
Page 1 of 10 
 

COVID-19 safety plan 
Use this template to document how your organization will keep workers and other people safe at 
your workplace during the COVID-19 pandemic. How to develop your COVID-19 safety plan: A 
guide for Ontario workplaces explains what you should think about and gives examples to help you 
come up with your plan. 

1. Company details 

Business name: Paulin Memorial 
Presbyterian Church 

Date distributed: September 22, 2021 

Date completed: January 19, 2021 Revision Date: September 19, 2021 

Division/Group: n/a Revision number: 5 

Developed by: Rev. Lisa Aide    
 July 2021 revisions completed by A. McLachlan & D. Naklie; August 2021  & September 2021 
revisions completed by A. McLachlan 
Others Consulted:  B. MacVicar, M. Douthart, A. Burgess, A. McLachlan, C. Johnson-Hicks, D. 
Naklie, N. Diffey 
 
Provide as much information in response to each question as possible. This will help your workers 
and other people to know exactly what to do and what to expect. 

The final page will help you create a snapshot version of your plan to post in the workplace. This 
can act as a reference for workers and let others who come into your workplace know what you 
are doing to help keep everyone in your workplace safe. 

The COVID-19 pandemic is an evolving situation – review your plan regularly and make changes as 
required. Refer to the Ontario government’s COVID-19 website for up-to-date information. 

 

2. How will you ensure all workers know how and are able to 
keep themselves safe from exposure to COVID-19? 

 Responsible parties: Pandemic Planning Committee (B. MacVicar, M. Douthart, A. 
McLachlan, N. Diffey, D. Naklie), Rev. Lisa Aide 
Actions:  

• Ensure hand sanitizer is provided at all entrances, as well as extra masks available upon 
request. 

• Each person to complete screening each day they enter the church building. 

• Place signage to remind people to stay 2 metres apart and practice good hand washing. 

https://www.ontario.ca/page/develop-your-covid-19-workplace-safety-plan
https://www.ontario.ca/page/develop-your-covid-19-workplace-safety-plan
https://covid-19.ontario.ca/
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• Maintain a complete list of all individuals with their contact information & compliance with 
vaccination policy (unless exempt) entering the building. Place signage on doors to remind 
all individuals to sign in and out.   

• Limit attendance to the building to 50% capacity.  Room capacity is 50% based on fire 
safety plan or the number of people who can safely maintain 2 metres physical distancing; 
whichever is less.  People entering the church (allowed on the premises) would include 
persons taking part in the worship services, employees of the church, church committee 
members, members of the congregation with an appointment with the minister and 
approved community groups as well as outside contractors completing repairs.  To control 
entry and to ensure safety of individuals working in the church, the building will be 
locked except for worship services.  Individuals can call the office or the minister to 
arrange entrance and are encouraged to book an appointment ahead of time. 

• Church meetings and activities, non-church events and rentals that are allowed under the 
WECHU and Province of Ontario Step 3 re-opening can occur as long as the groups follow 
the public health guidelines for screening, masks, physical distancing and as of September 
22, 2021, proof of vaccination (unless exempt).  Maximum number is 25 people for social 
events and room capacity (50% based on fire safety plan or the number of people who can 
safely maintain 2 metres physical distancing; whichever is less) for meetings. 

• All changes to our COVID-19 safety plan will be emailed to all affected individuals before 
they are implemented. 
 

3. How will you screen for COVID-19 and proof of vaccination? 
Actions: 

• Consistent with Public Health Guidelines: 
o Prior to entering the building, each person will be asked to self-screen for any 

COVID-19 symptoms as recommended by Windsor-Essex Health Unit and not enter 
if they do not pass the screening. Paper copies of the screening forms including 
confirmation of vaccination or exemption will be stored for only 30 days and only 
used for contact tracing. 

o As of September 22, 2021, for all individuals entering the building, with the 
exception of those attending a worship service, Proof of Identification and 
Vaccination must be provided and documented on the contact tracing sheets, 
except for: 

▪ Employees, contractors, repair workers, delivery workers, volunteers, 
inspectors or others who are entering the church for work purposes and not 
as patrons, 

▪ Children under 12 years of age, 
▪ Persons who provided a written medical exemption signed by a medical 

physician or nurse practitioner with an effective time-period for the medical 
exemption. 

o Self screening will include stating: 
▪ that they are not experiencing symptoms of COVID-19 and have not tested 

positive for COVID-19 in the past 2 weeks,  
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▪ that they haven’t been out of the country in the past two weeks except as 
an essential worker, and  

▪ that they haven’t been in close contact with anyone who has been 
diagnosed with or suspected to have COVID-19 without wearing proper PPE 
in all circumstances where it is required. 

o Each employee and the minister will complete a paper screening form for each day 
they enter the church and place it in the general office where it will be stored for 30 
days. 

o If the employee, volunteer or patron cannot affirm to the self-screening, the 
employee or volunteer shall not enter the building. 

o Screening is to be completed on every entrance to the building.  Entrance to the 
building is restricted to the parking lot entrance and the door is locked. 

4. How will you control the risk of transmission in your 
workplace? 

Include how you will maximize distance and separation, reduce transmission from surfaces and 
objects, and support good hand and respiratory hygiene.  

• The employees and volunteers will follow the below guidance as outlined for their roles. 
The Board chair or delegate will ensure that a record of the date and time of those workers 
and volunteers (outside of worship services) and their contact information is maintained 
for at least one month.  The chair of the worship committee or delegate will ensure that a 
record of the date and time and the contact information of individuals attending worship 
service are maintained for at least one month.  

• Employees and the minister are no longer required to work from home under Step 2 & 3 of 
the provincial re-opening plan.  

•  Everyone entering the church building must wear a mask.  Employees and volunteers are 
not required to wear a mask if they are working alone in a room.  In common areas and 
shared spaces, where they are likely to encounter another person, employees and 
volunteers are to wear a mask and maintain 2 metres distance.  When interacting with 
members of the public, employees are to wear a mask and if they are not able to maintain 
2 metres distance, also wear eye protection (i.e. face shield).  Masks will be supplied by the 
church for employees. 

• During worship service, recording of worship service or rehearsal for worship service, 
under Step 3, individuals may remove their mask for the purpose of entertainment, concert 
or theatrical performance, but they must maintain 2 metres physical distance from each 
other and the audience.  As of August 23, 2021 all worship service participants who remove 
their masks for performance, must be fully vaccinated for COVID-19. 

• Employees are to use proper hand hygiene and sanitizer will be provided at the entrance 
and in common areas. 
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• Physical distancing of 2 metres is to be maintained for all employees and volunteers as well 
as attendees at services. 
 

• During Step 3 of the provincial re-opening there are still restrictions on gatherings: 
o Capacity for the sanctuary is approximately 50-88 people (the number of 

households seated together & individuals who can maintain 2 metres physical 
distancing while seated), including those participating in the service, with an 
additional capacity of 21 people in the parlour.   

o Individuals will need to register online to attend worship service. This registration 
will include completing a self-screening form stating;  

▪ that they are not experiencing symptoms of COVID-19 and have not tested 
positive for COVID-19 in the past 2 weeks,  

▪ that they haven’t been out of the country in the past two weeks, unless they 
are essential workers using PPE and,  

▪ that they haven’t been in close contact with anyone who has been 
diagnosed with or suspected to have COVID-19 without wearing proper PPE 
in all circumstances where it is required. 

o Registration is required for every attendee, every service. 
o Other indoor gatherings are limited to 25 people for social events and the limit for 

meetings is either 50% of room capacity or the number of people who can maintain 
physical distancing; whichever is less.  Attendees must complete screening before 
entering the building and record their attendance in the contact tracing log.   

o As of September 22, 2021, the organizer of any meetings or groups, must actively 
check the ID and that individuals are either fully vaccinated or exempt (under 12 
years of age or medical exemption) and record that in the contact tracing log.  Non-
church groups are responsible for keeping their own contact tracing logs and record 
of adherence to the provincial vaccination policy for 30 days and making them 
available to Paulin Memorial Church if required during an outbreak. 

• Individuals involved in recording the worship service will wear masks, maintain 2 metres 
physical distance and sanitize their hands.  During recording of soloists, the soloist can 
remove their mask, but must maintain at least 2 metres distance and project away from 
other individuals.   As of August 23, 2021 all worship service participants who remove their 
masks for performance, must be fully vaccinated for COVID-19. 

What will you do if there is a potential case, or suspected 
exposure to, COVID-19 at your workplace?  

1. What if I believe I have been exposed to COVID-19? 
If you believe you have been exposed to someone with COVID-19 or have symptoms thereof, 
you must consult your primary health care provider, the Windsor-Essex County Health Unit 
519-258-2146 Ext. 1420 or Telehealth Ontario 1-866-797-0000 (24 hours, 7 days a week). 

 
For reference to assist your call, you should also refer to the resources on the Windsor Essex 
County Health Unit website: 
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1. https://www.wechu.org/ 

 

2. https://www.wechu.org/cv/workplaces 
 

2. What if I believe I have contracted COVID-19? 
 

1. If you are having difficulty breathing or experiencing other severe symptoms, call 911 
 immediately. Advise them of your symptoms and travel history. 
 

2. Self-isolate.  If you develop symptoms at work, follow normal procedures for sick leave, 
inform the relevant church committee chair or delegate and go home. 
 

3. Call the Windsor-Essex County Health Unit 519-258-2146 Ext. 1420, or Telehealth 
Ontario 1-866-797-0000 (24 hours, 7 days a week), or your primary health care 
provider. 
 

4. Report the result of the assessment(s) to the chair of the relevant church 
committee (i.e. worship chair for organist; clerk of session for minister; board chair 
for office administrator & custodian) or the chair of the personnel committee or 
delegate.   Results may be actual COVID test results, or the result could be a risk 
assessment of exposure. 

• If you have a positive laboratory test result for COVID-19 and are unable to 
work from home, you may apply for Short-Term Disability or E.I. Sick Benefits. 
Alternatively, employees may be eligible for the CERB (Canada Emergency 
Response Benefit). 

 

5. If you have a negative test result for COVID-19 but are still ill, follow the WECHU 
guidelines.  Time off for sick leave will be applied as it normally would. If you are 
not ill, in consultation with the Health Unit you can return to work.   

 
3. What do I do once I am assessed by a health care professional and placed under Self 
Care? 
Duty to Employer: 
Regardless if you are showing symptoms or not, you must: 

1. In consultation with a health care professional, determine if you will need to self-isolate 
or self monitor (i.e., Self Care), THEN, 
 

2. Stay home if you are ill - if you develop symptoms when self-isolating, do not come 
into work. 

 
3. Report the result of the assessment(s) to the chair of the relevant church committee (i.e. 

worship chair for organist; clerk of session for minister; board chair for office 
administrator & custodian) or to the chair of the personnel committee or delegate . 

 

https://www.wechu.org/cv/workplaces
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4. If you do not have symptoms, report to the chair of the relevant church committee (i.e. 
worship chair for organist; clerk of session for minister; board chair for office 
administrator & custodian) or report to the chair of the personnel committee or 
delegate  who will assist you in the following: 

a) If the result is to self-isolate; continue to stay off work for the balance of 14 days 
from the first day of exposure, and return to work thereafter if symptom free: 

i. Efforts will be made to work from home, where possible. 

ii. If not able to work from home, employees may use any of their sick 
time, vacation, banked overtime, or unpaid time if applicable. 
Employees may be eligible for the CERB (Canada Emergency 
Response Benefit) or E.I. Sick Benefits. 

 
b) If the result is to self-monitor; arrangements will be made for you to 

continue working while you remain symptom-free: 

i. Efforts will be made to work from home, where possible. 

ii. If not able to work from home, employees will report to work and 
strictly follow social/physical distancing of 2 metres or more. 
Where possible, the employee may be given assignments that can 
be done alone, and away from other staff and public, may be 
provided with hand sanitizer and/or the time required to wash 
hands, and may be subject to other arrangements as appropriate. 

iii. Employees who are self-monitoring will be required to keep a daily 
log of work locations and people with whom they come into 
contact. The purpose of this is to assist the Public Health Unit with 
contact management and to ensure proper disinfection of 
workspaces and surfaces, should the employee develop symptoms. 

iv. If the employee develops symptoms during the self-monitoring 
period, they should stay home and contact WECHU for advice 
regarding testing and care. 

 
c) If the result is no risk, you may return to work as per usual.  Continue to self-

monitor for symptoms. 
 

3. What if I believe I contracted COVID-19 in the course of employment or that I was 
exposed to it in the course of employment? 

 

If you believe you have contracted COVID-19 at work (you have a diagnosis or symptoms of 
COVID-19), you may file a claim to determine if you are eligible for WSIB coverage. 

 
Employees must also report to the employer any circumstance in a workplace that is likely to be 
hazardous to the health or safety of employees or others in the workplace. This includes 
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reporting their own potential exposure to COVID-19 that caused or is likely to cause illness to 
the employee or to any other person. 
 

4. What can staff do if they suspect that one of their co-workers is displaying symptoms 
that could be related to the virus and they feel at risk? 

In accordance with the Occupational Health & Safety Act, “an employee shall report to his or 
her employer or supervisor any hazard of which he or she knows”. 

 

Inform the chair of the relevant church committee (i.e. worship chair for organist & minister; 
board chair for office administrator & custodian) or the chair of the personnel committee or 
delegate that a staff member is displaying signs of illness. That person will review the COVID-
19 screening questions contained in the document entitled “COVID-19 Screening Questions” 
and take appropriate measures. 

 
5. Will staff be notified if one of their co-workers has a confirmed case of COVID- 19? 

 
Due to considerations of privacy, the confirmed employee will participate in the contact 
management process of the Windsor-Essex County Health Unit. That would involve the Health 
Unit contacting employees and other persons who were exposed to the affected employee. 

 
People identified as close contacts of the affected person will then be contacted by the Health 
Unit as part of the contact tracing process. Employers would not be notified by the Health Unit 
if the case were not a part of their workforce. Employers would also not be contacted if there 
were no close contacts identified in the workplace by the affected employee. 

 
6. When can an infected employee return to work? 

 
An employee may return to work once they are considered to be a ‘resolved’ case. For 
individuals convalescing at home, that would be 14 days from onset of the symptoms, plus 48 
hours symptom-free. If the individual was hospitalized and is discharged home within 14 days 
of symptom onset, the same timeline applies as for individuals at home. Resolved cases will 
not be given anything from the Health Unit to advise they are able to return to work. 

 
7. What are best practices that all employees should be doing now? 

 
Best practices recommended at this time include: 

On a Personal Level: 

• Stay home when you are ill. 

• Keep a social/physical distance of 2 metres (6 feet) from others. 

• Wash your hands often with soap and water, for at least 20 seconds. 

• Use an alcohol-based hand sanitizer. 

• Avoid touching your eyes, nose, and mouth with unwashed hands. 

• Avoid contact with people who are ill. 
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• Cover your cough or sneeze with a tissue, then immediately throw the tissue in the 
garbage and wash your hands. If you do not have a tissue, sneeze or cough into your 
sleeve or arm. 

• Clean and disinfect objects and surfaces that are frequently touched. 

• Stay at home where possible and limit outings for errands to once a week or less. 

While at Work: 

• All of the above. 

• Keep a daily log of work locations and people with whom you come into contact. 
The purpose of this is to assist the Public Health Unit with contact management and 
to ensure proper disinfection of workspaces and surfaces, should you develop 
symptoms. 

In the Community: 

• All of the above. 

• Be helpful to neighbours, being careful to keep a social/physical distance of 2 
metres (6 feet). 

• Be kind and patient with family, neighbours, co-workers. 

• Donate to local food banks or vetted charities assisting with COVID-19 
response/recovery. 

• Support local businesses in a safe way – on-line orders, product pick-up/delivery, etc. 

• Ensure any used tissue/paper toweling is disposed of in the garbage, not the 
recycling. 

5. How will you manage any new risks caused by changes to 
the way you operate your business? 

We will establish regular check-ins with employees about how they are coping with the change 
to their work, and any adjustments that should be made to this plan. These will be split 
between the Board and Session.  

The pandemic planning committee will continue to meet or communicate by email, on a regular 
schedule (approximately every 8 weeks, more frequently if required), to be ready to deal with 
any changes that might need to be made to meet Windsor-Essex and provincial health 
measures to ensure we are keeping our employees and congregation safe. 

6. How will you make sure your plan is working? 

Consider: How often will you schedule a review of your plan? How will you get input and ideas 
from workers and clients? Who is responsible for evaluating how things are working and for 
adapting the plan as you find better/easier ways to do things? How will you communicate 
changes? 
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Example: We will set up a weekly meeting between the CEO and the health and safety 
representative. 

Actions: 

• That this plan will continue to be reviewed and improved by the Pandemic Planning 
Committee approximately every 8 weeks until the city/province/country declares an end 
to the global pandemic restrictions.  

• The Pandemic Planning Committee is required to spend at least part of every meeting 
reviewing this document to ensure that it is kept up to date with developments of the 
community situation and guidance from the relevant health authorities. 
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COVID-19 safety plan – snapshot 
This snapshot can be posted in a place where it can be seen easily so your workers, clients and 
other people entering the workplace will know what actions are being taken. 

Business name: Paulin Memorial 
Presbyterian Church 

Revision number: 5 

Date completed: January 19, 2021 Revision Date: September 19, 2021 

1. Measures we’re taking 
The Church is limiting the number of individuals allowed in the Church building at any given 
time and following all public health measures. During Step 3, the number is approximately  
50-88 people for worship services, including staff & volunteers.  During Step 3, a maximum 
of 25 people are allowed for indoor social events; and room capacity for meetings is 50% or 
the number of people who can maintain 2 metres physical distance whichever is less.  
Generally, only persons taking part in the worship services, employees of the church, 
individuals meeting with the minister, church committee members, and approved groups 
as well as outside contractors completing repairs will be allowed on premises. 

As of September 22, 2021, except for worship services, all individuals entering the building 
will be actively screened to ensure that they are fully vaccinated against COVDI-19 or 
exempt (i.e., under 12 years of age, medical exemption, or employee, contractor, etc).  The 
church building is locked to facilitate documentation of vaccination proof in the contact 
tracing logs.  Rental groups are responsible for their own contact tracing logs.  As well, the 
Church requires all individuals to self-screen on entry to the building, masks to be worn, 
maintenance of 2 metres physical distancing (unless from same household), and use hand 
sanitizer provided at all entrances.   

As of August 23, 2021, individuals who remove their masks for worship service purposes, 
must maintain physical distance of at least 2 metres and be fully vaccinated against COVID-
19. Individuals who represent Paulin Memorial Church in the community (ie. Minister, 
pastoral care visitors) as well as Sunday School Teachers/Monitors are required to be fully 
vaccinated against COVID-19. 
 

2. How we are ensuring workers know how to keep themselves safe from 
exposure to COVID-19 

The Church is providing a complete safety plan to all employees, Board and Session 
members. 

3. How we are screening for COVID-19 
• Screening questions are posted on the door and must be completed before entering the 

building.   
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• Employees and the minister are to complete a self screening checklist before entering 
the building and complete a paper copy once they pass and enter the building. 

• An online form is required to be completed by all service attendees before entering the 
church for in person services. 

4. How we are controlling the risk of transmission in our workplace 
Physical distancing, separation & vaccination 

• During worship, physical distancing is to be practiced by all attendees.  All attendees 
must wear a mask or face covering. 

• Individuals within the building must maintain 2 metres physical distance from one 
another and wear a mask or face covering. 

• All individuals attending groups or meeting, whether church-related or rentals, must be 
vaccinated unless they meet the provincial exemption criteria. 

• A log of all individuals who enter the building & that they meet the vaccination policy 
criteria, will be maintained for 30 days, with contact details for contact tracing if 
necessary.   
 

Cleaning 

• The Custodian will be provided all necessary supplies needed to thoroughly clean the 
church building and will pay close attention to the main touchpoints in the building. 

• Anti-viral wipes will be provided in the bathrooms for use wiping down touch points. 

• Access to non-necessary areas of the church building will be restricted when the Church 
is open for worship. 
 

Other 
A maximum of 50-88 people (depending upon ability to distance between households) 
will be permitted in the sanctuary for in-person services during Step 3 of the reopening. 
All persons attending services must complete an online registration which includes a 
COVID-19 screening. 
 

5. What we will do if there is a potential case, or suspected exposure to, 
COVID-19 at our workplace 

We will contact the public health unit in the community and follow all the measures they 
require of the Church. If contact tracing is requested by the authorities, the Board and 
Session will assist by providing all the details and logs available for the Church. 

We will ensure the Board and Session are kept updated on the details of the case or 
suspected exposure. 

6. How we are making sure our plan is working 

The Pandemic Planning Committee meets regularly to review and revise this plan as 
required. The Committee members are required to stay informed of any changes to policy 
or practice made at the local and provincial levels. 


