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COVID-19 PROTOCOLS: 
Protecting our Staff, Volunteers and the 
Evergreen Brick Works Community

May 2020     |     Last Update: April 27, 2022
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The COVID–19 pandemic has had a significant 
impact on communities across Canada and the 
world, with the mandated closure of public sites 
and encouragement for all residents to stay home 
in order to flatten the curve and reduce spread of 
the virus. Evergreen closed our office doors and 
suspended all public programming at the  
Evergreen Brick Works (EBW) on March 13, 2020. 
Since that time, Evergreen has gradually reopened 
activities on site, in accordance with guidelines from 
government and pubic health.

As a response to Covid-19, Evergreen has established 
a Recovery Planning Committee, increased the 
frequency of Joint Health & Safety Committee 
(JHSC) meetings, and developed these protocols. In 
establishing these protocols, Evergreen has relied on 
resources provided by various levels of government 
and public health officials, as well as best practices 
that have been shared with us from our industry 
contacts and partners. Given the rate of change and 
ongoing evolution of the pandemic, we will continue 
to review the latest information available, make 
evidence-based decisions, and update our  
protocols as needed. 

Evergreen is committed to continuing to use 
“safety first” as a guiding principle. We will take 
all reasonable precautions to prevent and control 
infection and will remain focused on the health and 
wellbeing of our staff, volunteers, partners, program 
participants and visitors. 

GENERAL OVERVIEW
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Under Ontario law, employers have the duty to take 
every reasonable precaution to protect workers 
from hazards in the workplace, including protection 
from illness and disease. Evergreen takes this duty 
seriously, and in the context of COVID-19 has put 
additional measures in place to help prevent and 
control the spread of this virus. These measures 
include the establishment of a Recovery Planning 
Committee, increasing the frequency of Joint Health 
& Safety Committee (JHSC) meetings, and the 
development of these protocols.

Operation of the JHSC

The JHSC continues to meet on a regular basis, 
providing ongoing support, guidance and 
accountability as the organization continues to 
navigate the pandemic.”  Get rid of the part about 
layoffs and interim membership.

Practices for Healthy Staff & Volunteers

Social Distancing
Public health guidance recommends a physical distance 
of at least 6 feet be maintained between individuals. 
Wherever possible, on-site tasks and work stations will 
be set up to maintain this physical distance.

Hand Washing
All staff and volunteers arriving to EBW must wash 
their hands at the beginning and end of each shift or 
break, after using the washroom, sneezing, coughing, 
touching their face, blowing their nose, cleaning, 
eating or drinking; proper hand washing requires that 
hands are washed for at least 20 seconds with soap 
and water, and then thoroughly dried. In addition 
to these circumstances, staff and volunteers should 
wash their hands at least every 60 minutes, and 
dry thoroughly. Where a situation prevents proper 
hand washing, staff and volunteers should use hand 
sanitizer as a back-up. 

General Hygiene 
Staff and volunteers should avoid touching their 
face, and specifically their eyes, nose and mouth. It 
is also important that appropriate cough and sneeze 
etiquette is followed, meaning that a cough or sneeze 
should be covered with a tissue, elbow or sleeve, 
followed by a thorough hand washing.

Face Coverings
A mask that provides physical respiratory protection 
should be worn by staff and volunteers in the 
following circumstances when onsite at EBW:

• In situations where physical distancing cannot be 
maintained, or where it may be difficult to maintain; 

• When transiting indoor common areas  
(i.e. hallways, washrooms, elevators);

HEALTH AND SAFETY PROCEDURES FOR  
EVERGREEN STAFF AND VOLUNTEERS
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• In any indoor space when it’s accessible by  
visitors to the site.

Evergreen has procured a supply of non-medical face 
masks that will be distributed to staff and volunteers 
attending to site (who do not already have their own). 
To properly utilize a mask, staff and volunteers should:

• Wash hands prior to putting the mask on;

• Always put the same side against their face (to 
avoid putting a potentially contaminated side 
against the mouth or nose);

• Remove the mask using the straps, to avoid touching 
the parts of the mask that protect their face;

• Never share a mask; 

• Wear a mask only according to the manufacturers 
specifications;  

• Wash a cloth mask after each use. 

Remote Work
In order to further protect the health and safety of 
those working on site, and to minimize risk to all staff 
to the greatest extent possible, Evergreen continues 
to limit the number of staff on site. The majority 
of Evergreen staff continue to work remotely the 
majority of the time, unless the execution of their 
tasks requires an on-site presence. When staff are 
on site, we continue to prioritize safety protocols, 
including screening, physical distancing, enhanced 
cleaning procedures and vaccination requirements.

Practices for Staff or Volunteers  
Who are Sick

General Prohibition
Staff or volunteers should not attend to EBW for a 
scheduled shift if they:

• Are experiencing any COVID-related symptoms, 
such as fever, cough, sore throat, shortness of 
breath or difficulty breathing, or are feeling ill in 
any other way;

• Have recently travelled outside of Canada (last 14 
days) and are currently required to quarantine as 
per the federal regulations found here:  
https://travel.gc.ca/travel-covid

• Have had contact with a probable, or confirmed, 
case of COVID-19 and are required to self isolate 
as per public health; or

• Are awaiting testing or test results for COVID-19.

Immediate Steps Required in the Event of Illness
All staff and volunteers are required to report directly 
to their supervisor if they are feeling unwell, showing 
cold/flu symptoms, or witness another employee, 
volunteer or program participant exhibiting such 
symptoms. Upon being notified that an individual is 
exhibiting symptoms the supervisor will:

• Ensure the individual is separated from others in  
a supervised area, until they can go home;

• If physical distancing is not possible and care is 
necessary, ensure that anyone interacting with 
the individual is wearing proper PPE, including 
face mask, gloves and an eye shield 

https://travel.gc.ca/travel-covid
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• Ensure that the Director, People & Culture or 
Manager, People & Culture Operations is notified, 
as soon as the individual experiencing symptoms 
is safely isolated;

• Ensure that the Facilities Manager or General 
Manager is notified, as soon as the individual 
experiencing symptoms is safely isolated, so that 
appropriate cleaning and sanitization measures 
are enacted;

Even if symptoms do not emerge while on site, staff 
and volunteers who have been, or are scheduled to 
be, on site must report to their supervisor if they are 
being tested for, or are diagnosed with, COVID-19. 

Organizational Reporting Requirements
People & Culture is responsible for ensuring the 
appropriate reporting requirements are met for any 
confirmed or suspected case of COVID-19.

• This includes fulfilling reporting requirements set 
out in the Occupational Health and Safety Act 
and any Workplace Safety and Insurance Board 
Requirements.

• The People & Culture team will make all 
reasonable efforts to identify any staff and 
volunteers who have been in close contact with 
a confirmed case of COVID-19, and advise those 
staff and volunteers to seek advice from local 
public health officials related to their need for 
testing or isolation. Where there is a suspected 
but unconfirmed case of COVID-19 staff and 
volunteers will be asked to self-monitor, and may 
be asked not to participate in program or site 
activities until further notice.

Exclusions
An individual who tests positive for COVID-19 is to 
be excluded from EBW programs and activities for at 
least 5 days after the onset of symptoms. Those who 
have tested positive or are experiencing symptoms of 
COVID-19 should not return to site for a minimum of 
5 days from the onset of symptoms and until they are 
symptom free for 24 hours.

Where there is a suspected but unconfirmed case 
of COVID-19 staff and volunteers who have been 
in contact with the individual will be asked to self-
monitor, and may be asked not to participate in 
program or site activities until further notice.

COVID-19 Mandatory Vaccination Policy 
for Employees & Volunteers 

Evergreen is committed to continuing to do what we 
can to keep our employees, volunteers, and visitors 
safe and healthy during the current pandemic. We 
believe that an important part of this effort is to 
ensure that our employees and volunteers are fully 
vaccinated against COVID-19.

A. Policy Application
The purpose of this policy is to set out the vaccination 
requirements for accessing Evergreen’s workplace.

This policy applies to all Evergreen employees  
and volunteers. Our expectation is that all such 
individuals will participate in advancing our efforts to 
achieve and maintain a healthy and safe workplace by 
complying with this policy and with any other health 
and safety directives that Evergreen, or public health 
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officials, have or may implement.

B. Mandatory Vaccination
Effective November 1, 2021, all Evergreen employees 
and volunteers must be fully vaccinated in order to 
attend the workplace, subject to the accommodation 
requirements set out below. The workplace includes 
Evergreen property (EBW) and any additional location 
we may operate programming (for example, the 
Gateway Bicycle Hub). Individuals are considered 
to be “fully vaccinated” 14 days after they have 
received the last dose of a series of 2 of a vaccine  
or a combination of vaccines approved by Health 
Canada. If, at a later date, Health Canada or other 
governmental authorities require that individuals 
receive booster shots or additional COVID-19 
vaccines to be considered fully vaccinated, the 
number of doses required under this policy will 
correspond to the number of COVID-19 vaccine doses 
recommended.

Proof of vaccination status may be provided through 
email or over video conference to a member of the 
People & Culture team. A record of whether or not 
the employee or volunteer has been vaccinated will 
be held within the People & Culture team, will be kept 
confidential, and will only be shared with those who 
must be advised for health and safety and business 
purposes, including for the purposes of confirming 
eligibility to access the workplace. Evergreen will not 
retain a copy of any proof of vaccination documents. 
If it is determined that  the vaccination information 
is no longer required, Evergreen will destroy the 
information.

Evergreen is collecting vaccination status information 
for the purposes of granting employees and 

volunteers access to the workplace and for health 
and safety purposes in order to protect Evergreen 
employees and volunteers and the people they come 
into contact with, from the spread of the COVID-19 
virus and its variants.

Evergreen may use and disclose anonymous and 
aggregated COVID-19 vaccination data for the 
purposes of, for example, determining the percentage 
of the workforce that is vaccinated, for assuring 
customers and visitors that the employees and 
volunteers assisting them are fully vaccinated, and for 
other business purposes. While Evergreen does not 
anticipate having to disclose individual vaccination 
status information to third parties, if it is determined 
that such disclosure is needed or appropriate, such 
individualized information would only be shared with 
third parties with the consent of the employee or 
volunteer and in accordance with applicable law.

C. Accommodation
Employees or volunteers who are unable to comply 
with the vaccination requirements of this policy 
because of a medical exemption and/or wish to 
discuss accommodation options related to a protected 
ground of discrimination under the Ontario Human 
Rights Code (the “Code”)  should contact Melanie 
Francis, Director, People & Culture, without delay. Such 
employees or volunteers may be required to  provide 
documentation  substantiatinga medical or human 
rights accommodation in the normal course. Please 
note that accommodation requests on the basis of a 
personal belief or for personal reasons not protected 
by human rights legislation will not be considered.

Employees or volunteers who receive an 
accommodation in accordance will be required  
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to take a rapid COVID-19 test each day they enter 
Evergreen’s workplace. The test will need to be 
negative in order for the employee or volunteer to 
enter Evergreen’s workplace. Positive test results will 
be reported to the employee or volunteer, and may be 
disclosed to those who “need to know” at Evergreen 
to meet its health and safety objectives, but will 
otherwise be kept confidential except as required to 
comply with the program requirements. Evergreen will 
supply rapid tests to those individuals who receive an 
accommodation.

Employees who do not have the COVID-19 vaccine 
for a reason unrelated to a valid medical exemption 
(as defined by the Chief Medical Officer of Health) or 
a protected ground under the Code, and whose role 
requires their attendance at the workplace in order to 
fulfill their regular duties, will be placed on an unpaid 
leave of absence.

D. Other Pandemic Protocols
All employees and volunteers must comply with 
Evergreen’s safety protocols relating to the pandemic 
as set out in Evergreen’s Infection Control & 
Prevention Plan, including completing the approved 
screening questionnaire before attending at work, 
distancing, wearing personal protective equipment, 
sanitizing, washing hands, and otherwise maintaining 
a high standard of cleanliness.

E. Policy Compliance and Review
This policy operates in conjunction with Evergreen’s 
Occupational Health & Safety Policy, Evergreen’s 
Infection Control & Prevention Pan (and 
accompanying appendices) and will remain in effect 
during the course of the COVID-19 pandemic and until 
further notice.

This policy will be reviewed regularly and may be 
updated from time to time in light of evolving 
developments and public health recommendations, 
with the goal of ensuring a safe workplace.be 
updated from time to time in light of evolving 
developments and public health recommendations, 
with the goal of ensuring a safe workplace.
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Cleaning Protocols

Evergreen maintains enhanced cleaning routines 
with a focus on the health and safety of our staff 
and visitors. We continue to monitor and evolve our 
solutions consistent with the latest information 
available.

Ventilation improvements and HVAC adjustments 
have been made to maximize fresh airflow while 
minimizing particulate within tenant spaces.

Use of Washrooms
• All washrooms will have signage promoting 

proper hand washing as per public health 
recommendations.

• Public washrooms (i.e. Building 14) will be 
cleaned and disinfected as often as required 
to maintain sanitary conditions. During peak 
times on site, i.e. during farmers markets, public 
washrooms will be cleaned and disinfected more 
often. 

EVERGREEN BRICK WORKS FACILITY

Planning for Programs and Events at 
EBW

EBW is a unique public gathering space, with a 
diversity of visitors and usage across the site. We 
recognize that this broad range of activity, from the 
ordinary use of office space to the running of an 
Adventure Camp, may necessitate different health & 
safety requirements. We are commited to following 
required measures for each type of activation we run.  

Right to Refuse Participation

Evergreen reserves the right to refuse participation in 
programs, events or other activities at EBW to those 
who refuse to comply with the safety procedures 
outlined in this Guide, having due regard for our 
accommodation obligations under Ontario’s  
Human Rights Code. 
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Joint Health & Safety Committee (Interim Membership)

Melanie Francis, (Management Member):  mfrancis@evergeen.ca 

Christopher Boyle, (Worker Member):  cboyle@evergreen.ca 

Gracie James, (Worker Member):  gjames@evergreen.ca 

Recovery Planning Committee

Kathleen Buzek, Chief Financial Officer:  kbuzek@evergreen.ca

Lucia Piccinni, General Manager:  lpiccinni@evergreen.ca

Melanie Francis, Director, Talent & Culture:  mfrancis@evergreen.ca

People & Culture

Melanie Francis, Director, People & Culture:  mfrancis@evergreen.ca

Stephen Bujas, Manager, People & Culture Operations:  sbujas@evergreen.ca

Evergreen Brick Works

Lucia Piccinni, General Manager:  lpiccinni@evergreen.ca

Emma Vredenburg, Visitor Experience and Operations Manager:  evredenburg@evergreen.ca

Appendix I – Key Contacts
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