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COVID-19 Safety Plan – For Staff & Directors 
 

1. Background 

The global sporting community has been largely put “on hold” by the outbreak of the 
Coronavirus (COVID-19) which was assessed by the World Health Organization (WHO) as a 
pandemic on March 11, 2020. 

On that day, BC Rugby communicated to all Club leaders that no further participation with our 
Washington State based members would take place, in response to the measures that 
Washington State Governor, Jay Inslee, had announced earlier that day. 

On March 12, this was extended to cancel all inter-club activity for the upcoming weekend of 
scheduled matches. The following day, March 13, the Board of Rugby Canada issued a 
suspension of all sanctioned rugby activities. 

During this time, staff were communicated with verbally and told to avoid going into the office 
based at WeWork, 2015 Main St. As our office is not customer-facing, there was no issue with 
staff not being present. On March 19, the CEO instructed all staff that they were “required to 
continue working from home”. 

With the BC Government announcing the phased approach to easing restrictions, on May 8 the 
CEO communicated with all staff that they were to remain working from home while BC is in 
Phase 2. 

 
This plan was reviewed and updated following the Public Health Officer’s November 7, 2020, 
instructions for all businesses within the Vancouver Coastal and Fraser Valley Health Regions to 
review their COVID Safety Plan.  

 
2. BC Rugby COVID-19 Risk Register 

The virus that causes COVID-19 spreads in several ways. It can spread in droplets when a 
person coughs or sneezes. It can also spread if you touch a contaminated surface and then 
touch your face. 

The risk of person-to-person transmission increases the closer you come to other people, the 
more time you spend near them, and the more people you come near. 

The risk of surface transmission increases when many people contact the same surface and 
when those contacts happen over short periods of time. 

For all in-person activities, the following aspects are to be considered and reasonably 
controlled: 

 The number of individuals present at any one time.
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The duration of in-person activities. 
 

 The ability to maintain physical distancing between any two individuals.
 The number of shared touch points within short periods of time.

In line with BC Rugby’s Risk Management Policy, the following operational risks have been 
identified as they relate to the current COVID-19 pandemic and what is known about 
transmissions. 

 

Ref 
No. 

 
Risk (Cause & Effect) Probability 

(1 to 5) 
Impact 
(1 to 5) 

Risk 
Level 

Risk 
Owner 

 
Risk Response 

 

1 
Staff travel to office 
increases person-to-person 
and surface transmission 

 

5 

 

4 

 

Extreme 

 

Exec 

 

Avoidance 

 

2 
Shared office space 
increases person-to-person 
and surface transmission 

 

5 

 

4 

 

Extreme 

 

Exec 

 
Avoidance & 
Transfer 

 

3 

Small private office space 
creates difficulty 
maintaining 2m physical 
distance 

 

5 

 

4 

 

Extreme 

 

Exec 

 

Treatment 

 
4 

 
Shared desks increase 
surface transmission 

 
5 

 
4 

 
Extreme 

 
Exec 

 
Avoidance 

 

5 

In-person meetings with BC 
Rugby staff and/or Directors 
increases person-to-person 
transmission 

 

5 

 

4 

 

Extreme 

 

Exec 

 

Treatment 

 

6 

In-person meetings with 
third parties increases 
person-to-person 
transmission 

 

5 

 

4 

 

Extreme 

 

Exec 

 

Avoidance 

 

7 
In-person rugby activities 
increases person-to-person 
and surface transmission 

 

5 

 

4 

 

Extreme 

 

Exec 

 
Treatment & 
Avoidance 

 

8 
In-person social activities 
increases person-to-person 
and surface transmission 

 

5 

 

4 

 

Extreme 

 

Exec 

 
Treatment & 
Avoidance 
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3. Mandatory Practices Under All Phases of BC Restart Plan 

3.1. Be Considerate, Be Honest 

While BC Rugby is extremely proud of the time, energies, and passion that its Directors and 
Staff put into our work and the sport, now is not the time for ‘pushing through’ any feelings of 
unwellness. 

Out of consideration and respect for your fellow directors and staff and their households, BC 
Rugby is asking you, and all members of your household, to follow all Federal and Provincial 
health orders and to be honest and upfront about having any symptoms of COVID-19. 

To keep everyone safe, please read this plan in its entirety and follow it. 

3.2. Treatment Measures 

The following practices MUST be followed by all Staff throughout all phases of the BC Restart 
Plan. Directors must follow these measures if conducting any in-person business on behalf of 
BC Rugby. 

For both staff and directors, failure to follow these measures could be treated as a breach of 
the BC Rugby Code of Conduct which states that “safety is the top priority at all times” as a key 
principle. The Code of Conduct Section 6.1 (a) makes clear that Directors and Staff shall 
“provide leadership by demonstrating and promoting the values of Rugby and the key 
principles of the Code of Conduct through their decisions, actions and behaviour. Their 
behaviour must build and inspire the community’s trust and confidence in BC Rugby.”. 

 

ALL Phases Treatment Measures 

Proper Hand 
Hygiene 

 Wash your hands often with soap and water for at least 20 seconds, 
especially after using the washroom and when preparing food. 

 Use Health Canada authorized alcohol-based hand sanitizer if soap and 
water are not available. 

General 
Hygiene 

 When coughing or sneezing: 
- Cough or sneeze into a tissue or the bend of your arm, not your 

hand. 
- Dispose of any tissues you have used as soon as possible in a lined 

waste basket and wash your hands afterwards. 
 Avoid touching your eyes, nose, or mouth with unwashed hands. 

Physical 
Distancing 

 When outside your home, practice physical distancing (also known as 
‘social distancing’) by keeping two meters away from anyone not from 
your household. 
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ALL Phases Treatment Measures 

  Avoid crowded places where physical distancing would likely be 
difficult to maintain. 

Symptoms? 
Stay Home 

If you feel unwell or are sick: 

 Stay home when you are sick and avoid close contact with others in 
your home if possible. 

 Cover your cough or sneeze with a tissue, then throw the tissue in the 
trash. Wash your hands. 

 Use the BC COVID-19 Self-Assessment Tool to help determine if you 
need further assessment or testing for COVID-19. 

 If symptoms persist or worsen, contact your health care provider, 8-1- 
1, or your local public health unit. 

 If the symptoms are severe such as shortness of breath (e.g. 
struggling to breathe or speak in single words) or chest pain, call 9-1-1 
or go to the nearest Emergency Department. 

Respiratory 
Symptoms? 
Self-Isolate 

As a precaution, Public Health has asked that if you have respiratory 
symptoms that can be managed at home, please self-isolate until the 
following criteria are met: 

  At least 10 days have passed since the start of your symptoms, 
AND 

 Your fever is gone without the use of fever-reducing medications 
(e.g. Tylenol, Advil), AND 

 You are feeling better (e.g. improvement in runny nose, sore 
throat, nausea, vomiting, diarrhea, fatigue). 

Coughing may persist for several weeks, so coughing alone does not 
require you to continue to isolate. If you are unsure whether your 
symptoms are related to allergies or an infection, then self-isolation is 
recommended. 

Cleaning 
Protocols 

Cleaning your home with household cleaning and disinfectant products can 
help prevent the spread of illness including COVID-19. 

As best you can, practice regular cleaning and disinfecting* at your home. 
Frequently touched surfaces such as toilets, sink tap handles, doorknobs, 
light switches, and tables should be cleaned at least daily. 

Visit the BC Centre for Disease Control for instructions on how to 
effectively clean and disinfect your home. 
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ALL Phases Treatment Measures 

 *If possible, use store-bought disinfectants. Familiar brands such as Clorox, 
Lysol, Fantastik, Microban and Zep have specific products that will work 
against the COVID-19 virus. Please check the Health Canada’s list of 
approved products. If your product is not on the list, it has not been 
approved for this use. 

Travel  British Columbians are encouraged to stay in their own communities 
and, as of July 3, may take part in smart, safe, and respectful travel 
within B.C. 

 All returning travellers are encouraged to self-monitor for symptoms 
of COVID-19. 

 Unless you are exempt, all international travellers returning to B.C. are 
required by law to self-isolate for 14 days and complete a self-isolation 
plan. 

 
 

4. BC Rugby’s Risk Response 
4.1. Staff Travel 

BC Rugby acknowledges that staff travel to the offices at 2015 Main St, as well as travel to and 
from other private and public facilities for rugby and social activities in the course of their BC 
Rugby responsibilities, using a variety of modes of transport including walking, cycling, public 
transport, carpooling, shared vehicle programs (e.g. Evo, Modo) and private, personal vehicles. 

The following avoidance measures are to be followed under each of the BC Restart Phases: 
 

BC Restart Phases Avoidance Measures 

Phase 1  All staff to work from home 
 No travel related to BC Rugby is to be undertaken 

Phase 2  All staff are encouraged to work from home 
 To conduct BC Rugby business, only travel to and from WeWork 

is permitted 
 Any staff coming to WeWork must avoid the following modes of 

transport: 
- carpooling with anyone outside of your household 
- public transport 
- shared vehicle programs 

Phase 3  To conduct BC Rugby business, all staff are permitted to travel to 
and from WeWork 
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BC Restart Phases Avoidance Measures 

  To conduct BC Rugby business, staff may only travel to and from 
well-known, previously visited private or public outdoor facilities 
within British Columbia. 

 Any staff travel must avoid the following modes of transport: 
- carpooling with anyone outside of your household 
- local public transport during peak times 
- commercial air travel 

Phase 4  TBC: inter-Provincial and international travel restrictions may still 
be enforced. 

 
 

4.2. Shared, Communal Office @ WeWork 

BC Rugby transfers responsibility of enhanced cleaning procedures to WeWork throughout all 
phases of BC’s Restart Plan. On March 12, WeWork acknowledged their responsibility to “have 
strengthened on-site cleanliness measures, such as more frequent wiping and disinfection, 
equipping each location with additional sanitization products, and working with building 
management to increase cleaning and sanitization of common areas.”. They have designed and 
implemented a COVID-19 Safety Plan for 2015 Main St which will be made available upon 
request to the WeWork Community Manager, Declan O’Donnell. 

Additional avoidance measures, under each of the BC Restart Phases, are as follows: 
 

BC Restart Phases Avoidance Measures 

Phase 1  All staff to work from home 

Phase 2  All staff encouraged to remain working from home 
 Any staff coming to WeWork must honestly complete the 

In-person COVID-19 Screening Questionnaire upon arrival 
of each day at 2015 Main St.  

 Any staff coming to WeWork must follow all posted instructions 
 Any staff coming to WeWork must wash their hands upon arrival 

Phase 3  Staff permanently based at 2015 Main St may voluntarily return 
to normal office hours 

 Any staff coming to WeWork must honestly complete the In-
person COVID-19 Screening Questionnaire upon arrival of each 
day at 2015 Main St 

 Any staff coming to WeWork must follow all posted instructions 
 Any staff coming to WeWork must wash their hands upon arrival 

Phase 4  All staff are welcomed to fully utilise WeWork 
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4.3. Private Office @ WeWork 

BC Rugby transfers responsibility of enhanced cleaning procedures to WeWork throughout all 
phases of BC’s Restart Plan. On March 12, WeWork acknowledged their responsibility to “have 
strengthened on-site cleanliness measures, such as more frequent wiping and disinfection, 
equipping each location with additional sanitization products, and working with building 
management to increase cleaning and sanitization of common areas.”. They have designed and 
implemented a COVID-19 Safety Plan for 2015 Main St which will be made available upon 
request to the WeWork Community Manager, Declan O’Donnell. 

Additional treatment measures, under each of the BC Restart Phases, are as follows: 
 

BC Restart Phases Treatment Measures 

Phase 1  All staff to work from home 

Phase 2  All staff encouraged to remain working from home 
 Any staff coming to WeWork must honestly complete the In-

person COVID-19 Screening Questionnaire upon arrival of each 
day at 2015 Main St 

 Any staff coming to WeWork must follow all posted instructions 
 Maximum of two people to occupy private office at any one time 
 Only staff with permanent desk may work from private office 

Phase 3  Staff permanently based at 2015 Main St may voluntarily return 
to normal office hours 

 Any staff coming to WeWork must honestly complete the In-
person COVID-19 Screening Questionnaire upon arrival of each 
day at 2015 Main St 

 Maximum of four people to occupy private office at any one time 
 Floor plan adjusted to create as much space as possible between 

desks 
 Any staff coming to WeWork must follow all posted instructions 

Phase 4  All staff are welcomed to fully utilise WeWork Private Office 
 Normal capacity of six people to occupy private office at any one 

time 
 Adjusted floor plan maintained to create as much space as 

possible between desks 

 

4.4. Hot Desks @ WeWork 

Until Phase 4 is introduced, all hot desking within BC Rugby’s private office is not permitted. 

BC Rugby staff may utilise the hot desks provided in WeWork communal areas, following all 
posted instructions. Please note, BC Rugby transfers responsibility of enhanced cleaning 
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procedures to WeWork throughout all phases of BC’s Restart Plan. This includes hot desks in 
communal spaces. 

4.5. Internal, In-Person Meetings 

Internal meetings are those meetings exclusively between BC Rugby staff members and/or 
directors to conduct BC Rugby business. 

 

BC Restart Phases Treatment Measures 

Phase 1  No in-person meetings permitted 

Phase 2  In-person meetings are to be avoided 
 All weekly staff meetings to be conducted via video conference 
 All Board Meetings to be conducted via video conference 
 If in-person meeting deemed necessary, the following restrictions 

apply: 
- Max. of four people in attendance 
- All efforts should be made to hold meeting outdoors 
- If indoors, only permitted in a WeWork meeting room 

with a capacity twice the number of people in 
attendance. That is, if two people attending the 
meeting, must be held in WeWork meeting room 
with capacity for four people or higher. 

Phase 3  In-person meetings are to be avoided 
 All weekly staff meetings to be conducted via video conference 
 All Board Meetings to be conducted via video conference 
 If in-person meeting deemed necessary, the following restrictions 

apply: 
- Max. of ten people in attendance 
- Any staff and/or directors meeting must honestly 

complete the In-person COVID-19 Screening 
Questionnaire upon arrival at the meeting venue 

- All efforts should be made to hold meeting outdoors 
- If indoors, only permitted in a WeWork meeting room 

with a capacity twice the number of people in 
attendance. That is, if two people attending the 
meeting, must be held in WeWork meeting room 
with capacity for four people or higher. 

Phase 4  No restriction on internal, in-person meetings 
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4.6. External, In-Person Meetings 

External meetings are those between a BC Rugby staff member or director with at least one 
individual not a BC Rugby staff member or director to conduct BC Rugby business. 

 

BC Restart Phases Treatment Measures 

Phase 1  No in-person meetings permitted with any external party, 
including meetings of the BC Rugby Members 

Phase 2   No in-person meetings permitted with any external party, 
including meetings of the BC Rugby Members 

Phase 3  In-person meetings are to be avoided, including meetings of the 
BC Rugby Members 

 If in-person meeting deemed necessary, the following restrictions 
apply: 

- Maximum in attendance to adhere to event gathering 
restriction order of the PHO & capacity to facilitate 
physical distancing at all times prior, during and 
concluding the meeting. 

- All efforts should be made to hold meeting outdoors 
- If indoors, only permitted in a WeWork meeting room 

with a capacity twice the number of people in 
attendance. That is, if two people attend the 
meeting, must be held in WeWork meeting room 
with capacity for four people or higher. 

Phase 4  No restriction on external, in-person meetings 

 

4.7. In-Person Rugby Activities 

All in-person rugby activities to follow the Rugby Canada sanctioned and BC Rugby Board 
approved Return to Rugby in BC policy. Any direct delivery by BC Rugby must be approved by 
the CEO with delivery staff providing a written COVID-19 Safety Plan as referenced in the 
Return to Rugby in BC policy. 

For clarity, any BC Rugby staff delivering in-person rugby activities must follow the Rules of 
Engagement by completing the Daily Attestation for each day of delivery. 
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4.8. In-Person Social Activities 

Social Activities are those that would be owned and managed by BC Rugby. Until Phase 4 is 
introduced in BC, all in-person social activities are strictly to involve BC Rugby staff and/or 
directors only. 

 
 

BC Restart Phases Treatment Measures 

Phase 1  No social activities permitted 

Phase 2  No social activities permitted 

Phase 3  If an internal, social activity is deemed necessary, the 
following restrictions apply: 

o Maximum in attendance to adhere to event gathering 
restriction order of the PHO & capacity to facilitate 
physical distancing at all times prior, during and 
concluding the meeting 

o Outdoors venue is preferred 
o Travel avoidance measures for Phase 3 must be 

adhered to 

Phase 4  No restriction on social activities 

 

5. Understanding Your Risk & Your Household’s Risk 

The Government of Canada states that “some Canadians are more at risk of developing severe 
complications from an illness due to underlying medical conditions and age.”. Further 
information can be found at Canada.ca. 

 

FOR STAFF: If you are at a higher risk, or anyone in your household is at high risk, for severe 
illness from COVID-19, please notify the CEO to discuss workplace accommodations such as, 
but not limited to, working from home and temporarily adjusting workplace duties. 

6. Guidance to Safely Working from Home 

Even when working from home, BC Rugby maintains responsibility for ensuring all staff have 
what they need to work successfully and comfortably. 

When working from home, more than ever, each staff member plays an important role in 
making sure that they stay healthy and safe while ‘on the job’. Staff are responsible to: 

 Assess the safety of their workspace at home and report any concerns or hazards to 
the CEO.

 Act safely while working from home.
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 Take regular breaks from your work, particularly ensuring breaks from any display 
screen equipment.

 Never work under the influence of alcohol, drugs, or any other substance, or if you 
are overly tired.

In addition to your physical safety, BC Rugby strongly encourages all staff and directors to 
consider their mental health particularly during this stressful and constantly evolving 
pandemic. Please review these mental health tips for working from home and take the time to 
identify and implement strategies that work for you. 

7. Communication Responsibilities 
7.1. Staff Member with COVID-19 Symptoms 

All Staff Members have a responsibility to inform the CEO either if they are experiencing any 
persistent or worsening symptoms of COVID-19 or if they have been tested/tested positive for 
COVID-19 immediately if: 

 That staff member has visited the BC Rugby offices at anytime during the last 14 days
 That staff member has attended any in-person meetings on behalf of BC Rugby during 

the last 14 days.
 If the staff member is the CEO, they must inform the Executive Committee.

In accordance with Public Health recommendations, that staff member will be instructed to 
self-isolate and/or to follow the instruction of their health care provider. 

 

7.2. Director with any COVID-19 Symptoms 

All Directors have a responsibility to inform the Executive Committee if they are experiencing 
any persistent or worsening symptoms of COVID-19 or if they have been tested/tested positive 
for COVID-19 immediately if: 

 That director has visited the BC Rugby offices at anytime during the last 14 days: or
 That director has attended any in-person meetings on behalf of BC Rugby during the 

last 14 days.
 

7.3. Executive Committee Responsibilities 

Upon learning of any staff member or director experiencing any persistent or worsening 
symptoms of COVID-19, a member of the Executive Committee will inform all staff & directors 
that have visited the BC Rugby offices, and all individuals that have attended an in-person BC 
Rugby meeting with the staff member or director. They will be instructed to self-monitor. 

If any staff member or director tests positive for COVID-19 and has visited the BC Rugby offices 
at anytime in the last 14 days, in addition to the above communication steps, a member of the 
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Executive will contact the WeWork Community Manager at 2015 Main St and inform them 
that an infected person has visited the site. 

8. Supporting Policies 
8.1. Internal 

The following BC Rugby policies support and apply to this plan: 

 BC Rugby Risk Management Policy
 BC Rugby Code of Conduct

 
8.2. External 

BC Rugby acknowledges and accepts responsibility to comply and follow the instruction of the 
applicable policies and guidance from: 

 WorkSafe BC
 BC Centre for Disease Control
 Vancouver Coastal Health Authority

 
9. Contact 

For any clarity or complaints regarding this plan, please contact the CEO, Annabel Kehoe. 

For any clarity or complaints regarding the policies and practices at WeWork (2015 Main St), 
please contact the Community Manager, Declan O’Donnell (Declan.odonnell@wework.com / 
778-839-3114) 

10. Revisions 

This plan will be regularly reviewed and updated by the Finance Committee. This plan was most 
recently reviewed and updated on November 12, 2020. 


