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2 COVID-19 
Pandemic Report 

Summary 

March 2020 marked unprecedented times in the world as a pandemic was declared due 
to the Novel Coronavirus COVID-19. Borders were closed and businesses, schools, 
churches and other places of gathering shut their doors in an effort to protect the people 
of the country and “flatten the curve” through social distancing measures. Workplaces 
were forced to adjust to a different way of conducting business and the Township of 
Johnson followed suit. Employees adopted work from home procedures wherever 
possible in an effort to continue to provide essential services to ratepayers.  
 
As the Algoma District prepares for re-opening based on direction from the Province of 
Ontario and Algoma Public Health, employers must plan for change in how day to day 
operations will be conducted.   
For more information visit A Framework for Re-opening our Province:
https://files.ontario.ca/mof-framework-for-reopening-our-province-en-2020-04-27.pdf  
 

 

 
 
 
 
 

 

Purpose 
 
This COVID-19 Return To Work Action 
Plan for the Township of Johnson 
Municipal Office provides information 
on COVID-19 and indicates the steps the 
municipality intends to take moving 
forward. A phased in approach will be 
used with the safety of employees, their 
families and the public at the forefront 
of all decision making. This plan is 
subject to change as the situation 
progresses. All decisions and direction 
will be based on Algoma Public Health’s 
recommendations.  
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Algoma Public Health is actively monitoring the situation and providing 
public health guidance to Algoma residents, returning travelers, local health 
professionals, and local employers.  
 
There is an ongoing risk of contracting COVID-19 in our local communities. In order to prevent 
uncontrolled person-to-person spread in our communities, every Algoma resident is 
responsible for the following actions, which help to flatten the curve: 
  

1. Every single person must practice physical distancing.  Avoid close contact with those outside of 
your immediate families and stay 2 metres apart from other people at all times. 
 
 

2. Anyone who is ill, even with mild symptoms, must stay home.  If you have symptoms and are 
worried that you may have contracted COVID-19, please call your local assessment centre to see if 
you should get tested. 
 
 

3. All returning international travelers must stay home for 14 days.  This is a mandatory 
requirement from the Government of Canada’s emergency order under the Quarantine Act.   
  

o If you have recently been in close contact with other people in a setting known to be 
experiencing an outbreak of COVID-19, whether in an Algoma community, or another 
Ontario or Canadian community, Algoma Public Health also recommends that you stay 
home for 14 days.  Although this is not required under the law, it is an additional 
recommendation to help prevent spread of the virus in our communities.  

o Algoma residents and employers who have questions about a specific exposure risk may 
contact APH for further guidance. Please call 705-759-5404 or 1-866-892-0172 ext. 5404.  

 

 Effective June 12th, 2020 Ontario has increased the limit on social gatherings from five to 10 
people across the province as well as moving forward with a regional approach to Stage 2 - A 
Framework for Reopening our Province https://files.ontario.ca/mof-framework-reopening-
province-stage-2-en-2020-06-08.pdf 
 

 Ontario's Chief Medical Officer of Health is also recommending that, in general, everyone should 
stay home except for essential reasons. 
 

 The Ontario government, in consultation with the Chief Medical Officer of Health, has extended all 
emergency orders currently in force until June 30, 2020. That includes the closure of bars and 
restaurants except for takeout and delivery only, restrictions on social gatherings of more than five 
people, and staff redeployment rules for long-term care homes and congregate settings like 
retirement homes and women's shelters. The government is also allowing drive-in religious 
gatherings. View the complete list of what the emergency orders include.   

Current Situation in 
Algoma District 
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Personal 
Preparedness 

“We have three main messages for our 
21 communities across Algoma: 

1. Practice Social Distancing 
2. Limit/know and track your close 

contacts 
3. If you feel sick, stay home” 
- Algoma Public Health 

Protect Yourself, Loved Ones and 
the Community! 

 Wash your hands often with soap 
and warm running water, or use 
hand sanitizer 
 

 Avoid touching your eyes, nose, 
and mouth unless you have just 
washed your hands 
 

 Cover your coughs and sneezes 
with a tissue or your arm, not your 
hand 
 

 Continue to Self-monitor for 
symptoms 
 

 Self-isolate for 14 days upon 
returning from international travel    
 

 You can choose to wear a non-
medical mask for short periods of 
time when physical distancing is 
not possible in public 
 

 Ontario's Chief Medical Officer of 
Health is strongly urging those 
over the age of 70 to stay home 
and self-isolate 
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Employment Standards Amendment Act (Infectious 
Disease Emergencies), 2020 
 
The Ontario Legislature has passed the Employment Standards Amendment Act (Infectious 
Disease Emergencies), 2020 to provide job-protected leave to employees in isolation or quarantine 
due to COVID-19, or those who need to be away from work to care for children because of school or 
day care closures or to care for other relatives. 

 

Job-protected leave 

The act provides job protection for employees unable to work for the following reasons: 

 The employee is under medical investigation, supervision or treatment for COVID-19. 
 The employee is acting in accordance with an order under the Health Protection and 

Promotion Act. 
 The employee is in isolation or quarantine in accordance with public health information or 

direction. 
 The employer directs the employee not to work due to a concern that COVID-19 could be 

spread in the workplace. 
 The employee needs to provide care to a person for a reason related to COVID-19 such as a 

school or day-care closure. 
 The employee is prevented from returning to Ontario because of travel restrictions. 

 

Employer Obligations 
Currently under the Occupational Health and Safety Act, if an employer is advised a worker is ill 
resulting from an exposure at work (including COVID-19), or a claim has been filed with the 
Workplace Safety and Insurance Board (WSIB) with respect to COVID-19 exposure at work, the 
employer must notify the Ministry of Labour, Training and Skills Development in writing within four 
days. The employer must also notify the workplace joint health and safety committee or a health and 
safety representative and trade union, if any. 

 

For more information visit https://news.ontario.ca/opo/en/2020/03/employment-standards-
amendment-act-infectious-disease-emergencies-2020.html 

Employer/Employee 
Rights & Responsibilities 
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Guidance on Health and Safety for the Office Sector 
during COVID-19  

Employers and constructors have obligations to protect workers from hazards in the workplace as set 
out in the Occupational Health and Safety Act (OHSA) and its regulations and the directives coming 
from the Chief Medical Officer of Health.  

Workers should raise any concerns to their supervisor; joint health and safety committee; health and 
safety representative. This will help ensure the employer has taken all reasonable precautions.  

Under Ontario law, employers have the duty to keep workers and work sites safe and free of hazards. 
Workers have the right to refuse unsafe work. If health and safety concerns are not resolved 
internally, a worker can seek enforcement by filing a complaint with the ministry’s Health and Safety 
Contact Centre at 1-877-202-0008. Failure of the employer or constructor to comply with the OHSA 
and its regulations could result in a stop-work order upon inspection by the Ministry of Labour, 
Training and Skills Development.  

 
The OHSA designates that a workplace has taken all precautions for its employees if it complies with 
the guidelines of the local Health Unit; in the case of the Township of Johnson, Algoma Public Health.  

 

For more information on the WSPS recommendations for the Office Sector and Office 
Administration & Secretarial Staff during COVID-19 visit: 

https://www.wsps.ca/WSPS/media/Site/Resources/Downloads/covid-19-office-health-and-safety-
guidance.pdf?ext=.pdf  

https://www.wsps.ca/WSPS/media/Site/Resources/Downloads/covid-19-office-admin-health-and-
safety-guidance.pdf?ext=.pdf  

 

For more information on the PSHSA Health and Safety Guidance During COVID-19 for 
Employers of Office Settings visit:  

https://www.pshsa.ca/resources/health-and-safety-guidance-during-covid-19-for-employers-of-
office-settings  

Employer/Employee 
Rights & Responsibilities 
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The Township of Johnson municipal office will remain closed while the emergency 
order is in effect. The situation will continue to be monitored and the decision to 
reopen the doors to ratepayers will be made based on direction from Algoma Public 
Health.  In the meantime, municipal services will continue to be offered through 
email, drop off and mail. 
 
The initial steps/procedures listed below will help to ensure that staff can continue 
to work and keep essential services operating for ratepayers, as well as prepare the 
facility for the eventual reopening of office doors.  
 

Social Distancing: 

 Social distancing of staff continues to be a priority. This will be achieved 
through a variety of measures including rotating schedules, limited in office 
working hours, barriers and designated work stations. Staff are encouraged 
to work from home as much as possible.  

Staff Scheduling: 

 It is understood that access to materials from the office and/or in office work 
time will be required on a regular basis for successful operations. See 
Appendix F for an Office Attendance Schedule template. Weekly scheduling 
will be completed by Clerk Chris Wray. Attendance of staff in the office 
should never exceed 5 people and social distancing recommendations of at 
least 6 feet must be followed at all times. Consideration will be given to staff 
with childcare needs when determining in-office hours. 

Personal Hygiene/Handwashing/Hand Sanitizing Practices: 

 Increased handwashing/sanitizing practices must be followed throughout the 
day. See Appendix E for effective handwashing instructions. Hand sanitizer 
will be made available in the office for regular use as needed. 

 

Phase 1 
Office Closed 
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Personal Protection: 

 Personal Protective Equipment (ie. gloves, face masks) will be available for all 
staff to use at their discretion. In the event that social distancing measures of 
at least 6 feet apart is not possible, staff will be required to wear a face mask 
for the duration of that time. See Appendix D for information on mask use for 
non-healthcare workers.  

Work Stations/Supplies: 

 Designated work stations and materials will help to limit exposure through 
contaminated surfaces. Staff will be assigned a working area and materials, 
(ie. phone, pens, stapler etc.) to be used by only themselves. In the event that 
items must be shared, increased cleaning protocols must be implemented. It 
is the responsibility of each employee to protect themselves by cleaning 
these high-risk items prior to use and/or using PPE (ie. gloves) as needed. 

Cleaning/Disinfection: 

 Ramped up cleaning procedures will be implemented immediately – see 
Appendix B for detailed cleaning recommendations as per Public Health 
Ontario. Regular cleaning of the office area will be conducted by cleaning 
staff but employees are expected to participate in increased disinfection of 
high traffic areas throughout the day when they are in the office. Adequate 
cleaning supplies and PPE will be supplied. 

Kitchen/Breaks: 

 Only 2 people will be allowed in the kitchen at a time. Hands must be 
washed/sanitized prior to entering the kitchen. Each employee will have a 
designated area of the fridge to store their lunches if needed. Consumption 
of lunches/snacks should take place at the employee’s designated work 
station when possible. If that is not possible, only two employees may be at 
the kitchen table at a time and must sit at the furthest possible distance from 
each other. Rotating lunch schedules may be needed to achieve this. 

Phase 1 – Cont’d 
Office Closed 
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Quarantine/Disinfection of Items Coming into the Office: 

 A rotating quarantine area will be designated for all incoming mail or other 
items that cannot be effectively cleaned and disinfected. See Appendix C for 
details on how long contamination remains on different materials as per 
WHO. Thorough disinfection of items that can be cleaned as per the 
directions included in Appendix B should be followed. If something that 
cannot be effectively sanitized must be handled immediately, gloves should 
be worn and hands thoroughly washed/sanitized following contact with the 
item. 

Staff Wellness Questionnaire: 

 Daily completion of a wellness questionnaire will be required by all 
employees upon entering the office. See Appendix A for the recommended 
form from Algoma Public Health. It is important that all staff answer 
questions honestly even if other reasons for the symptoms are suspected (ie. 
allergies or cold). COVID-19 affects everyone differently with symptoms 
varying from asymptomatic to severe respiratory failure. Protect those 
around you by staying home if you are feeling unwell, have been in contact 
with someone who is sick or confirmed to have COVID-19, or if you have 
traveled outside the Algoma District in the last 14 days. 

Staff Training: 

 Documented review of this Return to Work Action Plan and accompanying 
safety procedures/information is required by all staff. Please email Chris 
Wray at cwray@johnsontownship.ca to confirm completion.  

 

Conduct R–A–C–E analysis to determine any additional controls that may be needed: 
R – Recognize; A – Assess; C – Control; and E - Evaluate 

https://www.pshsa.ca/resources/risk-assessment-and-job-hazard-analysis 

Phase 1 – Cont’d 
Office Closed 
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These steps are to be implemented once the decision to reopen the doors of the 
office to the public has been made. All decisions to reopen the office will based on 
recommendations from Algoma Public Health. Doors will not reopen to ratepayers 
until the following measures, and any other additional measure as directed by APH, 
are in place: 
 
Physical Barriers: 

 Plexiglass barriers are installed as needed. Ratepayers must be served from 
behind this barrier at all times. 

 Buzzer/doorbell, or other systems that will ensure the safety of visitors and 
staff alike, is installed so that doors can remain locked to ensure that only 
one person enters the office at a time. 

Signage: 

 Signs providing direction to the public on the procedures in place to protect 
them and staff are posted as needed. Informational posters are available at:  
http://www.algomapublichealth.com/media/3408/community-support-package.pdf 
http://www.algomapublichealth.com/media/3461/binder_amplify_21_may-19-2020.pdf   

Social Distancing Measures for the Public: 

 Indicators are marked on the ground outside the doors to keep people that 
may be lined up at least 6 feet apart. Employees working directly with the 
public must maintain a social distance of at least 6 feet at all times.  

 Only one visitor will be allowed in the office at a time to limit exposure and 
ensure social distancing in the small front desk area. 

Personal Protection: 

 Personal protective equipment including face masks and gloves are available 
for all staff. Face masks must be worn when approaching the public to ask the 
wellness questionnaire and letting people in the doors. See Appendix D for 
information on mask use for non-healthcare workers. 

 

Phase 2  
Office Reopened 
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Hand Sanitizing: 

 Hand sanitizing stations are installed at multiple sites throughout the office 
including the entrance, kitchen and other central locations. All people 
entering the Township office must use hand sanitizer prior to entry. 

Public Wellness Questionnaire: 

 All people entering the Township office must be asked the following series of 
questions prior to being allowed entry: 

1. Do you have any of the following: Fever? Cough? Shortness of Breath? 
Sore Throat? Runny Nose? Feeling Unwell? 

2. Have you been in close contact with someone who is sick or has 
confirmed COVID-19 in the past 14 days? 

3. Have you returned from travel outside of Canada in the past 14 days? 

If they answer YES to any of these questions, or look visually unwell, entry into 
the office must be denied for 14 days. 

See Appendix A for the recommended form/questions from Algoma Public Health. 

Staff Scheduling: 

 Scheduling of staff for in-office working hours will be based on 
recommendations by Algoma Public Health for social distancing. Reduced 
hours/rotating schedules may be required. Weekly scheduling will be 
completed as needed by Clerk Chris Wray. 

NOTE: Phase 1 (Office Closed) guidelines from this report for Social Distancing; Personal 
Hygiene/Handwashing Practices; Work Stations/Supplies; Cleaning/Disinfection; Kitchen/Breaks; 
Personal Protection; Quarantine/Disinfection of Items Coming into the Office; and Staff Wellness 
Questionnaires must continue to be followed during Phase 2 (Office Reopened). 
 

Conduct R–A–C–E analysis to determine any additional controls that may be needed: 
R – Recognize; A – Assess; C – Control; and E - Evaluate 

https://www.pshsa.ca/resources/risk-assessment-and-job-hazard-analysis 

Phase 2 Cont’d 
Office Reopened 
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In the final phase of the Township of Johnson Office COVID-19 Return to Work Action 
Plan the pandemic and all social distancing measures are over. The office can resume 
normal activities. 
 

Social Distancing: 

 Social distancing is no longer a concern for staff. 
 Social distancing indicators for the public can be removed. 
 There are no longer any limits on the number of visitors allowed in the office 

at a time. 

Office Attendance: 

 Staff work schedules return to normal. 

Work Stations/Supplies: 

 Strict workstation and office supply rules no longer apply. 

Cleaning/Disinfection: 

 Increased cleaning measures are no longer needed, but regular cleaning is 
still recommended. 

Kitchen/Breaks: 

 Social distancing for staff is no longer a concern and normal kitchen/break 
interactions can resume. 

Personal Protection: 

 Use of personal protective equipment as a barrier against COVID-19 is no 
longer necessary but use of PPE for other workplace hazards should still be 
utilized as needed 

 

 

 

Phase 3  
Resume Normal Functions 
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Quarantine/Disinfection of Items Coming Into the Office: 

 Quarantine/disinfection of items coming into the office is no longer required.  

Wellness Questionnaires: 

 Wellness questionnaires for staff or the public are no longer needed. 

Physical Barriers: 

 Physical barriers such as the plexiglass and locked doors are no longer 
necessary. 

Signage: 

 Signs relating to COVID-19 procedures can be taken down. 

Hand Sanitizing: 

 Handwashing and/or use of hand sanitizer is still recommended after using 
the restroom, prior to entering the kitchen and when hands are obviously 
dirty, but the fear of COVID-19 is no longer a concern and sanitation practices 
can return to normal. 

 

 

 

 

 

 

 

 

 

Phase 3 Cont’d 
Resume Normal Functions 
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Stay connected, stay active and stay safe! 

The COVID-19 pandemic has been challenging for everyone across the world. While 
social distancing plays an important role in protecting our physical wellbeing, isolation 
and the stress of such uncertain times can take a toll on mental health. It is important 
to stay healthy both mentally and physically during this difficult time.  

In the event that you find the mental health of yourself or someone you know 
suffering as a result of the COVID-19 pandemic, or for any other reason, it is important 
to reach out for help. Assistance is available through many different resources.  

Mental Health – Algoma Public Health 

http://www.algomapublichealth.com/addictions-mental-health/mental-health-and-covid-19/ 

COVID-19 and Mental Health @ Work – Government of Canada 

https://www.canada.ca/en/government/publicservice/covid-19/covid-19-mental-health-work.html  

Mental Health and COVID-19 – World Health Organization 

https://www.who.int/teams/mental-health-and-substance-use/covid-19   

Algoma District, ON - Mental Health Resources 

https://www.ementalhealth.ca/index.php?m=record&ID=56548 

Walk-In Counselling Service – Canadian Mental Health Association 

386 Queen St East, Sault Ste. Marie, ON   Tuesdays 11:30am-7pm    705-945-5050 

Crisis Helpline 

705-759-3398 or 1-800-721-0077 or 9-1-1 for Emergency Services 

Mental Health 
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Algoma Public Health Novel Coronavirus Information: 

http://www.algomapublichealth.com/disease-and-illness/infectious-diseases/novel-
coronavirus/#algoma 

Public Health Ontario: 

https://www.publichealthontario.ca/en/diseases-and-conditions/infectious-diseases/respiratory-
diseases/novel-coronavirus 

Public Health Agency of Canada: 

https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection.html 
 
World Health Organization: 

https://www.who.int/emergencies/diseases/novel-coronavirus-2019 

Ontario Ministry of Health: 

https://www.ontario.ca/page/how-ontario-is-responding-covid-19 
 
COVID-19 in Ontario: 

https://covid-19.ontario.ca/?_ga=2.95909849.479245626.1591555326-702543053.1591555326 
 
Resources to Prevent COVID-19 in the Workplace: 
 
https://www.ontario.ca/page/resources-prevent-covid-19-workplace  

Useful Links 
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http://www.algomapublichealth.com/media/3462/survey-screening-poster.pdf   

 

Appendix A 
Wellness Questionnaire 
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https://www.publichealthontario.ca/-/media/documents/ncov/factsheet-covid-19-environmental-
cleaning.pdf?la=en   

 

 

 

Appendix B 
Cleaning and Disinfection  
for Public Settings 
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How long does the coronavirus survive on surfaces? 

The most important thing to know about coronavirus on surfaces is that they can easily 
be cleaned with common household disinfectants that will kill the virus. Studies have 
shown that the COVID-19 virus can survive for: 

 up to 72 hours on plastic and stainless steel 
 less than 4 hours on copper; and  
 less than 24 hours on cardboard  

As always clean your hands with an alcohol-based hand rub or wash them with soap 
and water. Avoid touching your eyes, mouth, or nose.  

https://www.who.int/emergencies/diseases/novel-coronavirus-2019/question-and-answers-hub/q-a-
detail/q-a-coronaviruses  

 

More information on surface contamination is also available at: 

https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-
infection/prevention-risks.html 

 

Guidance on worker procedures for handling paperwork during COVID 19 – IHSA: 

https://www.ihsa.ca/pdfs/alerts/COVID19/guidance-on-worker-procedures-handling-paperwork-
during-covid-19.pdf   

 

 

 

Appendix C 
Surface Contamination 
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http://www.algomapublichealth.com/media/3445/factsheet-covid-19-masks-not-healthcare-1.pdf   

 

Video on use of non-medical face coverings: 

https://www.facebook.com/algomahealth/videos/2651425331760892/ 
 
 
 

Appendix D 
Mask Use for Non-Healthcare Workers 
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http://www.algomapublichealth.com/media/3307/wash-your-hands-poster-general.pdf   

 

Appendix E 
Handwashing 
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Township of Johnson  

Office Attendance Schedule COVID-19 

For the Week of_______________ to _______________ 2020 

Employee Sun Mon Tues Wed Thurs Fri Sat 

Chris Wray        

Paula Spurway        

Frieda Labelle        

Angela Charbonneau        

Heather Tener        

Pat O’Gorman        

Herman Klingenberg        

Aaron Millette        

Terry Phillips        

Matt Hunter        

Brian Orchard        

Ron Smith        

Denise Methot        

Student #1        

Student #2        

 

Appendix F 
Office Attendance Schedule 
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