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COVID-19 Safety Plan 
Northern Savings Credit Union 
 
By the order of the Provincial Health Officer and WorkSafe BC, Northern Savings Credit Union 
has created the following COVID-19 Safety Plan for employees and other interested parties.  
This document has been created in conjunction with Northern Savings’ Controlling Workplace 
Exposure – COVID-19 Safe Work Practices document.  
 

Responsibilities 

Northern Savings’ management team, its employees, and third party partners all play a role in 

preventing exposure to COVID-19 in the workplace. 

Employers are responsible for the health and safety of their employees. Northern Savings 

Credit Union management will: 

 Ensure that the materials (i.e. alcohol-based hand rubs, disinfecting wipes and 
washing facilities) and other resources (i.e. worker training materials) required 
implementing and maintaining the safe work practices are readily available where 
and when they are required. 

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

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

 Ensure that employees use appropriate personal protective equipment (PPE) if 
required. 

 Ensure that employees are adequately instructed on the controls for the hazards at 
the location. 

 Ensure that employees follow established safe work procedures. 

 Ensure that employees use personal protective equipment as required.  

 Direct work in a manner that eliminates or minimizes the risk to workers. 
 

Employees are responsible for taking reasonable care to protect their own health and safety 

and the health and safety of co-workers and Northern Savings; members, clients and visitors. In 

the context of COVID-19, this means employees are responsible for their own personal self-

care, which includes: 

 Knowing the hazards of the workplace. 

 Following established work procedures as directed by the employer or supervisor. 

 Using any required PPE when physical distancing is not possible. 

 Reporting any unsafe conditions or acts to their supervisor. (including, but not limited 
to, members not complying with controls) 

 Knowing how and when to report exposure incidents. 
 
Occupational Health and Safety Committee will continue to inspect the workplace on a 
regular basis to ensure a healthy and safe workplace is maintained and report concerns to 
management for a collaborative resolution.   
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Third Party Partners including but not limited to contractors and delivery services personnel 

are responsible to follow all safety measures put in place by Northern Savings to prevent and 

reduce the transmission of COVID-19.  This includes reviewing our safety plan, reviewing and 

acknowledging that any sign of illness will prevent individuals from entering our premises, use of 

hand sanitizer and willingness to wear a mask if social distancing of six feet cannot be achieved. 

Work Environment 

To ensure we are operating a safe working environment, Northern Savings has made the 

following considerations and decisions about how many employees are required and where our 

employees will work from to ensure physical distancing requirements are maintained: 

 Employees working offsite to reduce contact intensity 

 Changes to work schedules 

 Limiting third party service personnel into our locations or having them work after hours 

 Limiting the number of members into our locations 

We have installed and/or provided: 

 Plexiglass barriers in front of member-facing employees 

 Alcohol-based hand sanitizer (wall mounted and free-standing) provided throughout all 

branches and insurance offices for members and clients 

 Directional floor decals 

Communication and Training 

Since early March 2020, Northern Savings has provided the following COVID-19 related 

communication pieces: 

 Regular employee communications by email and posted to the Intranet outlining new 

and updated information around hygiene, internal policies, and regulatory information. 

 Signage that provides occupancy limits in lunch rooms, meeting rooms and storage 

rooms 

 Signage in washrooms and kitchen areas reminding staff how to effectively wash hands 

 Controlling Workplace Exposure – Safe Work Practices Plan shared with employees 

where they must electronically acknowledge having read and understood the plan. 

 Access to training, webinars and other resources on topics such as Stress Management, 

Mental Health, and Resiliency in the Workplace and Coping with Change. 

Controlling Exposure 

To control exposure of COVID-19 to our employees and our members, Northern Savings has 

implemented the following: 

 Promoting electronic service delivery to our members (ATM, Internet, Phone, Email) 

 Limiting the number of members allowed in our locations at one time: 
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 Branch Insurance Financial 
Planning 

Prince Rupert  6 2 1 

Queen Charlotte  6 2 n/a 

Masset  5 1 n/a 

Terrace  6 3 2 

 

 Signage placed at all entrances reminding members not to enter our locations if they are 

exhibiting COVID-19 symptoms or are required to self-isolate. 

 Employees are asked to refrain from touching their face and ensure they are washing 

their hands often with soap and water for 20 seconds.  Washing of hands or use of hand 

sanitizer, when hand washing is not available, should take place: 

o When arriving to work 

o Before and after going on a break 

o After using the washroom 

o Before and after using shared equipment 

o Before and after using masks or other personal protective equipment 

 Employees are asked to clean and disinfect their workspace at least once a day, 

particularly surfaces that are touched by many people (railings, door handles, desks, 

tables, in/out trays, telephones, printers, photocopiers, etc.) using a disinfectant to 

regularly clean all high-touch areas regularly. When providing overrides, employees 

need to clean and disinfect the surfaces touched, and wash their hands. 

 Northern Savings will ensure that all common areas and surfaces are regularly cleaned. 

 Personal Protective Equipment (PPE) will be provided only when other controls are not 

practicable, such as being unable to physical distance with members.  The proper use of 

PPE must be considered before using.  

 While not mandated, employees may choose to wear their own cloth masks. 

Illness in the Workplace 

Our employees must promptly report any symptoms of COVID-19 to their manager or 
supervisor and should stay in regular contact with their manager or supervisor regarding the 
ongoing status of their condition. 
 
Employees with COVID-19 symptoms such as sore throat, fever, sneezing or coughing must 
self-isolate at home for a minimum of 10 days from the onset of symptoms and until their 
symptoms are completely resolved.  
 
Employees are directed to utilize the Controlling Workplace Exposure – Safe Work Practices 
Plan, for complete information.  
 

 
“Be kind, be calm and be safe.” 

 


