Students are required to complete an online Covid-19 self-assessment 
https://bc.thrive.health/covid19/en prior to arrival on campus. 

• Students must adhere to physical distancing principles, staying at least 2 meters apart from others 
• Students must not enter the library if they are sick or required to self-isolate, handwashing and 

sanitizing upon entry and frequently while in the Library is required, avoid touching your face, follow 
proper cough and sneeze etiquette, adhere to capacity and directional signage posted. 

• Hand sanitizer will be provided at the entrance of the Library and must be used upon entry. 
• Staff and students must wear non-medical or cloth face masks at all times while on campus. Non-

medical masks will be provided for staff and students who do not have them. Students will be 
reminded to bring their own masks with them, the next time they have an appointment.  

•  Study space bookings will include sufficient time in between use to allow for cleaning. 
 

APPENDIX Q: STUDY AND TUTORING SPACE 

 

• Space is available for small group study, and for a tutor and NLC student to work 
together and support student success. 

• Stations are available in the Centre of Excellence in Clean Energy and Technology 
(CCET) at the Dawson Creek Campus and the atrium at the Fort St John Campus, 
Monday to Friday, between 8:30 am – 6:30 pm. 

•  Masks are required for all visitors on Campus. 
• The room capacity is noted in each area 
• Furniture has been organized to support physical distancing.  
• Tutoring space is available for tutor groups made up of two people (one tutor and one 

student or two students).  A limited number of Group study spaces are available for 
study groups of up to four students. 

• Tutoring and Group study space must be booked through the library during regular 
business hours Monday to Friday between 8:30 am – 4:30 pm and bookings are not 
available when the Main Campus is closed. 

• Student(s) and/or tutor will provide their names, student number (where applicable), 
email address, program of study, and phone numbers to Library staff.   They will also 
provide the first and last name and email address of each person planning to attend the 
group study space or tutoring session   

• Students will receive confirmation of their booking. 
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• Students will contact the Library staff to cancel or reschedule a booking.  
• Students who do not arrive within 15 minutes of the start time of the booking are 

considered to have cancelled their booking. 
• Tutors and students are required to complete a Covid-19 self-assessment 

https://bc.thrive.health/covid19/en prior to entering the campus, sanitize their hands 
upon entry to the campus, wear masks and maintain 2m physical distance at all times 
during their sessions. Chairs and tables are arranged to facilitate this, and students are 
not permitted to move furniture. 

• Tutors and students are responsible to arrive with necessary tools for their tutoring 
session.  For example, this may include pens, paper, pencils, calculators, textbooks, 
laptops or tablets. 

• Upon arrival at the College, student(s) and tutor(s) will proceed to their assigned study 
space. 

• Students and tutors are reminded that this is shared space and to be respectful of others 
using the space for study or tutoring. 

• At the beginning and conclusion of tutoring or group study session, the tutor or a student 
will use wipes or cleaner (supplied at each tutoring station), to clean the table and any 
surfaces that will be or have been touched by tutor or student. 

APPENDIX R: SALON (SOUTH PEACE CAMPUS) 

 

While on the premises a Face Mask is mandatory, if you do not have one, one can be provided.  

Students: 

• Students will wash and sanitize their hands before and after contact with each client. 
• Students will sanitize their chair, station, and implements immediately upon completion 

of the client service. 
• A fresh cape will be used for each client and all towels and capes once used will be 

placed directly into the washer instead of into a collection hamper. 
• Only the receptionist and client will be at the counter/lobby and the counter and P.O.S. 

machine will be sanitized after each use. 
• Client clipboards and pens used will be sanitized after each use. 
• Students are not to handle the client’s personal items (bags, coats, purses, etc.). 
• Client coat rack and door handles will be sanitized throughout the day.   

Clients: 

• All appointments are to be booked in advance in order to monitor occupancy. 
• When booking, clients will be asked if they have any symptoms of Covid-19.  They will 

be asked to cancel if they develop any symptoms or have a family member who is 
confirmed or suspected of having Covid-19.  They will be reminded of this policy upon 
arrival. 

• Clients will be advised to remain outside of the premises until their scheduled 
appointment time and will be asked to sanitize their hands upon entering the building for 
their appointment. 

• Chairs will be removed from the waiting area/lobby and clients will have to hang up their 
own coats. 


