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Health & Safety committee reviewed the Relaxed Travel Protocols on their meeting dated June
30th, 2020. The Health & Safety committee continues to review the Relaxed Travel Protocols as
they are updated.
Being Safe is Awesome training for existing colleagues completed by June 1st with colleagues who
missed our training sessions completed on their first returning shift. All colleague training has
since been completed as of July 07th, 2020. All returning colleagues from extended absences are
scheduled for this training on their first returning shift. Refresher training is being completed
during the first 2 weeks of December 2020 as a reminder for the entire team.
Our Relaxed Travel Protocol dated November 20th details our most up to date processes to
reduce the risk of transmission of COVID-19.













All measures to limit the number of people at the workplace and to ensure physical distancing are
detailed in the most up to date Relaxed Travel Protocols dated November 20th however the
following is a snapshot of our measures:
Occupancy limits to be posted in all back of the house areas such as linen rooms, laundry room,
staff room, repurposed staff areas and office areas with consistently more than 1
person occupying the space.
Elevator occupancy signs are posted for 1 guest or 1 party in the elevator at a time.
Work-from-home arrangements have been implemented for Director of Sales & Marketing and
Revenue Manager.
All meetings conducted virtually via Teams or Zoom.
All daily briefings conducted in the lobby or in a space which can allow for 2m social distancing
by all involved.
Housekeeping schedules are split and start at 8:00am and 11:00am to prevent congestion of staff.
Front desk are to only use the left and right terminals. The centre terminal will not be used as it
doesn’t allow for 2m social distancing.
Sign at the Front Desk asking guests to notify our team of illness
Social distancing signs at elevator foyers (all floors) and at the front desk
Handwashing signs in all guest and colleague washrooms
Sign for number of guests in the lobby at the entrance
2 metre floor marker at all Front Desk stations
Fitness Centre closed sign for the moment

Coffee station and water station closed sign
Laundry room is limited access, see Covid Protocols - Guest Laundry for details
Ice machine room closed sign with ice available upon request.
Hot Tub/ Sauna closed and pools are open, please refer to Covid Protocol – Pool / Hot Tub for
details
All colleagues will go through the Being Safe Together is Awesome training before they start
employment with us. All existing colleagues will have taken the Being Safe Together is Awesome
training prior to July 1st, 2020. All colleagues returning from extended absences will go through
the Being Safe Together is Awesome training again.
Mandatory protective personal equipment (PPE) for all housekeepers when cleaning guest rooms
are masks (either cloth or disposable), gloves (either disposable or rubber) with safety goggles or
glasses being optional.
Mandatory protective personal equipment (PPE) when using Electrostatic Sprayers respirators,
gloves (either disposable or rubber) and safety goggles or glasses. Face shields are an added
option and not to be used instead of respirators.
So as to lessen the chance of spreading COVID-19 from one workplace to another we require all
staff with more than one job or who are considering getting a second job to discuss the safety
measures they and their prospective employers have implemented to minimize risk.
Non touch thermometers are available for guests and colleagues to monitor their temperatures
as required. As stated by BC’s Provincial Health Officer’s order dated November 19th, all
colleagues at each of our locations throughout B.C. will need to conduct a health check before
entering the workplace. The hotel will keep an ongoing record. The daily screenings will include
a temperature check and completion of the BC COVID-19 Self Assessment. Also note that based
on this latest Order that “If an employer is not satisfied that a worker has done a daily health check
the employer must not permit the worker to work at the workplace.”
As per BC’s Public Health Officer’s order dated November 19th, 2020 masks are now required for
everyone in all public indoor settings, retail stores and workplaces. People who cannot wear a
mask or who cannot put on or remove a mask on their own are exempt. The order includes
common areas in hotels.





All barriers and partitions are detailed in the Relaxed Travel Protocols however the following is a
snapshot of our measures:
Plexiglass shields at front desk stations being utilized by our guest service agents

Curbside Check In process has been implemented to segregate guests who are self isolating
from our staff
Contactless entry – BLE / Mobile Keys has been implemented to minimize direct contact between
guests and staff.
Electrostatic sprayers are used to spray disinfectant in guestrooms prior to our Housekeepers
cleaning and throughout the public areas in the hotel.



All administrative measures are detailed in the Relaxed Travel Protocols however the following is
a snapshot of our measures:
All back of the house areas have occupancy limits posted inside the room as close as possible to
the door i.e. staff room, Housekeeping storage rooms, laundry room, elevator or any re-purposed
areas for staff.
Lunch breaks - Staff to eat at staggered times or utilize the breakfast room so they don’t have six
to eight people at a small table. Two metre distance to be adhered to at all times. Occupancy limit
of 5 colleagues has been implemented in the staff room.
Colleagues to use the stairs when possible. Exceptions being when pushing a cart of any kind or
when carrying objects in both hands
Some areas around the hotel are tight so please be aware when passing other colleagues or
guests in these areas. Mandatory mask policy has been implemented for all colleagues.
Repurpose guest areas as staff areas if required.
Don’t share an elevator with a guest – wait for the next one even if it means a delay (for details
refer to Covid Protocol – Elevator)
Elevator cleaning is considered high touch and will be disinfected at same level of frequency as
other high touch points, with particular attention to interior and exterior buttons and surfaces
All colleagues are only allowed to work in 1 location unless prior approval is obtained from one of
the Executives.
Following requirements from the BCCDC, all staff are required to wear clean clothing that is
specific to, and only worn on the job.
- Staff will change into a separate set of street clothes before leaving work.
- Work clothing will be placed in a bag and laundered after each shift.
- Should additional pieces of uniform be needed, please refer to your direct
supervisor.
All colleagues entering the staff room will wash their hands before touching any equipment or
furniture. Before returning to work all colleagues will need to wash their hands.

Any employee who develops any symptoms of COVID-19 are expected to NOT come to work and
to self isolate at home away from other others.
Any of our employees who return from travel via plane or who have direct family who return from
travel via plane will be asked to self-isolate for 14 days.
Employees showing symptoms will be sent home immediately and asked to self-isolate for 14
days. Paid sick leave due to COVID-19, is available through the Canada Recovery Sickness
Benefit (CSRB) which provides $500 per week for up to 2 weeks for employees who are sick or
must self-isolate for reasons related to COVID-19.
Staff member is to seek medical advice if any COVID-19 symptoms are experienced.
Disinfect all surfaces of any potential areas that the person has contacted – process to be
managed by GM and Assistant Managers
For call ins, advise staff to stay home and seek medical advice (complete self assessment, call
local doctor if staff member has one, reach out to 811). Sick pay, as noted above
A colleague is allowed back after 14 days of self-isolation or 7 days being symptom free,
whichever is longer
Also refer to Covid Protocol – Staff Health & Wellness and Covid Protocol – Use
of Kaba Keys For All Colleagues





All details pertaining to using masks are included within the Relaxed Travel Protocols however
the following is a snapshot of our measures:
Masks are mandatory for guests and colleagues as per BC’s Public Health Officer’s order dated
November 19th, 2020 for everyone in all public indoor settings, retail stores and workplaces.
Training on usage of masks is detailed in Being Safe is Awesome and in the Relaxed Travel
Protocols
Recommended protective personal equipment (PPE) for all housekeepers when cleaning guest
rooms are masks (either cloth or disposable), gloves (either disposable or rubber) with safety
goggles or glasses being optional.
Mandatory protective personal equipment (PPE) when using Electrostatic Sprayers are
respirators, gloves (either disposable or rubber) and safety goggles or glasses. Face shields are
an additional option.
For all deliveries to an occupied guestroom our team would need to deliver with gloves and
mask and knock and drop at the guestroom door. After delivery they need to wash their hands.

Maintenance tech to wear a disposable mask, disposable gloves and safety goggles when dealing
with a maintenance issue in a registered guestroom.









All effective cleaning and hygiene practices are included within the Relaxed Travel Protocols
however the following is a snapshot of our measures:
Continue to train staff on routine cleaning and sanitizing procedures for high touch surfaces, as
well as appropriate laundry and linen handling procedures, especially those returning to the
workplace.
Housekeeping to clean all common areas at least twice a day with special attention given to the
lobby, front desk, elevator, staff room, public washrooms, vending machines, door handles,
handles, light switches, elevator buttons, luggage carts, etc.
All common areas to be disinfected twice a day, at a minimum, including exterior railings and stair
rails.
Clean visibly dirty surfaces before disinfecting, unless stated otherwise on the product
instructions. Cleaning refers to the removal of visible dirt, grime and impurities. Cleaning does not
kill germs but helps remove them from the surface
Use clean cloths, paper towels or wipes to clean and disinfect surfaces.
Immediately discard paper towels and disposable wipes after use.
Please ensure to spray from the top to bottom, avoiding aerosolize contaminants.
Use a disinfectant that has a Drug Identification Number (DIN). Follow the instructions on the
product label for dilution, contact time and safe use. Only Pure Disinfectant (DIN 02358859) to be
used for disinfection purposes.
For more information, please see: http://www.bccdc.ca/HealthInfoSite/Documents/CleaningDisinfecting_PublicSettings.pdf


Floors and walls will be kept visibly clean and free of spills, dust and debris.

Empty and clean garbage cans in public areas regularly.
Items that cannot be easily cleaned and disinfected have been removed (e.g., toys, bolster
pillows).
Electrostatic sprayers have been implemented within our general cleaning regimen.
Policy for guestroom cleaning for regular guests upon departure are:



























All guest rooms must be fully cleaned and disinfected after every use
Ensure staff do NOT enter guest rooms until authorized
To allow for adequate air exchange within rooms, staff will wait one (1) hour after a guest
has left the room before entering for housekeeping
Cleaners must practice diligent hand hygiene before entering and after leaving each
guest room
If disposable gloves are used, ensure a new pair is used for each guest room. If rubber
gloves are used, ensure the gloves are washed and disinfected for each guest room.
Proper hand hygiene must be performed after removing gloves
Staff should use the standard Personal Protective Equipment (e.g., eye protection, mask,
gloves) required for the regular hazards encountered through their normal course of work
(e.g., handling chemicals)
Reviewed all work procedures to minimize all opportunities for staff contact with splashes
and spraying
Use clean cloths, paper towels or wipes to clean and disinfect surfaces
Use clean cloths for each room. This may require using a larger number of cloths than
normal
Immediately discard paper towels and disposable wipes after use
Complete a thorough cleaning and disinfection of all hard surfaces. Special attention
should be given to frequently touched items such as toilets, sinks, faucets, doorknobs,
light switches, telephones, remote controls, bar fridges and garbage cans
Remove all cloth items (e.g., sheets and towels). Take all dirty linens and towels directly
to the laundry
Empty all garbage containers
Discard all items left in the room by guests
Discard all single-use items and remnants. This includes, but is not limited to, soap,
shampoo, toothpaste and sugar packets
Disinfect bar of soap on the vanity only if they are unused and untouched.
Remove and discard the first 5 squares of each opened roll of toilet paper.
Remove the first 2 sheets of tissue from each opened box of tissues.
Remove ALL reusable glassware and dishes from the room, including all dishes that
appear untouched or unused. Take all items directly to the kitchen area for dishwashing
All housekeeping tools need to be disinfected at the end of each shift.
There is an internal policy drafted please see Covid Protocol – Departure
Service & Covid Protocol – Guest Belongings for details. In summary, the main
points to note are as follows:
Inform guest to leave keys in the room to limit contact and advise front desk that they are
checking out.
Request guest to turn-off lights, water, TV, PTAC unit and shut door when they leave
Ask guest to thoroughly check the room prior to leaving, to ensure nothing personal is left
behind
Advise guest that the final invoice will be emailed to them if they do not come to the front
desk








Front Desk to advise Housekeeping and Maintenance of the room checkout
Do not enter room for 1 hour after the guest leaves (this will be evaluated as the global
pandemic progresses), room to be sprayed and then locked off for 10 minutes before
cleaning.
Only use disinfectant that has a Drug Identification Number, Pure Disinfectant is our
recommended disinfectant to be used in the electrostatic sprayer and for general
disinfection.
When spraying the room ensure the washroom fan is left on.
Lost and found to be disposed of except for valuable items
All cloth items to be laundered

Additional points for guests who have been self-isolating:







Inform guest to leave keys in the room
Request guest to turn-off lights, water, TV, PTAC unit and shut door when the leave
Ask guest to thoroughly check the room prior to leaving, to ensure nothing personal is left
behind
Advise guest that the final invoice will be emailed to them
Front Desk to advise Housekeeping and Maintenance of the room checkout
Housekeeping and Maintenance to following -Self-Isolation Room cleaning protocol,
which is 72 hours prior to entry into room































