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I

EXECUTIVE SUMMARY

The following plan should be read in the context of Guelph Independent Living’s (GIL) broader
Emergency Response Plan. A coronavirus is one in a possible range of emergencies GIL could face and
for which the organization must be prepared. However, a pandemic brings with it unique challenges so
extreme that careful advanced planning is required. Given the concerns raised by health officials around
the world that a pandemic is likely, major institutions, as well as countries and municipalities, have been
asked to prepare plans.
This report identifies issues of primary concern for GIL. It outlines the characteristics of a pandemic and
the unique challenges it presents. It also identifies essential functions for business continuity and
establishes authority for decision-making.
Coronaviruses
Coronaviruses are part of a large family of respiratory infections. They can occur through virus-laden
droplets released when an infected person coughs or sneezes. There is no immediate vaccine, and
symptoms can range from mild to serious.
Challenges
Challenges unique to pandemic include:
1. Extremely high absenteeism – 15-35% of work force as well as cyclical ripples from additional
exposure.
2. Close involvement and co-ordination with the relevant community response teams (local and
provincial) and Wellington-Dufferin-Guelph Public Health Unit (WDGPH).
3. Supply chain disruptions.
4. Communication disruptions and need for coordination.
Authority
As in any emergency, the Incident Management Team (IMT) has full decision-making authority and
responsibility. The Executive Director, or his/her designate, has the authority to make changes to GIL’s
Programs and Services acting on the recommendation of the IMT. However, in a pandemic, external
authorities and/or WDGPH will also play an important role in the decision-making.
Business Continuity
Business will not be “as usual”. It is highly likely our clients’ bookings, as well as many of our Programs
and Services, will be disrupted at some point. It is imperative that essential functions continue to operate.
These functions will require close planning.
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II

OBJECTIVE

The objective of this plan is to direct the members of GIL to respond effectively in the event of a
pandemic and guide pandemic preparedness efforts for all GIL Programs and Services. Our main goals
during a pandemic are to:
1. Protect the health of GIL’s clients and Workers
2. Maintain the provision of supportive services to our clients.
The goals of GIL’s Pandemic Plan are consistent with the Provincial Government’s goals and WellingtonDufferin-Guelph Public Health’s (WDGPH) goals: (minimize serious illness and overall deaths and
minimize disruption). GIL will take steps necessary to strengthen pandemic preparedness; contain or
delay the spread of the virus; ensure early detection, notification and response to cases and develop
effective communication strategies. GIL’s plan will incorporate a stop light approach - CODE GREEN,
CODE YELLOW, & CODE RED - which will indicate the level of emergency GIL is facing and
operational changes GIL will implement.
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III

DEFINITION OF A PANDEMIC

Coronaviruses (CoV) are a large family of viruses that cause illness ranging from the common cold to
more severe diseases such as Severe Acute Respiratory Syndrome (SARS-CoV).
Coronavirus disease (COVID-19) is a new strain that was discovered in 2019 and has not been previously
identified in humans.
Coronaviruses are zoonotic, meaning they are transmitted between animals and people. Detailed
investigations found that SARS-CoV was transmitted from civet cats to humans and MERS-CoV from
dromedary camels to humans. Several known coronaviruses are circulating in animals that have not yet
infected humans.
Common signs of infection include respiratory symptoms, fever, cough, shortness of breath and breathing
difficulties. In more severe cases, infection can cause pneumonia, severe acute respiratory syndrome,
kidney failure and even death.
Standard recommendations to prevent infection spread include regular hand washing, covering mouth and
nose when coughing and sneezing, thoroughly cooking meat and eggs. Avoid close contact with anyone
showing symptoms of respiratory illness such as coughing and sneezing.
Source: https://www.who.int/health-topics/coronavirus
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Related Links:


City of Guelph https://guelph.ca/



The Government of Canada: Pandemic COVID-19 https://www.canada.ca/en/publichealth/services/diseases/coronavirus-disease-covid-19.html



Ontario Ministry of Health and Long Term Care: Homepage Web site:
http://www.health.gov.on.ca/en/



Public Health Agency of Ontario - https://www.publichealthontario.ca/



World Health Organization: Homepage Web site: https://www.who.int/
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CHALLENGES DURING A PANDEMIC

Employee Absenteeism
Health Canada estimates that 15-35% of the population may become ill during the course of a pandemic
and be unable to work for a period of time. This will have a profound impact on the broader business
community. Many GIL Workers are primary care givers of children or elderly parents and will need to
stay home to care for their families. As well, some Workers may stay home due to concerns or fears
about potential exposure to illness in the workplace. The resulting high rates of employee absenteeism
will affect every sector and every part of the affected communities.
Communication
Regular mediums of communication may be adversely affected and an increased demand for information
may overload our communication systems. Identifying contingency plans for sustaining basic functions
in case of loss of telecommunications, utilities, and IT capability is required.
Supply Chain Disruption
High absenteeism will likely affect the delivery of services and goods, internationally, and nationally, as
transportation and manufacturing Workers become ill. The pandemic will affect countries around the
world; some regions will be hit earlier, longer, and harder than other regions. If border crossings or
transportation systems are disrupted the delivery of supplies may be delayed and or unavailable, resulting
in an interruption of services and a shortage of supplies and fuel.
Essential Services May be Disrupted
If a pandemic is severe, disruptions may occur in services provided by hospitals and other healthcare
facilities, banks, restaurants, government offices, post offices, public transportation, and telephone and
cellular companies. Stores of all descriptions may close or have limited supplies; therefore, business,
personal and family planning efforts will be critical in preparing for these potential challenges.
Public Health Measures
Public health measures are non-medical interventions that may be imposed by provincial or local public
health care officials to reduce the spread of the coronavirus in the community. These measures may
include public education; case and contact management; community-based disease control measures, such
as cancellation of public gatherings (e.g., conferences, classes or sporting events); or closures of schools
and day cares. In addition, the provincial government may issue travel restrictions and screening of
travelers.
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V.

CHALLENGES TO GUELPH INDEPENDENT LIVING

GIL will face numerous significant challenges in a widespread pandemic. GIL will focus on the
following areas to reduce and/or overcome the challenges caused by a pandemic.
Employee Absenteeism
High absenteeism will present the greatest challenge to the delivery of services, straining human resources
operations. Strategies to manage Worker shortages and to cancel non-critical activities must be
developed. Such strategies may include redeploying Workers from non-urgent activities, scheduling
fewer Workers for shifts to reflect changing schedules as non-priority care will be scaled back or
cancelled. Assisted Living and Seniors’ Assisted Living Programs will be encouraged to develop social
distancing and infection control strategies at the first sign of increased rates of absenteeism. These
strategies include insisting that Workers who have symptoms of the coronavirus stay at home, providing
Workers the option to work at home where applicable (e.g. Administration Team), and staggered or
alternative work hours.
Communication
Communication will be critical in developing an effective response to a pandemic. GIL will need to
ensure accurate, timely and effective communication to Workers, clients, and visitors. Strategies will be
necessary for communicating with clients, their family members, Workers (especially those that work
after-hours) and community stakeholders about changes to Programs and Services. GIL recognizes that
cell phone systems may go down and websites may not be accessible. As such, numerous communication
vehicles will be utilized, including posting of hard copy notices.
Education and Training
Education and training sessions will be developed and provided to Workers regarding emergency and
service continuity plans, so they will know their roles and responsibilities. Workers will receive N95
mask fit testing and training , receive training and review on infection control and prevention practices
and receive information on the personal steps they can take to prepare for a pandemic.
Supplies
In the event of a pandemic, the ability to obtain supplies will be affected as goods may be unavailable or
shipping/receiving may be impeded. A list of essential supplies will be developed in advance. GIL will
procure and store a 4-week supply of all essential supplies and equipment needed to maintain operations
during a pandemic.
Providing Support for Those Affected
Workers will be affected in numerous ways: GIL Workers may be ill or caring for ill family members;
Workers may be dealing with the loss of family members or friends, etc. GIL will use a phone-tree
communication system to keep in touch with all Workers and make every effort to support those who are
affected by the pandemic.
Service Continuity Plan
GIL plans to reduce the impact on its operations and to ensure continuation of services wherever possible.
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VI

PLANNING AND PREPAREDNESS

Incident Management Team (IMT)
The many complex decisions made during a pandemic must be coordinated and carefully managed.
Should a pandemic alert within the agency move to CODE YELLOW or beyond, GIL will assemble the
Incident Management Team (IMT). The IMT consists of the Senior Leadership Team (SLT) who is
responsible for coordinating the provision of essential services necessary to minimize the effects of a
pandemic. Some members of the IMT may work offsite during a pandemic and will communicate
through emails and telephone if/as necessary.
Membership:
Senior Leadership Team (SLT)
 Executive Director
 Manager, Human Resources
 Manager, Finance & Administration
Additional personnel may be called or added to the IMT including:
 Board of Directors, Executive Committee
 Assisted Living, Outreach and Seniors’ Community Coordinators
 Property Manager
 Assisted Living/Special Projects Assistant
 Human Resources Assistant
 Scheduler
While the IMT may not require the presence of all the people listed as members of the committee, all
members will be notified. The members will have defined roles and responsibilities and will ensure that
plan implementation has timelines and performance measures. The IMT will determine the decisionmaking structure, accountability, and legal and ethical issues. The committee will work very closely with
representatives of the major stakeholder groups to ensure thorough communication and consistent
messages. Additional issues to consider unique to a pandemic include:







Confirming that a pandemic is likely to affect GIL’s Programs & Services
Declaring that the IMT is assuming responsibility for the organizational response
Authorizing and coordinating the shift to the Pandemic Response Plan for the Assisted Living,
Seniors’ Assisted Living and Outreach Programs and suspending the Seniors’ Supported Living
Programs
Notifying and liaising with the various levels of government and public agencies
Confirming that the pandemic is over within GIL and suspending the Pandemic Response Plan
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Service Impact
As the impact of the pandemic increases, GIL will implement a Stop Light approach to our services.

CODE GREEN: Status Quo






All clients receiving full services
On-going monitoring of clients and Workers
Education and information shared with clients and Workers on a regular basis from all applicable
resources e.g. WDGPH, City of Guelph, MOH, WWLHIN, PHAC,WHO, etc
N95 Fit Testing of Workers
Environmental cleaning checklist system used in all programs and Administration Office

CODE YELLOW: Pandemic Severity: Mild-Moderate (Alert Mode)












Based on information received and notification from Wellington-Dufferin- Guelph Public Health
(lead agency), Ministry of Health, Provincial Government and the World Health Organization
Spike in reported cases of coronavirus throughout the Region, City of Guelph
Spike in reported cases of coronavirus in clients and Workers within GIL
IMT assembled to direct GIL’s Pandemic Response Plan
Some cancelations of non-essential client and business services
Some cancelations of non-essential workshops and meetings
Applicable social distancing measures adopted
Additional infection control measures adopted, i.e. N95 mask, surgical mask, gown and goggle
use where applicable
Environmental cleaning checklist system used after each shift in all Programs Offices and
Administration Office
Clean and disinfect surfaces and equipment that may have become contaminated with droplets or
respiratory secretions in clients’ homes
Clean and disinfect any equipment that is shared before moving from one client to another i.e.,
goggles

CODE RED Pandemic Severity: High (Extreme Emergency)









Wide spread coronavirus cases reported in GIL clients and Workers
Worker absenteeism
Travel restrictions
Mandated closures of schools and day cares
Possible shortage of supplies affecting all types of businesses, including grocery stores,
pharmacies and gas stations, because transportation and delivery services are disrupted
Possible disruptions in services such as hospitals and healthcare facilities, banks, post offices,
public transportation, government offices, restaurants, telephone and cellular companies
Assisted Living, Seniors’ Assisted Living and Outreach Programs will use the Pandemic Response
Plan. (Refer to Appendix 1)
Closure of Seniors’ Supported Living, Leisure and Home Help Programs
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Communications
The goal of this plan is to help us strengthen our ability to meet the needs of our clients. The easier and
more efficiently GIL can share information, ideas and knowledge, the better we can support our clients.
 The Executive Director, or designate, is the spokesperson for GIL; all communication will be
directed through the Executive Director
 The IMT will focus on providing up-to-date information to GIL clients and their family members,
Workers, the Board of Directors, stakeholders, (including government agencies) and the public
 GIL will communicate early in the pandemic and as often as possible to keep the information
current and reduce anxiety
 The communication methods we employ will reach all members of GIL’s organization, (with
special consideration to clients and Workers who may not have access to a computer)
 A communication hotline will be developed for clients and Workers to receive immediate
information (Pandemic Information Line)
 A multi-pronged approach will be necessary if there are problems with electronic communications
 A tracking tool will be established for both clients and Workers to monitor the phase of illness,
number of reported cases, employee absences, Workers and clients in isolation, Workers and
clients in hospital, and doctor’s approval for Workers’ return to work
 A Phone Tree will be used to reach all members of the organization, especially those without
computers
GIL will rely on the following methods of communication to ensure that all clients, Workers and
stakeholders are notified:
 GIL website
 emails
 emergency voicemail
 Staff Salute/New
 phone
 fan-out of hard copies
Directions
 phone tree
 bulletins
 conference calls
 memos
GIL’s Website
Pandemic Information will be available on the GIL website; this area of the website will be activated as
soon as the provincial health officials declare a pandemic in Ontario. The link will be accessed in the
Resource Library, which is located on the navigation bar at the top of the homepage. The page will
incorporate or link to messages from other agencies (i.e. public health vaccination sites, dates and times)
and provide information about the pandemic and related issues, including travel advisories, FAQs and fact
sheets. Information will be updated as needed, most likely in the late afternoon (i.e. 4:00 pm), following
briefing by the provincial and local health departments. All postings will include a day and time. The
Manager, Human Resouces will post other communication materials pertinent to GIL operations as
needed and as directed by the Executive Director.
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Infection Prevention and Control Measures
Education and Training
In order to be proactive, education and training regarding pandemic planning will be paramount to
minimize the impact of a pandemic on GIL’s Programs and Services.
The Executive Director and the Manager, Human Resources with the assistance of the Assisted
Living/Special Projects Assistant or designate, will assemble and distribute information and fact sheets to
increase awareness of coronavirus and other infectious diseases during CODE GREEN. All clients and
Workers will receive educational materials using a variety of media tools including the GIL website, New
Directions news letters, Staff Meetings, Client Meetings, documents and memos, emails, and voicemail.
All Workers will receive training in infection control procedures, the use of personal protective equipment
(PPE), N95 fit testing, appropriate waste disposal procedures (if required) and GIL’s pandemic plan. All
clients and Workers are encouraged to assemble a survival kit for home.
Containment and Infection Control
Coronavirus is primarily droplet spread. It can be directly transmitted from person to person when a
symptomatic person coughs, sneezes, or talks and droplets of their respiratory secretions are exposed to
the mucous membranes of the mouth, nose, and eyes of another person. Particles expelled by a coughing
or sneezing person can travel some distance and may be inhaled by someone who is within 2-metres of a
coughing or sneezing person (short-range-transmission). It is critical that GIL Workers follow infection
prevention and control measures early in the pandemic (during CODES GREEN and YELLOW), to be
successful in containing the spread of the coronavirus within the agency’s Programs and Services.
Social distancing
Social distancing (i.e. 2-metre space) refers to actions taken to discourage close social contact between
individuals thereby reducing the potential for short-range transmission of the coronovirus. GIL may
utilize any of the following social distancing methods during Code GREEN or Code YELLOW) to
contain the spread of infection throughout the organization:
 Postpone or cancel non-essential work meetings, events and workshops
 Avoid meeting face to face; use telephone and internet when possible
 Administrative staff to work from home when possible
 Avoid unnecessary travel, large gatherings and crowds
 Minimize contact with people, avoid shaking hands
 Stagger shifts (example, day shift leaves 5 minutes early and evening shift arrives 5 minutes late to
avoid crossing paths)
 Schedule Workers at one program only
 GIL Workers with more than one job in the health care field will not be permitted to work in them
simultaneously. Workers must immediately notify their Supervisor to declare which organization
they will work with for the duration of the pandemic. Workers choosing to work with another
organization will be suspended without pay, until the pandemic has been deemed over. (see
Infection Prevention and Control policy D-4.5-8)
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Environmental Controls
Coronavirus spreads very easily from an infected person to others through coughing and sneezing. To be
proactive in containing the spread of the virus within GIL environments and the broader community, GIL
will adopt the measures listed below during Codes GREEN, YELLOW, and RED:









Increased personal hygiene methods including hand washing with soap and water or an alcoholbased hand rub, cough etiquette, including covering one’s mouth when coughing or sneezing; and
proper tissue disposal
A rigorous environmental cleaning and disinfecting checklist to be used in all GIL offices and
completed by Workers after every shift
Cleaning and disinfecting all soiled or frequently touched surfaces’ in the homes of clients’ with
coronaviruses-like-illness (ILI) after bookings are complete
Increasing fresh air in Administration and Staff Offices
No magazines on coffee tables and desks in Administration and Staff Offices (during Codes
YELLOW AND RED)
No sharing dishes, cutlery or food
Additional use of Personal Protective Equipment
Best Practices (Universal/Routine Precautions)

Personal Protective Equipment:
The type of mask recommended for use during a Pandemic by The Ministry of Health is the fiber filter
respirator, (FFR) also known as the N95 mask. During the course of a pandemic outbreak, masks will be
used as a physical barrier to protect the user from hazards, such as splashes of droplets containing body
fluids during face-to-face contact with symptomatic individuals.
GIL requires all Workers performing personal support care on clients who have coronavirus-like-illness to
wear N95 masks. GIL also requires clients who have coronavirus-like-illness to wear surgical masks
while receiving personal support care from Workers.
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The Assisted Living/Special Projects Assistant, JHSC and/or designate will oversee the issuing of
supplies. GIL will provide a four-week (minimum) supply of the following PPEs to Workers:






N95 approved masks (3M 8210 FFR Particulate Respirator)
Surgical Masks
Gloves
Gowns
Goggles: reusable, to be cleaned and disinfected after use. (Refer to Appendix 3) Workers will
share the goggles (5 for Willow Place, 5 for 87 Neeve Street, 2 for 85 Neeve Street, and 12 for
Outreach

N95 Fit Testing:
 Three (3) GIL Workers will be trained to provide fit testing by April 2020
 All Workers will be fit tested on N95 (3M 8210) masks by April 2020
 All new Workers will complete the GIL Respirator User Screening Form and be fit tested on N95
(3M 8210) masks during their probationary period
 All Workers will renew their fit test on approved N95 mask and fill out a GIL Respirator User
Screening Form if necessary on a bi-annual basis
Masks must:





Be fitted and worn properly
Be put on and taken off using the correct procedures (to avoid contact with droplets), (Refer to
Appendix 4)
Not be touched while in use
Not be re-used

N95 respirators, gowns and gloves are one-time use only and cannot be re-used after working with a client
with coronavirus as per droplet precautions.
To dispose of contaminated PPE at Willow Place, 87&85 Neeve Street and Outreach when the client lives
in an apartment building, remove PPE immediately, double bag and seal in an approved garbage bag and
perform hand hygiene. (Refer to Appendix 3)
For Outreach Clients living in homes, the City of Guelph’s Solid Waste Management Department
recommends that contaminated PPE be double bagged and sealed in a clear (waste) plastic bag and kept in
a waste receptacle outside the client’s home until garbage collection day. Workers will perform hand
hygiene after taking off PPE and handling garbage. (Refer to Appendix 3)
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Surveillance
If a Worker is experiencing any coronavirus-like-illness symptoms, they should:



Immediately report their symptoms to the Supervisor or designate of their program
Call their health care provider and/or call Public Health at 1-800-265-7293

The Medical Officer of Health may also open Coronavirus Assessment Centre(s) to be able to test the
community more efficiently. GIL will immediately post this information to our clients and Workers and
encourage our clients and Workers to utilize this community resources.
Workers who become ill with coronavirus are expected to stay at home as per the recommendations
from WDGPH for individuals providing hands-on health care who contract coronavirus. Workers should
stay at home for fourteen days from the time that symptoms began, until the fever is gone and they are
feeling better.
GIL reserves the right to request a doctor’s note verifying the Worker is without symptoms before
they return to work (as per the Infection Prevention and Control policy, D-4.5). GIL reserves the
right to waive Policy D-4.5 given the severity of the Pandemic and/or on direction from federal,
provincial or local health authorities.
A Pandemic Tracking Tool will monitor clients and Workers who contract coronavirus. It will include
the number of reported cases, Worker absences, cases in hospital, cases in isolation and doctor’s approval
for a Worker’s return to work. The Supervisor or designate will check in with ill clients, Workers and
their families, and report the status of those that are ill to Manager, Human Resources; and the Executive
Director.
Business Continuity
GIL will need to maintain administrative operations as fully as possible, but only in a way, that
emphasizes social distancing and other effective prevention practices. Every attempt will be made to keep
critical functions operational. The Executive Director, on the advice of the IMT, will determine at which
point the absence of Workers becomes a significant disruption and announce that non-essential services
will be cancelled and operations scaled back at GIL’s Administration Office.
Note: Even if some Programs and Services are cancelled, the Administration Office (Command Centre)
will strive to be remain functional and certain activities will continue (i.e.: payroll, purchasing of supplies,
communications, etc.).
Identify Essential Functions and Personnel:
Depending on the severity of the pandemic and its impact on GIL’s work force, business may not be as
usual. In this event the Senior Leadership Team will identify essential functions as outlined in Appendix
2, Incident Management Team Roles and Functions and determine which of these functions can be
performed off-site as per social distancing measures.
Human Resource Issues
GIL may need to operate with an absenteeism of up to 35%. As such, it will need to:
 Review the list of essential personnel and essential functions
 Encourage Workers to update their emergency contact information and availability
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Review vacation/sick leave policies and practices for applicability.
Develop guidelines for Workers who are ill
Establish return-to-work guidelines
Develop call-in procedures for receiving bi-weekly payroll time sheets from all Workers
Prepare communications for Workers to address guidelines related to reporting illness, travel
procedures, information to people returning from affected areas, etc. Refer to Prevention and
Control policy D-4.5
Review/update work-at-home guidelines

Building Maintenance
GIL owns our Administration building at 238 Willow Road, it will continue to be managed, lit, heated
and cleaned. Facilities Workers will prioritize building maintenance support and develop plans to ensure
continued operations of essential services. (Refer to Appendix 6)
Business and Finance
GIL will remain operational during a pandemic; the Senior Leadership Team will ensure that the agency
remains solvent (paying necessary bills, monitoring cash flow). The SLT will need to estimate the impact
of the pandemic on the agency and identify emergency funding to cover purchases and business
continuation, etc.
Supplies
Once a pandemic starts, it will become difficult to obtain supplies. Therefore, the IMT, in collaboration
with the JHSC, will pool resources and supplies and follow the Ministry of Health’s guidelines. Supplies
will be controlled; consumable items, such as masks, will be provided only to essential personnel.
Workers and clients will be encouraged to purchase home survival kits well in advance of a widespread
pandemic outbreak.
Network Computer Services
Potential service disruptions or interruptions (on or off site) could arise due to labour shortages in IT
network support or maintenance. During a pandemic, GIL might also experience disruptions that could
affect the quality and availability of work from home opportunities.
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VI

POST PANDEMIC PERIOD

The Executive Director, on the IMT recommendation, will call for a staged return to normal operations
when given the directive to due so by either the Ministry of Health or World Health Organization. GIL’s
recovery process will involve all Programs and Services. Workers who have been ill or who have been
impacted by others who were ill will need support. Transition planning may be required to move back to
normal operations. In addition, there will be a need to debrief with the major participants, an action
report prepared that documents lessons learned, and recommendations made to improve the GIL
Pandemic Plan for any future pandemic situations.
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APPENDIX 1
Emergency Response for Assisted Living, Seniors’ Assisted Living and Outreach Programs
To be activated ONLY in cases of:
 Extreme emergency or pandemic
 Only during a CODE RED
 Severe Worker shortages or when GIL is unable to provide the usual level of service that
clients receive.
Client Contingency Plan
All clients will be required to have a Contingency Plan in the event that an interruption of the regularly
scheduled service occurs due to circumstances beyond the control of the Agency as stated in GIL
Attendant Services Agreement and Addendum. For example, clients should have a plan listing the name
and contact number of their back up support person, and/or alternate residence, in the event that GIL
Workers are unable provide them with service.
The Supervisors will review and update these plans in the Addendum annually during the Attendant
Services Agreement contract renewal with the client.
Clients’ Contingency Plans will be outlined in their ISP and added to their ICR, which are available in
GIL’s Assisted Living, Seniors’ Assisted Living and Outreach Staff Offices.
Supervisors, Assisted Living/Special Projects Assistant and Workers will assist clients to contact their
back up support person listed in their Contingency Plans as necessary and give clients advanced notice in
the event that clients need to initiate their plans where possible.
Client Contingency Plans will only be activated when the Executive Director and IMT activate the
Emergency Response Plan for GIL.
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Priority Rating System
The Executive Director and Supervisors have developed a priority rating system for client care:
Priority
Rating
Very High
Risk

High Risk

Medium Risk

Low Risk

No Risk

Indicators

Example

Client requires assistance within 1-3 hours.
Client may require mechanical/electrical
equipment to sustain life. Client requires
professional assistance in the event of an
evacuation (i.e. ambulance)
Client requires assistance within 3 to 6 hours.
Client may have high needs and a limited
support network. Client may require nonprofessional assistance in the event of an
evacuation.
Client requires assistance within 24-48
hours. Client in this category may be similar
to a higher risk client but remain
uncompromised because of a good support
network.
Client can be placed on hold for up to 5 days.

Complex, fragile health status. Client on
life-sustaining electrically powered
equipment with no available family support.
(E.g. ventilator, suction) or client is
completely dependent on other for care.
Client on life-sustaining equipment with
limited family support or client highly
dependent on a attendant care Worker and/or
caregiver

Client service can be placed on hold until the
emergency is resolved.

Client has support network that is available
to assist. More stable but potential for
burnout and back-up capacity is required.

Client may live alone with complex, stable
health needs; functional contingency plan
exists over a longer term.
May live alone but client is stable or minimal
care needs that can tolerate service
disruption.

In the event of a pandemic, daily booking-sheets will be revised to reflect the priority rating system
outlined above. As a result, a client’s regular schedule, as outlined in their service agreement, may be
temporarily altered. Clients will be informed, in advance, regarding the priority rating they have been
assigned and how their services are likely to be affected during a CODE RED as a result.
Executive Director, Supervisors and the Assisted Living/Special Projects Assistant have conducted
information sessions with clients from each program to discuss the above changes and expectations, so
that clients are involved, prepared and know what to expect should a pandemic occur. Clients, who are
not able to attend information sessions, have been provided with a printed version that outlines the main
points discussed at the information sessions.
During CODE RED, clients should expect to wait for non-emergency on-call assistance
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Scheduling and Operations for Assisted Living, Seniors’ Assisted Living and Outreach Programs:
 Workers may be assigned to work at one GIL location or route (Willow Place, 87 or 85 Neeve
Street, or Outreach). This will ensure Social Distancing Measures are being implemented. GIL
may redeploy Workers to other programs or routes as necessitated by staffing shortages during a
pandemic.
 Supervisors will modify booking sheets and routes based on the Priority Rating System.
Supervisors and the Scheduler will determine the staffing complement and schedule according to
client need. Very High, High, Medium, Low and No Risk Priority Rating)
 Outreach Workers will fill out their information sheets off-site and phone the Supervisor with
pertinent information to add to the Individual Client Records (ICRs)
 Workers from each program will phone their Supervisor and/or the Command Centre to report and
share important information about the clients they are supporting and to receive direction.(Social
Distancing Measures)
 Workers with more than one job in the health care field may not be permitted to work in them
simultaneously during the course of a pandemic outbreak. If GIL is not the primary employer,
Workers must immediately inform their Supervisor. These Workers will be suspended from their
rotations, without pay, until the outbreak has been deemed over. (As per policy D-4.5-8)
 Shifts will not overlap. Workers will arrive for their shifts 15 minutes later than their usual arrival
time, i.e.: 0715-1500, 1515-2300, 2315-0700 etc. It will be mandatory for scheduled Workers to
confirm their arrival with the Workers currently working
 The Scheduler may need to abandon the practice of scheduling shifts on the basis of seniority as
indicated in the Collective Agreement during CODE RED
 The Incident Management Team (IMT) will be responsible for relaying critical information to all
Workers and clients. The IMT will contact the Manager, Human Resources or designate daily to
forward any pertinent information to clients and Workers
 Special Projects Assistant will develop a voice mail system that will include general service
delivery news for all clients and agency Workers to access.
 An emergency phone-tree will be used to contact clients with low priority ratings and for clients
and Workers without access to a computer to ensure that important messages will reach all GIL
members
 The names of clients with coronavirus like illness will be posted on the Hazard Boards in the Staff
Offices and communicated to Outreach Workers by Supervisor, to ensure that Workers take all
necessary PPEs to bookings with symptomatic clients.
 Names of Workers who are unavailable for shifts during a pandemic outbreak will be posted on
the Hazard Boards in the Staff Offices and communicated to Outreach Workers by Supervisor.
 If Supervisors are unavailable for any period during a pandemic, Workers will follow the
Emergency Notification System (located in the Communication Binder in the Staff Offices)
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Mandatory Precautions
Each site will have a strict no visitor rule to the Staff Office.
When Workers arrive for shift, they will:
1. Practice hand hygiene, cough etiquette and best (routine) practices at all times throughout their
shift.
2. Review the Communication Binder, ICRs and the Pandemic Information Binder (to review
symptoms checklist and infection and prevention measures that outline Worker responsibilities in
preventing the spread of the coronavirus within the workplace)
3. Look for new communication from the IMT, Supervisors or Workers
4. Outreach Workers will phone the Outreach extension before beginning their shift
Before leaving the Staff Office for a booking, Workers will:
1. Check the Hazard Board for the list of clients who have coronavirus, to ensure Workers take the
necessary PPE to their bookings. This could include gloves, N95 masks, surgical masks, gowns,
or goggles
Once Workers enter the clients’ apartments, they will:
1. Perform hand hygiene, and put on the personal protective equipment. N95 masks will be worn
when providing care to any client exhibiting symptoms of coronavirus or any client who has been
diagnosed with coronavirus.
When the booking is completed, Workers will:
1. Remove PPEs, discard them in a double-bagged approved garbage bag, place down building
garbage shoot and perform hand hygiene. For clients living in their own homes, Outreach
Workers will discard PPEs in double bagged clear (waste) garbage bags and store in a waste
receptacle outside the client’s home until it can be collected on the client’s garbage day, (as per
City of Guelph Solid Waste Management Recommendations) and perform hand hygiene.
2. Clean and disinfect reusable goggles using guidelines outlined in Appendix 3.
3. GIL expects clients to provide the necessary hygiene, cleaning and disinfecting supplies at all
times during a pandemic. These supplies include pump hand soap, alcohol based hand-sanitizing
gel, paper towels, all-purpose cleaner, disinfecting cleaner, garbage bags and gloves.
4. Thoroughly disinfect high touch surfaces and equipment in client’s apartment/house using the
disinfectant cleaner provided by the client (as per clients’ Service Agreement) before leaving.
At the end of a shift, Workers will thoroughly sanitize the Staff Office using the cleaning checklist
system in preparation for the start of the next shift.
If a Worker is showing signs and symptoms of coronavirus:
1. WILL NOT report to work. They will immediately notify their Supervisor or designate and use
the regular sick coverage procedures
2. If at work, put on a surgical mask and go home immediately.
3. Follow instructions provided by Public Health regarding those with suspected coronavirus
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a. Before visiting the doctor, call and let him/her know about your symptoms so that you do not
infect other visitors to the office
b. Call Public Health 1-800-265-7293
4. Immediately notify the Supervisor or designate
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APPENDIX 2
Command Centre
GIL’s Administrative Office will be the Command Centre and will be operational during the course of a
pandemic.
During a CODE RED, the following personnel will likely be on site:
 Executive Director
 Assisted Living, Senior’s and Outreach
Coordinators
 Manager, Finance & Administration
 Manager, Human Resources Assisted
Living/Special Projects Assistant
One or all of these personnel or their designates will be available to receive messages and incoming calls
and to ensure that clients and Workers have appropriate information, direction, telephone numbers and
web sites to access more information.
Incident Management Team (IMT) Roles and Functions
Executive Director - ON SITE/OFF SITE
 Assess the impact on GIL Programs and Services and determine the response necessary to
maintain the provision of services
 Ensure that outside emergency services such as medical aid and local fire departments are called
when necessary
 Gather facts about the pandemic
 Lead the IMT
 Notify Board of Directors as appropriate
 Consult with IMT and assign and delegate roles/communication functions
 Activate the Command Centre (Administration Office)
 Lead communication response to media and stakeholders
 Ensure essential services are maintained and client and Worker needs are addressed
 Contact Supervisors for status reports relating to each program
 Ensure duties assigned are being implemented
Manager, Finance & Administration –ONSITE and OFFSITE
 Contact Insurance Company
 Finances, payment to other operators, suppliers
 WWLHIN requirements
Human Resources Department-ON SITE
 Payroll
 Sick Time
 Bereavement Leaves and other Leaves
 ROEs
 Benefits(MDM&RRSPs)
 Usual Human Resources policies and procedures may need to be altered during Pandemic.
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Transition back to regular Human Resource policies and procedures on direction from the
Ministry of Health and Long Term Care (MOHLTC) or World Health Organization (WHO), or
when the number of cases of clients and Workers with ILI declines to an extent that GIL can
resume all Programs and Services.
Consult with Executive Director regarding initial statements to the media, other community
agencies, Workers and clients
Set up communication system and website for GIL clients and Workers to share essential
information
Disseminate information from all levels of government re: pandemic outbreak, and relevance to
GIL’s Programs and Services

Assisted Living, Senior’s and Outreach Coordinators -ON SITE
 Keep updated on the individual status of clients and Workers with ILI, and Workers who are
unavailable
 Maintain documentation in the Pandemic Tracking Tools
 In coordination with the Scheduler, determine staffing needs
 Check-in with ill clients and Workers
 Report all activities to Manager, Services
Assisted Living/Special Projects Assistant –ON SITE
 Assist Coordinators with above tasks including staffing and deployment
 Ensure Workers have access to essential PPEs and supplies in coordination with Administrative
Assistant
Property Manager -OFF SITE
 Coordinate building needs and debrief with Executive Director
Administrative Assistant/ Receptionist –ONSITE
 Receive and direct in-coming agency calls
 Manage voicemail hotline
 Order and collect essential supplies
 Keep an up-to-date record of pandemic supply inventory.
Scheduler -ONSITE
 Assist Supervisors with staffing and deployment
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APPENDIX 3
Cleaning and Disinfecting
 Cleaning is an essential part of the disinfection process
 An item that has not been properly cleaned cannot be effectively disinfected or sterilized
 All reusable equipment must be cleaned between use, i.e. goggles
Cleaning refers to the physical removal of contaminants from equipment or environmental surfaces,
rather than the destruction of microorganisms. Cleaning should always be performed prior to
disinfection. The key to cleaning is to use friction.
Disinfection is the inactivation of disease-producing microorganisms. Disinfection does not destroy
bacterial spores.
Low Level Disinfection eliminates vegetative bacteria, some fungi, and enveloped viruses. It is used for
noncritical medical equipment and some environmental surfaces.
Noncritical Equipment - Equipment that touches only intact skin and not mucous membranes, or does
not directly touch the client, i.e. goggles
Cleaning and Disinfecting Procedure for goggles:
PPE, including goggles, will be used on clients that have Coronavirus Like Illness and require a
specialized cleaning and disinfecting process
Assisted Living, Senior’s Assisted Living and Seniors’ Supported Living:
a) After completing the booking take off all PPE (Refer to Appendix 4) while maintaining a 2-metre
minimum spacing from client and perform hand hygiene.
b) Discard mask, gloves and gown in a double bag to be thrown out in garbage chute after leaving the
booking. Place goggles in sink and wash hands.
c) Thoroughly clean goggles with warm water and soap, using friction.
d) Thoroughly dry goggles with a paper towel and place goggles in a Ziploc bag. Seal bag and
discard paper towel in garbage. Bring bagged goggles down to Staff Office for disinfecting
e) In Staff Office wash hands, remove goggles from Ziploc bag, and discard bag in garbage.
f) Disinfect goggles using Cavicide using the following product directions for cleaning medical
equipment:
 Apply cavicide directly to surface
 Wipe surface using a paper towel or rinse surface and wipe dry
 Discard dirty paper towel in garbage
g) Thoroughly disinfect area where goggles were disinfected by spraying Cavicide around the
counter and sink and wiping down
h) Wash hands
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Outreach Program:
a) After completing the booking take off all PPE (Refer to Appendix 4) while maintaining a 2-metre
minimum spacing from client and perform hand hygiene
b) Discard mask, gloves and gown in a clear (waste) double bag, place in garbage receptacle outside
the client’s home to be thrown out on the client’s garbage collection day and clean hands. If client
lives in an apartment building, follow procedure for Assisted Living/Supported Living Programs
and throw garbage bag down building garbage chute and clean hands
c) Thoroughly clean goggles with warm water and soap, using friction
d) Thoroughly dry goggles with a paper towel. Discard paper towel in the garbage
e) Disinfect goggles with disinfectant wipes located in travel bags, place disinfected goggles in travel
bag
f) Thoroughly disinfect area where goggles were disinfected using the disinfectant (as provided by
the client (as per clients’ Service Agreement) by spraying/wiping the product around the counter,
sink and wiping down
g) Wash hands
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APPENDIX 4
Putting On Personal Protective Equipment (PPE) Procedure:
1. Clean Your Hands
 Use soap and water when hands are visibly soiled
 Use Alcohol-based Hand Rub when hands are not visibly soiled
2. Put on Gown
 Open to the back
 Secure neck and waist
3. Put on N95 (FFR) Respirator or Surgical Mask
N95:
 Use an the approved N95 (FFR) fit tested model
 Place over nose, mouth and under chin
 Fit flexible nose piece over nose bridge
 Secure on head with straps
 Adjust fit
 Perform a fit check:
o Inhale – respirator should collapse
o Exhale – check for leakage around face
Surgical Mask:
 Place over nose, mouth, and chin
 Fit flexible nose piece over nose bridge
 Secure on head with ties or ear loops
 Adjust fit
4. Put on Eye Protection
 Position goggles over eyes and secure to the head
 Position face shield over face and secure
 Adjust to fit comfortably
5. Put on Gloves
 Select correct type and size
 Extend gloves over cuffs of isolation gown
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How to Safely Use PPE
 Keep gloved hands away from face
 Avoid touching or adjusting PPE while wearing
 Replace gloves if they become torn
 Limit surfaces and items touched

Taking Off Personal Protective Equipment (PPE) Procedure:
1. Remove Gloves
 Grasp outside edge near wrist
 Peel away from hand, turning gloves inside-out
 Hold in opposite gloved hand
 Slide ungloved finger under the remaining glove
 Peel off from the inside, folding gloves inside each other
 Discard
2. Remove Gown
 Unfasten ties
 Peel gown away from neck and shoulder
 Turn outside toward the inside
 Fold or roll into a bundle
 Discard
3. Clean Your Hands
 Use soap and water when hands are visibly soiled
 Use alcohol-based hand rub when hands are not visibly soiled
4. Remove Eye Protection
 Grasp ear or head pieces with ungloved hands
 Lift away from face
 Disinfect (refer to Appendix 3)
5. Remove N95 Respirator or Surgical Mask
N95:
 Lift bottom elastic over your head first
 Then lift off the top elastic
 Lift away from face while holding the elastic
 Discard (refer to Appendix 3)
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Surgical Mask: (replace when moist, damaged or soiled)
 Untie the bottom, then top tie or remove ear loops
 Lift away form face while holding the ties or loops
 Discard

6. Clean Your Hands
 Use soap and water when hands are visibly soiled
 Use alcohol-based hand rub when hands are not visibly soiled
Where to Remove PPE



PPE must be removed carefully in order to avoid self-contamination
Take off gloves, gown, goggles, and N95 respirator outside room that client is in, close door
where possible, ensure there is a 2-metre minimum space between Worker and client before taking
off PPE
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APPENDIX 5
GIL Respiratory Program
Purpose: To direct respirator use for GIL Programs and Services during Pandemic outbreak declared by
the Ministry of Health and/or World Health Organization in Canada.
Scope: To include Workers in Assisted Living, Senior’s Assisted Living, Outreach Programs and Senior’s
Supported Living when Pandemic severity levels within GIL are considered moderate (CODE YELLOW)
or severe (CODE RED). Note: The Incident Management Team may close the Seniors’ Supported Living
Program during CODE RED, as necessary.
Program Coordinator: Assisted Living/Special Projects Assistant with direction from Incident
Management Team (IMT)
Respiratory Protection Needs:
Potential entry of coronavirus virus strain responsible for Pandemic affecting GIL Programs and Services
during a Pandemic outbreak declared by the Ministry of Health and/or World Health Organization in
Canada.
Respiratory Selection:
Disposable Fiber Filter Respirator (FFR):3M (brand) 8210 (size) or (Insert brand and size when
determined) is the assigned respirator for GIL Workers during Pandemic Outbreak
Fit Testing & Training:
Assisted Living/Special Projects Assistant will
 Provide fit test on approved N95 mask, Respiratory Screening Form and respiratory training to all
new Workers during their probationary period
 Ensure all Workers receive fit test on approved N95 mask, receive refresher training on respiratory
selection, putting on/taking off PPE, and cleaning and maintenance procedure every two years
 Fit test Workers who have failed fit-test on 3M 8210 Fiber Filter Respirator (FFR) and test them
on another 3M FFR Respirator size, until a positive fit test face seal is achieved
 Fit test Workers whenever there is a change in respirator brand, model or size
 Fit test Workers whenever changes to the respirator user’s physical condition could affect the
respirator fit
 Ensure that respirators are readily accessible to Workers to use when needed during a declared
pandemic period
 Test a random sample of masks annually to ensure stored N95 masks continue to work optimally ,
this can be accomplished during the requisite fit testing process
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Inspection/Use:
Workers will:
 Visually inspect respirator before each use to ensure that all of the essential parts are in place and
functioning properly.
 Check face piece for cracks, warping, rips and to make sure it is flexible and will mold to facial
contours
 Check head straps to ensure they are elastic
 Ensure metal nose clip is in place
 Ensure that Fibre Filter Respirators are for one-time use only and disposed of after each use
following approved procedures (Refer to Cleaning and Maintenance section below and
Appendix 3)
 Ensure that all damaged respirators are discarded immediately and recorded as defective on
Pandemic PPE Program Use chart in Assisted Living, Outreach and Seniors Assisted Living
Offices
 Record respirator use on Pandemic PPE Program Use chart for inventory purposes. Forms are
located in Assisted Living, Outreach and Seniors’ Assisted Living Offices.
 Note: Workers required to wear respirator with a tight-fitting face piece, shall not have facial hair
in the seal area
Respirator Storage:
Administrative Assistant in collaboration with Assisted Living/Special Projects Assisted will:
 Ensure that respirators are stored in a location that will keep them clean, dry, free from extreme
temperatures, sunlight, free from vermin, and safe from damage or distortion by the weight of
other articles
 Ensure that respirators are readily accessible to Workers to use when needed
 Monitor and rotate respirator supply inventory to ensure that we have a four week supply available
during a declared pandemic period
 Note: N95 FFR respirators do not have legislated expiry dates. The manufacturer (3M)
recommends that mask inventory be replaced every five years. To ensure masks are functioning
optimally, a random sample of masks will be tested annually. This can be accomplished during the
requisite fit testing process performed by the Assisted Living/Special Projects Assistant
Cleaning and Maintenance:
FFR respirators are one time use only and should be disposed of using the following procedures:
Assisted Living, Seniors’ Assisted Living, Outreach and Seniors’ Supported Living clients who live in
apartment buildings:
 Remove PPE using the approved putting on/taking off PPE procedures (refer to Appendix 4),
double bag and seal in an approved garbage bag
 Workers will perform hand hygiene before putting on PPE, after taking off PPE and after handling
garbage
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Outreach clients who live in homes:
 Remove PPE using the approved putting on/taking off PPE procedures (refer to Appendix 4),
double bag, seal in a clear (waste) plastic bag, and keep in a waste receptacle outside the client’s
home until garbage collection day, as per the City of Guelph’s Solid Waste Management
Department recommendations.
 Workers will perform hand hygiene before putting on PPE, after taking off PPE and after handling
garbage
Medical Fitness Clearance:
 All Workers are required to fill out and return the Employer’s Respirator Screening form and
notify Supervisor or Designate if their ability to wear the assigned respiratory protection is
restricted by medical considerations
 If there is doubt about the fitness or ability of a Worker to safely wear a respirator, the Worker
must obtain an assessment from their physician
 Any Worker who cannot use the assigned N95 respiratory protection for medical or other reasons
must provide Supervisor or Designate with documentation from their physician
 Worker(s) who are prohibited to wear the assigned N95 respirator and have provided approved
medical documentation, will be reassigned to GIL Programs and Services that are determined to
be low pandemic risk or status quo/CODE GREEN by the Incident Management Team (IMT)
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APPENDIX 6

GIL RESPIRATOR USER SCREENING FORM

PART 1: RESPIRATOR USER INFORMATION
Worker’s Name: _________________________________
Program: ________________________________________
Supervisor’s Name: ________________________________

Date: ___________________________

PART 2: CONDITIONS OF USE
ACTIVITIES Requiring Respirator Use: ________________________________________________
FREQUENCY of Respirator Use:

Daily
Yearly

Weekly
Uncertain

Monthly

EXERTION level during Respirator Use:

Light
Other

Moderate

Heavy

DURATION of Respirator Use:

<1/4hr.
Variable

>1/4hr.
Uncertain

>2hr.

TEMPERATURE during Use:

<0°C

>0°and<25°

Other Personal Protective Equipment:
Additional types of PPEs required to be warn:

gloves, goggles, and gowns

Estimated total weight of tools/equipment carried during respirator use: Maximum _______________
Average _______________

PART 3: TYPES OF RESPIRATORS USED:
GIL only uses N95 Fibre Filter Respirators. N95 FFR Respirators are indicated for use in GIL Programs and
Services during Coronavirus Pandemic within Canada declared by Ministry of Health or World Health
Organization
3M N95 8210 Fibre Filter Respirator (FFR)
3M N95 8110 S Fibre Filter Respirator (FFR)
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PART 4: RESPIRATOR USER’S HEALTH CONDITIONS
NOTE: Medical information is NOT to be offered on this form. A copy of this form will be kept in your employee file
There are a number of health conditions that may affect your physical ability to wear a respirator. For example:
Allergies
Asthma
Chest pain on exertion
Chronic Bronchitis
Diabetes
Dizziness/Nausea
Fainting spells
Heart Problems
Lung Disease
Neuromuscular disease
Prescription medication to control a condition
Seizures
Shortness of breath
Vision Impairments

Breathing difficulties
Claustrophobia
Emphysema
Hearing Impairment
Pacemaker
Reduced sense of smell
Temperature Susceptibility

Cardiovascular disease
Dentures
Facial features/Skin Conditions
Hypertension
Panic Attacks
Reduced sense of taste
Thyroid problems

a) Do you have any medical condition that may affect your physical ability to wear a respirator?
(DO NOT SPECIFY)
b) Have you had previous difficulty while using a respirator?

YES NO

c) Do you have any concerns about your future ability to use a respirator safely?

YES NO

YES NO

A “YES” answer to a, b, or c indicates further assessment by a Health Care Professional is required prior to respirator
use.

Worker’s Signature:

____________________________________________

Supervisor’s Signature: ____________________________________________
Date:

____________________________________________________________

PART 5: MEDICAL ASSESSMENT (if required)
Assessment Date: _____________________________
Respirator Use Permitted with NO restrictions
Respirator Use Permitted with Specific Restriction as outlined below:
____________________________________________________________________________________________
____________________________________________________________________________________________
_______________________________________________________________________
Respirator Use NOT Permitted

Physician’s Name: ________________________ Physician’s Signature: _________________________
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APPENDIX 7
Willow Place (238 Willow Road) Plans during CODE RED
Essential Workers:
 Property Manager OFF SITE
 Superintendent ONSITE
 Key Tenants (Responsible for After Hours Emergency Phone) ONSITE
Essential duties that must be maintained within building
 Fire systems
 Generator
 Fuel
 Elevator
 Plumber
 Electrical systems
If the Property Manager or Superintendent is unavailable for assistance during a pandemic, tenants will
follow emergency procedure guidelines:
a) Phone Key Tenant at the After Hour Emergency Phone #:

519.827.4520
b) Describe the emergency to Key Tenant, who will forward issues and make the appropriate plans
c) If Key Tenant does not answer, the call is automatically forwarded to Property Manager who will
respond appropriately
In the event of an extreme emergency and the above procedure has failed, tenants may call the following
list of contractors: - check these numbers

1.
2.
3.
4.
5.
6.
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Plumber- Wellington Plumbers: 519.821.4130
Electrician- Harlock-Schultz Electrical Inc: 519.824.3680
Generator Fuel-Hogg Fuels: 519.579.5330
Generator Servicer: 905.893.7684
Elevator-Delta Elevator: 519.745.5789
Locks- G & A Locks: 519.821.2800

