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PURPOSE
This document provides a high‐level overview of how Tritech Group Ltd. is addressing the COVID‐19
Pandemic in relation to exposure control and business continuity. Project teams are expected to apply
these guidelines, as applicable, on our project sites to the best of their abilities. If there is a section that
does not apply to your project, please disregard. This is a fastmoving situation and this document will be
revised as the need arises.
Tritech is committed to providing a safe and healthy workplace. A combination of measures will be used
to minimize worker exposure to COVID‐19, including the most effective control technologies available.
Our work procedures will protect not only our workers, but also other workers who enter our
facilities/sites. All employees must follow the procedures outlined in this plan to prevent or reduce
exposure to COVID‐19.

March 2020
Date

TRITECH GROUP LTD.

Tritech Group Ltd.
J.S. (Jack) Gill, A.Sc.T.
President
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HEALTH HAZARDS
COVID‐19 has been declared a global pandemic and a public health emergency in British Columbia. It is a
virus that can cause respiratory illness and can lead to hospitalization and death.

SYMPTOMS
Symptoms include fever, fatigue, cough, sneezing, sore throat and difficulty breathing.

ROUTES OF TRANSMISSION
Transmission can occur by:
• Droplet transmission:
Large droplets may be generated by an infected person through coughing or sneezing, and also
through medical procedures such as cough induction. Droplets travel a short distance through
the air and can be deposited on inanimate surfaces, or in the eyes, nose, or mouth.
• Contact Transmission
o Direct contact involves direct skin‐to‐skin contact
o Indirect contact involves contact with a contaminated intermediate object such as a
contaminated tabletop, doorknob, or a computer keyboard
o Virus can persist on surfaces for several days
• COVID‐19 can be transmitted even by people who are not displaying symptoms of the disease.

RISK ASSESSMENT
Based on WorksafeBC G6.34‐6 guideline (Appendix A) Tritech employees are considered at low risk for
exposure to COVID‐19. Worksites/office have limited staffing numbers, foster social distancing and have
little contact with the public.

TRITECH GROUP LTD.
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RESPONSIBILITIES
Employer responsibilities
• Ensure that supplies of PPE, hand hygiene and disinfectant are maintained (dependent on
market availability)
• Ensure that workers can maintain social distancing. (2 meters apart)
• Select, implement, and document the appropriate control measures.
• Ensure that supervisors and workers are educated and trained
• Ensure that workers use appropriate PPE
• Ensure that a copy of the exposure control plan is available to workers.
Supervisor responsibilities
• Ensure that workers are adequately instructed on the controls for the hazards at their work
location.
• Ensure that workers maintain social distancing, use appropriate PPE and follow hand
hygiene/disinfecting procedures
• Direct work in a manner that eliminates or minimizes the risk to workers.
Worker responsibilities
• Maintain social distancing
• Follow hand hygiene/disinfecting procedures
• Use PPE as instructed.
• Report symptoms indicative of COVID‐19 and exposure to COVID‐19 case (possible/confirmed).

COMMUNICATION
COVID‐19 Health Notices
Weekly information notices are provided to staff to outline and update the health risk, symptoms,
routes of exposures, exposure controls (PPE, hand hygiene, cough etiquette, disinfecting controls),
impacts to business operations and workforce. (Appendix B)
Our workers have received training/education in the following:
• The risk of exposure to COVID‐19, and the signs and symptoms of the disease
• Safe work procedures to be followed, including hand washing, social distancing and
cough/sneeze etiquette
• Location of washing facilities, including dispensing stations for alcohol‐based hand rubs
• Reporting an exposure to or symptoms of COVID‐19. (Appendix C)
Notification to Clients, subcontractors and suppliers
Letters are provided to communicate directly with our construction partners to inform them of
current Tritech policies, procedures and impacts to business operations. (Appendices D, E)
Internal Updates
Tritech has formed a COVID‐19 Working Group to meet regularly to collect updates information from
safety associations, governments and regulatory bodies to revise operations and mitigation strategies
Internal Documentation Control
All documents are archived in a Pandemic COVID‐19 folder in a central network drive that is accessible
to all employees.

TRITECH GROUP LTD.
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HAZARD CONTROLS
OFFICE/SHOP
Regular disinfecting of common surfaces
Designated staff are sanitizing common touch points (doorknobs, handrails, etc.) throughout the office
and shop at least once a day. Staff have been directed to sanitize the lunchroom counter area,
microwave and tables after use.
Social distancing
Staff are directed to maintain 2.0m distance with co‐workers. This includes the lunchroom, washrooms
and common work areas. Workstations are configured to maintain distance requirement. Signage will be
posted on sites to promote proper social distancing protocols. (Appendix F)
Hand sanitizer/wash stations
Along with washrooms within office and shop, hand sanitizer will be positioned in strategic locations
(front desk)
Hand Hygiene and Respiratory Etiquette
Staff have been directed to repeatedly wash/sanitize hands. Do this before and after meals, at the
start/end of the workday. Avoid hand shaking. Do not share food, drinks, cigarettes and personal hand
tools. Do not touch face, eyes, or mouth with unwashed hands. Follow good respiratory etiquette by
covering your mouth and nose by creasing your elbow when coughing or sneezing. Signage will be
posted throughout the office/shop to promote hand hygiene and respiratory etiquette. (Appendix G)
Travel
All non‐essential work travel has been suspended. Essential work‐related travel to be assessed and
approved by President or designee. Staff have been encouraged to limit all personal travel and directed
to report any international or inter‐provincial travel to their supervisor.
Remote Working
COVID Task Group have identified the positions that can work remotely and have developed an office
work schedule to limit the number of staff in the office. (Appendices H, I)
Meetings
When feasible, all meetings should be conducted via video/telephone conferencing. Meetings in person
should observe social distancing protocols.
Visitors
Signage indicating visitor/delivery protocols have been posted at common entries to office and shop. All
visitors must sign in/out. (Appendix J)
Equipment sharing/disinfecting
Staff are directed to limit equipment/tool sharing. Where equipment/tools must be used by multiple
staff, user should wash/sanitize hands prior to use and sanitize hand controls pre/post use. Worker may
choose to wear gloves; however, gloves can still carry and transfer the virus.
Company Vehicle Use
Staff are limited to a single occupant use where feasible.

TRITECH GROUP LTD.
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PROJECT SITES
Regular disinfecting of common surfaces
Site Superintendent to designate a worker to sanitize surfaces that workers come into regular contact
with (door handles, toilet doors, meeting room tables, etc.) at the end of each shift. Stock and supply
cleaning wipes and spray sanitizer on site.
Social distancing
Staff are directed to maintain 2.0m distance with co‐workers. This includes the within the trailer and
throughout the worksite.
Hand sanitizer/wash stations
Each project site will have handwash station and hand sanitizer in strategic locations
Hand Hygiene and Respiratory Etiquette
Staff have been directed to repeatedly wash/sanitize hands. Do this before and after meals, at the
start/end of the workday. Avoid hand shaking. Do not share food, drinks, cigarettes and personal hand
tools. Do not touch face, eyes, or mouth with unwashed hands. Follow good respiratory etiquette by
covering your mouth and nose by creasing your elbow when coughing or sneezing. Signage will be
posted at the site to promote hand hygiene and respiratory etiquette.
Meetings
To limit person to person contact, meetings should be conducted via video/telephone conferencing.
In‐person site meetings (safety tailboard) are to be held in an open area, preferably outside and practice
Social Distancing protocols.
Visitors
All site visitors (owner, consultants, inspectors, etc.) should limit site visits unless necessary. If visits are
required, visitors are expected to provide notice to Project Manager/Site Superintendent. All visitors
must sign in/out. Visitors observed to have symptoms consistent with COVID‐19 will be directed to leave
the site.
Site Orientation
Orientation for visitors, subcontractors and staff to include this response plan and project site controls.
Equipment sharing/disinfecting
Staff are directed to limit equipment/tool sharing. Where equipment/tools must be used by multiple
staff, user should wash/sanitize hands prior to use and sanitize hand controls pre/post use. Worker may
choose to wear gloves; however, gloves can still carry and transfer the virus
Company Vehicle Use
Staff are limited to a single occupant use where feasible.
Site Trailer
Limit the number of employees and workers in site trailer. Maintain social distancing protocol. Host
meetings outside for larger groups to maintain social distancing. Do not share computers, pens,
clipboards, documents. Routinely disinfect door handles, tables and commonly touched items.
Due to size constraints, workers may need to take coffee breaks and/or lunch breaks in shifts

TRITECH GROUP LTD.
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Subcontractors
All Subcontractor will be expected to
•
•
•
•
•
•
•
•

comply with government social distancing and self‐isolation and quarantine protocols.
Practice hand hygiene and respiratory etiquette
Provide their staff with PPE, hand sanitizing products
Develop, monitor and enforce your own COVID‐19 policies and procedures including equipment
cleaning procedures.
Follow Tritech policies and procedures while on‐site. Report any concerns to the Site
Superintendent immediately.
Remove any staff with symptoms.
Ensure all staff sign in and out.
Notify Tritech immediately, if any of their staff visiting our worksites have tested positive for
COVID‐19 or have been potentially exposed to a COVID‐19 case.

Subcontractor staff observed to have symptoms consistent with COVID‐19 will be directed to leave the
site.

HEALTH MONITORING
Workers have been instructed to report symptoms or possible contact with COVD‐19 case to their
supervisor.
Worker reporting/presenting with COVID‐19 symptoms
If a worker reports or is observed to have symptoms consistent with COVID‐19, they will be immediately
directed to go home. Supervisor are to report to COVID‐19 Task Group. Self‐isolation/quarantine
protocols as outlined by Provincial Health Authorities will be implemented.
Worker reporting contact with confirmed/probable COVID‐19 case
If a worker reports contact with a COVID‐19 case their supervisor, they will be immediately directed to
go home. Supervisor are to report to COVID‐19 Task Group. Self‐isolation/quarantine protocols as
outlined by provincial health authorities will be implemented.
Confirmed COVID‐19 Case
If a worker, visitor or sub‐contractor is identified as a COVID‐19 case, COVID‐19 Task Group will
investigate to determine course of action with regards to suspending work, area disinfection, notifying
others of potential exposure in accordance with Provincial Health Authority Protocols for identification
and quarantine and possible work area shut down.

RESPONSE PLAN REVIEW
This plan will be continual reviewed and amended by the Tritech COVID‐19 Task Group to include the
most up to date guidance and information from Health Authorities, OHS Regulators and Industry
Leaders.

TRITECH GROUP LTD.
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Appendix A
WorksafeBC G6.34‐6 Guideline

TRITECH GROUP LTD.

Risk Assessment for COVID‐19
Low risk
Workers who typically
have no contact with
people infected with
COVID‐19
Hand hygiene

Disposable gloves

Yes (washing with soap
and water, using an
alcohol‐based hand rub,
or using hand wipes that
contain effective
disinfectant)
Not required

Moderate risk
Workers who may be
exposed to infected
people from time to time
in relatively large, well
ventilated workspaces
Yes (washing with soap
and water, using an
alcohol‐based hand rub,
or using hand wipes that
contain effective
disinfectant)
Not required (unless
handling contaminated
objects on a regular basis)

Aprons, gowns, or
similar body protection

Not required

Not required

Eye protection ‐ goggles
or Face shield

Not required

Not required

Airway Protection ‐
respirators

Not required

Not required (unless
likely to be exposed to
coughing and sneezing)

High risk
Workers who may have
contact with infected
patients, or with infected
people in small, poorly
ventilated workspaces
Yes (washing with soap
and water, using an
alcohol‐based hand rub, or
using hand wipes that
contain effective
disinfectant)
Yes in some cases (for
example, when working
directly with COVID‐19
patients)
Yes in some cases (for
example, when working
directly COVID‐19
patients)
Yes in some cases (for
example, when working
directly with COVID‐19
patients)
Yes (minimum N95
respirator or equivalent)
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Appendix B
COVID ‐19 Health Notice
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HEALTH NOTICE
COVID-19
While the risk of spread of the COVID – 19 virus for the general
Canadian population remains low at this time, it’s important to
Tritech that we continue to communicate and update staff with
new information.

Employees with confirmed or suspected cases of the COVID-19
virus will require medical clearance to return to work.

As of March 16, 2020, the number of cases in British Columbia was
73, with an overall total for Canada of 324; of these cases:

During times like these, it is not unusual to feel anxiety, worry and
fear. Tritech employees are encouraged to use the Employee and
Family Assistance program through Homewood Health for personal
support services. Services are confidential, free and accessible 24
hours per day, 7 days per week and they include information and
counselling services for:

•

onset of illness occurred between January 15 and March 13,
2020
• 51% of cases are female
• 31% of cases are 60 years old and over
• 13% of cases have been hospitalized
• 1 person has died of COVID-19
• 74% of cases are travellers and 6% are close contacts of
travelers
You can continue to monitor the situation in Canada by visiting the
website for Canada Public Health Services
https://www.canada.ca/en/public-health/services/diseases/2019novel-coronavirus-infection.html.
Who should I contact for specific questions?

A new toll-free phone number (1-833 784 4397) has been
established to answer general questions from Canadians about the
COVID -19. Service is available from 4am to 9pm PST.
For questions or concerns specific to Tritech, please see Christina
House (chouse@tritechgroup.ca ext.1039).
What should I do if I, or someone I’ve been in
contact with, feel symptoms?

Anyone who is concerned they may have been exposed to or are
experiencing symptoms of the COVID -19 should contact their
primary health care provider, local public health office or 811.
To limit the spread and protect individuals who may be at high risk
for serious illness, Tritech asks that any employee who is concerned
they may have been exposed to or are experiencing symptoms of
the COVID -19 virus stay home.
For Tritech employees at high risk for serious illness (or live closely
with someone who is) and for employees who may have been
exposed to the virus and are required to go into self-isolation,
Tritech is offering options for employees to work from home
(where possible), use accrued paid time off, or take unpaid sick
leave in order to apply for Employment Insurance benefits.

Additional Resources

•
•
•
•

Parenting & childcare
Older adults
Disability
Financial

•
•
•
•

Work
Health
Emotional well being
and others…

You can reach a consultant at 1-888-707-2115, or visit the
Homewood Health web site at Homeweb.ca/Equitable.
For Canadians with the COVID – 19 virus, and in cases where selfisolation is recommended by a health care professional, income
assistance can be provided by Employment Insurance. To ease the
financial impact on affected Canadians, the federal government has
waived the one-week waiting period for employment insurance.
Should I Travel?

There are increased health risks for Canadian travelers abroad.
Because of these risks, the Government of Canada advises you to
avoid non-essential travel outside of Canada until further notice.
Due to this advisory, Equitable Health, our benefits carrier, has
announced that the travel insurance on our benefits plan will not
provide coverage for travel outside Canada
For individuals returning to Canada from outside the country, or
have close contact with someone who has, you will be asked to:
•
•
•
•

Self-isolate for 14 days after your return from travel outside
of Canada
Monitor your health for fever, cough or difficulty breathing
Wash your hands often for 20 seconds
Cover your mouth and nose with your arm when coughing
or sneezing

Check travel advisories prior to travel, you can view travel advice
and advisories from the government of Canada at
https://travel.gc.ca/travelling/advisories

References

ICBA COVID-19 FAQ’s: https://www.icbaindependent.ca/wp-content/uploads/2020/03/COVID-19-Conditions.pdf
Canadian Public Health Services: https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection.html
BC Centre for Disease Control: http://www.bccdc.ca/health-info/diseases-conditions/coronavirus-(novel)
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Appendix C
COVID‐19 Workplace Prevention

TRITECH GROUP LTD.

WORKPLACE PREVENTION
There are several things we can do to prevent the spread of the COVID-19 virus and reduce the
risk of exposure for ourselves and others around us. Although not exhaustive, the following list
provides a great deal of measures we can take immediately:
• Reduce car sharing and carpooling.
• Reduce interaction between business units: If you work in the office, only visit project sites
and the shop when absolutely necessary for business purposes and vice-a-versa for site and
shop staff. This will help us contain exposure risk in the case of an employee infection.
• To the best of your ability, avoid travel, attending public events or visiting high traffic public
spaces
• Respectfully refrain from any physical contact and practice social distancing, some ways we
can do this are:
o Maintain 2 metres distance from others when possible.
o Reduce visits to your workstation by others and your own visits to others’.
o Eat lunch at your desk/workstation instead of the lunchroom; where this isn’t possible,
you can also stagger lunch breaks so there are less people together at the same time
and more space for distancing.
• If you do use the lunchroom, be diligent in washing your hands, surfaces, and dishes, DO NOT
share dishes, utensils, food or drink.
• Avoid face to face meetings – schedule conference calls or use Microsoft Teams instead
• Wash your hands often with soap and water for at least 20 seconds. Note, it has recently
been shown that the water does NOT need to be warm in order to be effective. This should
be done whenever you enter the workplace, before eating and at reasonable intervals
through the workday, particularly if you handled objects from outside the workplace
• Avoid touching your eyes, nose and mouth

WORKPLACE PREVENTION
• Cover your cough or sneeze with a tissue or use your elbow/sleeve. Throw away any used
tissues and wash your hands immediately after.
• Use disinfectant wipes and hand sanitizers regularly but sparingly (due to a shortage of these
products); however, disinfectant wipes and hand sanitizers are secondary preventative
measures and are not a substitute for hand washing.
• Clean and disinfect frequently touched objects and surfaces with a bleach or 70%+ alcohol
solution, examples of such objects include:
o Heavy equipment controls
o Tools and shop equipment
o Interior of shared vehicles (e.g. steering wheel, gear shift, stereo nobs etc.)
o Door handles, handrails and light switches
o Faucets and toilets
o Phones
• Avoid handshaking
• Use your knuckles or elbows to touch light switches, elevator buttons, etc.
• Open doors with a closed fist or hip if possible
• Self-monitor, self -isolate or isolate when applicable using the BC COVID-19 Symptom SelfAssessment Tool: https://covid19.thrive.health/
• Work from home as per Tritech’s work from home schedule
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Appendix D
COVID‐19 Letter to Clients

TRITECH GROUP LTD.

Tritech Group Ltd.
Head Office Ph: (604) 607‐8878 Fax: (604) 607‐8872
Branch Office Ph: (587) 254‐2669 Fax: (587) 254‐4433
www.tritechgroup.ca

March 23, 2020

To our valued clients,
Re:

COVID‐19 Response at Tritech Group Ltd.

On March 18, 2020, the BC Provincial Government announced a State of Emergency in response to the
COVID‐19 pandemic. This global pandemic has resulted in unprecedented restrictions being imposed by
governments and other organizations on the movement of goods and people, including travel
restrictions and quarantines.
The rapid spread of the COVID‐19 poses a threat to the health and wellbeing of families, communities
and businesses around the world. As a part of the greater community, Tritech Group is dedicated to
doing our part in reducing the spread of the COVID‐19 while maintaining the health and wellness of our
team members and their families as our top priority.
However, we also recognize the critical role we play in the business continuity of our clients and
vendors. We are diligently monitoring the situation in Canada and regularly adjusting our policies and
procedures to limit potential disruptions or delays to our operations that may impact yours. We wish to
take this time to notify you of how we are approaching the situation at Tritech.
What We Are Doing
We have appointed a work group dedicated to monitoring and mitigating the impacts of COVID‐19 and
providing regular updates and recommendations to our business, staff and clients. So far we have
initiated the following changes to help mitigate the impacts of COVID‐19.
•

•
•
•

Work‐from‐home options for selected office staff;
Recommending staff at high risk for serious illness to self identify and to work from home or take
time off;
Social distancing procedures for all team members; including the avoidance of gatherings and non‐
essential meetings. All meetings are to take place via teleconference or using Microsoft Teams;
Reducing the number of non‐essential persons entering our facility; including suspending interviews
and other in‐person meetings;
A requirement for all team members to self‐monitor, self‐isolate and isolate in accordance with
current government guidelines.

Tritech has also implemented other measures which help combat the spread of COVID‐19 but do not
affect our clients such as additional disinfection and cleaning, handing washing guidelines and personal
hygiene recommendations in accordance with current public health guidelines.

 Head Office: 5413 – 271st Street, Langley, BC V4W 3Y7

 Branch Office: 617 East Lake Rd NE, Airdrie, AB T4A 2J7
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What We Expect From You
During this difficult time we request that clients, owners and engineers help us in several ways, including
the following:






Comply with government social distancing and self‐isolation measures;
Reschedule all project meetings to take place via teleconference;
Add COVID‐19 as a health and safety discussion point on all meeting agendas;
Share any client or owner specific procedures or requirements related to COVID‐19 with Tritech
Project Managers, Supervisors and Superintendents.
Avoid visiting construction site unless necessary. If inspections are necessary, maintain 2 metres
distance when speaking to Tritech staff and ensure you are signed into our visitor sign‐in sheet when
you visit site.

How This Will Affect Our Projects
We want to take this opportunity to inform you that we anticipate there may be adverse impacts on the
performance of our services as a result of these unforeseeable circumstances which are beyond our
control.
Some of these impacts include but are not limited to the following:
•




Supply Disruptions: Tritech had already experienced delays due to late delivery of materials
(particularly from China); in the future we expect more delays and/or possible cost increases as the
COVID‐19 affects more regions.
Self‐Isolation: Several Tritech and subcontractor staff have been required to self‐isolate upon
returning from vacation from foreign countries or after becoming symptomatic. In the future we
expect greater impact to our operations as more individuals become symptomatic or are exposed to
those with COVID‐19.
Key Individuals: There are several roles in Tritech and on our projects that are considered key
individuals necessary to operation of the company or a specific project. Key individuals include but
are not limited to our management team, mechanical and electrical engineering team leads, project
managers, site superintendents and supervisors. If these individuals contract COVID‐19 or are
required to self‐isolate then projects may need to be suspended.

Due to the dynamic and fluid nature of the situation, we are currently unable to provide a reasonable
assessment of potential impacts including potential additional cost and schedule impacts. We are
monitoring the situation closely and will provide you with updates if and when impacts of this pandemic
materialize and/or become quantifiable.

 Head Office: 5413 – 271st Street, Langley, BC V4W 3Y7

 Branch Office: 617 East Lake Rd NE, Airdrie, AB T4A 2J7
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We encourage you to reach out should you have any questions or concerns.
Sincerely,
Tritech Group Ltd.

J.S. (Jack) Gill, A.Sc.T
President

 Head Office: 5413 – 271st Street, Langley, BC V4W 3Y7

 Branch Office: 617 East Lake Rd NE, Airdrie, AB T4A 2J7
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Appendix E
COVID‐19 Letter to Subcontractor and Suppliers

TRITECH GROUP LTD.

Tritech Group Ltd.
Head Office Ph: (604) 607‐8878 Fax: (604) 607‐8872
Branch Office Ph: (587) 254‐2669 Fax: (587) 254‐4433
www.tritechgroup.ca

March 26, 2020

To our valued subcontractors and suppliers,

Re:

COVID‐19 Response at Tritech Group Ltd.

On March 18, 2020, the BC Provincial Government announced a State of Emergency in response to the
COVID‐19 pandemic. This global pandemic has resulted in unprecedented restrictions being imposed by
governments and other organizations on the movement of goods and people, including travel
restrictions and quarantines.
The rapid spread of the COVID‐19 poses a threat to the health and wellbeing of families, communities
and businesses around the world. As a part of the greater community, Tritech Group is dedicated to
doing our part in reducing the spread of the COVID‐19 while maintaining the health and wellness of our
team members and their families as our top priority.
However, we also recognize the critical role we play in the business continuity of our clients,
subcontractors and vendors. We are diligently monitoring the situation in Canada and regularly
adjusting our policies and procedures to limit potential disruptions or delays to our operations that may
impact yours. We wish to take this time to notify you of how we are approaching the situation at
Tritech.

What We Are Doing
We have appointed a work group dedicated to monitoring and mitigating the impacts of COVID‐19 and
providing regular updates and recommendations to our staff and clients. So far, we have initiated the
following changes to help mitigate the impacts of COVID‐19.
•
•

•
•

Work‐from‐home options for selected office staff.
Social distancing procedures for all team members; including the avoidance of gatherings and
non‐ essential meetings. All meetings are to take place via teleconference or using Microsoft
Teams.
Reducing the number of non‐essential persons entering our facility/worksites; including
suspending interviews and other in‐person meetings.
A requirement for all team members to self‐monitor and self‐isolate in accordance with current
government guidelines.

Tritech has also implemented other measures which help combat the spread of COVID‐19 such as
additional disinfection and cleaning, hand washing guidelines and personal hygiene recommendations in
accordance with current public health guidelines.
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What We Expect From You
During this difficult time, we request that subcontractors and suppliers help us in several ways, including
the following:
• Comply with government social distancing and self‐isolation measures.
• If required to participate in project meetings do so via teleconference.
 Take part in all safety related meetings and communication onsite as it is necessary for the safe
and efficient execution of the project. Maintain appropriate distance and have one individual
take attendance. For larger projects it may be necessary to break up the meetings by discipline.
Follow the instructions of Tritech Superintendents.
•

Provide your employees with sanitization measures as there is a shortage. Tritech maintains
bathrooms and washing facilities.





Ensure all of the necessary Personal Protective Equipment is available to your staff.
Limit equipment sharing where reasonable.
Develop, monitor and enforce your own COVID‐19 policies and procedures including equipment
cleaning procedures.

•

Share any subcontractor or supplier specific procedures or requirements related to COVID‐19
with Tritech.



Follow Tritech policies and procedures while on‐site. Report any concerns to the Site
Superintendent immediately.
Individuals with symptoms should not attempt to access our office/worksites


•

When visits to our office/worksites are necessary, perform hand hygiene upon arrival, maintain
social distancing (2 meters) and ensure you sign in and out.



Notify Tritech, if any of your staff visiting our office/worksites have tested positive for COVID‐19
or have been potentially exposed to someone who has.
Notify Tritech if you will be unable to meet any schedule milestones due to shortage of
resources, labour or materials.



Due to the dynamic and fluid nature of the situation, we are currently unable to provide a reasonable
assessment of potential impacts including potential schedule impacts. We are monitoring the situation
closely and will provide you with updates.
We encourage you to reach out should you have any questions or concerns.
Sincerely,
TRITECH GROUP LTD.

J.S. (Jack) Gill, A.Sc.T
President

 Head Office: 5413 – 271st Street, Langley, BC V4W 3Y7
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Document No.
2004
Rev: 0
Date of Latest Revision
2020/Apr/01

Title

TRITECH GROUP LTD. ‐
COVID‐19 RESPONSE PLAN

Appendix F
COVID‐19 Social Distancing

TRITECH GROUP LTD.

SOCIAL DISTANCING
Together, we can slow the spread of COVID-19 by making a conscious effort to keep a physical distance
between each other. Social distancing is proven to be one of the most effective ways to reduce the
spread of illness during an outbreak. With patience and cooperation, we can all do our part.

What does Social Distancing mean?
This means making changes in your everyday routines in order to minimize close contact
with others, including:
f

avoiding crowded places and non-essential gatherings

f

avoiding common greetings, such as handshakes

f

limiting contact with people at higher risk (e.g. older adults and those in poor health)

f

keeping a distance of at least 2 arms lengths (approximately 2 metres) from others,
as much as possible

Here’s how you can practice social distancing:
f

greet with a wave instead of a handshake, a kiss or a hug

f

stay home as much as possible, including for meals and entertainment

f

shop or take public transportation during off-peak hours

f

conduct virtual meetings

f

host virtual playdates for your kids

f

use technology to keep in touch with friends and family

If possible,
f

use food delivery services or online shopping

f

exercise at home or outside

f

work from home

Remember to:
f

wash your hands often for at least 20 seconds and avoid touching your face

f

cough or sneeze into the bend of your arm

f

avoid touching surfaces people touch often

If you’re concerned you may have COVID-19:
f
f

f

f

separate yourself from others as soon as you have symptoms
if you are outside the home when a symptom develops, go home immediately and avoid
taking public transit
stay home and follow the advice of your Public Health Authority, who may recommend
self-isolation
call ahead to a health care provider if you are ill and seeking medical attention

FOR MORE INFORMATION:
canada.ca/coronavirus

1-833-784-4397
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Appendix G
COVID‐19 Hand Hygiene

TRITECH GROUP LTD.

REDUCE THE SPREAD OF COVID-19.

WASH YOUR HANDS.

20
1

2

3

4

5

6

Wet hands with
warm water

Apply soap

For at least 20
seconds, make
sure to wash:

Rinse well

Dry hands well
with paper towel

Turn off tap using
paper towel

palm and back
of each hand

between fingers

1-833-784-4397

canada.ca/coronavirus

under nails

phac.info.aspc@canada.ca

thumbs
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Appendix H
Remote Working Policy

TRITECH GROUP LTD.
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Work from Home Policy

PURPOSE
In response to the COVID‐19 Pandemic, this policy has been developed to provide a mechanism to have
designated staff work remotely in lieu of attending the office. In combination with other aspects of the
Tritech COVID‐19 Response plan this program will assist in mitigating the impact to business operations.

SCOPE
The COVID‐19 Task Group have identified positions where remote working is practicable and in
conjunction with this policy have developed a remote working schedule. Each remote working
arrangement is unique depending on the needs of the position, supervisor and employee. Remote
working will be approved for 4‐week intervals with subsequent reviews for extension.

RESPONSIBILITIES
Employer




Establish and implement a remote working policy
Provide adequate direction and support to employees working under this policy
Ensure supervision is provided to employees working under this policy

Supervisor





Ensure the health and safety of workers under their supervision
Complete remote worksite setup form and submit to HR
Implement Working Alone procedures when necessary
Investigate any incidents reported by employee

Employee








Setup and maintain the remote worksite in a manner that ensures their health and safety
Always follow safe work procedures and act safely
Perform and document worksite inspection as requested
Completed worksite inspection and setup documentation
Follow ergonomic recommendations, report any ergonomic issues to their supervisor
Inform supervisor if working alone
Report any incidents, injuries to their supervisor

Procedures




Supervisor and employee to complete the Remote Working Setup Form
Completed forms to be submitted to HR for documentation retention
In the event the employee is working remotely alone, follow check‐in procedure
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Appendix I
Home Ergonomics

TRITECH GROUP LTD.

Under the present circumstances, many
of you will work from home. If this way of
working is new to you, you may not have
a»space specially set up for telework.
/ i«ÞÕLiVvÀÌ>Li>`ivwViÌ
in temporary teleworking mode,
here is a practical guide including
recommendations, tips and advice
for dealing with this reality.

1. HOW TO WORK WITH
YOUR LAPTOP
2. HOW TO SET UP AND
ADJUST YOUR TEMPORARY
WORKSTATION
3. WHERE TO WORK AT HOME
4. TIPS AND TRICKS TO BE
EVEN MORE ERGONOMIC

1. HOW TO WORK WITH
YOUR LAPTOP
A laptop has many advantages, particularly in terms of mobility.
On the other hand, it is unsuitable for prolonged work because of the
postural constraints involved: ﬂexion of the neck, abduction of the
shoulders, mechanical pressure, etc.

Tip #1
Use auxiliary equipment

2 options
available to you when using an auxiliary keyboard and mouse:
•

A stand to raise your laptop

•

An external screen to optimize the display of information.

These strategies will allow you to keep your head straight and minimize prolonged neck ﬂexion.

Tip #2
Use your headphones

You don’t have access to this equipment? No problem, here are

3 alternatives
•

Push back the computer to fully support your forearms on the table and reduce neck ﬂexion

•

Use the 20-20-20 rule to reduce eye strain and muscle fatigue

•

-

Every 20 minutes,

-

Look at an object at a distance of 20 feet (about 6 meters)

-

For 20 seconds

Take regular micro breaks and stretch (next page)

20-20-20

Stretching Exercises
Four rules to follow:

Stretch
regularly during
the day

Hold the stretch
for a minimum of
15 seconds

Avoid
sudden
mouvements

Feel muscle
tension but no pain

Extend your
JCPFVQYCTFVJGƃQQT.

Bend your hand backward.
Tilt your head
to one side.

Extend your arms
and shoulders backward.

Bring your elbow
to your opposite shoulder.

Stretch your hands forward
and round your upper back.

Stretch one leg and
bend your trunk forward,
keeping your back straight.

Place your ankle on your
opposite thigh. Exert slight
pressure on your knee while
keeping your back straight.

2. HOW TO SET UP AND
ADJUST YOUR WORKSTATION
In telework, it can be tempting to settle down on your favorite couch. But you will quickly realize that this option,
which may be comfortable at ﬁrst, is anything but “ergonomic”.

“I have a work desk and an adjustable chair”
Tip
Adjust your position based on the guidelines below.

Eyes level with
the top of the screen

Screen at least an
arm’s length in front
of you

Relaxed
shoulders
Back fully
supported

Forearms
supported

Lumbar hollow
supported
Elbows close
to the body

Knees at 90°
Thighs parallel
to the floor

Progressive lenses?
Lower the screen to view
it without moving your head

Feet flat on the
floor or on a
footrest

“I don’t have a work desk or an adjustable chair ”
Alternative #1
Choose a ﬂat and solid surface that allows you to place your computer directly in front of you with your documents nearby.
The kitchen table is usually the best option.
If you have to work on a kitchen chair, use:

A cushion or pillow on the seat to help you
elevate yourself in order to reach the desired
height: elbows at table-height.

Books or a ﬁrm box
on the ground to
keep a good support
for your feet.

A rolled cushion or towel to support
the lower back. The goal is to keep
your lumbar curve, like your ofﬁce
chair does.

Alternative #2

Vary your position regularly
Boost your work by getting up regularly

Work short periods on the kitchen counter
in a standing position.

Are you tall?

Raise your laptop with a
box so that the computer is
at elbow-height and your
neck is better positioned

!

Avoid working on a high surface such as a counter
with a stool, as these provide less back support
and limited support for the feet.

3. WHERE TO WORK AT HOME
One of the keys to making telework fun and productive is to separate personal and professional life.
The border between these two universes remains a challenge for many. Here are a few tips :
Install your equipment in a closed room or an isolated place in the house

If this is not possible, here are

2 alternatives
•

Plan a schedule with other family members

•

Plan quiet times, suitable for videoconference calls or tasks
requiring concentration.

Don’t hesitate to be creative while respecting the basic
principles in ofﬁce ergonomics and better postures.

4. TIPS AND TRICKS
TO BE MORE ERGONOMIC
1

Put shortcuts to the ﬁles
that you use regularly on the desktop
of your computer screen:

20/80
Apply the 20-20-20 rule

20% of the ﬁles for
80% of the work.

2

to reduce eye fatigue. Every 20 minutes,
look away at a distance of 20 feet
(6 metres) for 20 seconds.

3
Increase the speed of your
mouse to reduce elbow and shoulder
movements.

4
Use keyboard shortcuts
instead of your mouse.

alt

Progressive lenses?
Lower the screen to view
it without moving your head

5
7

Get up at least once
every hour.

2 screens? Set them up side by side on the same level.
If the same % of use, put
both screens in front of you.

If not the same % of use, put the
lesser-used screen on the right.

6
9

Hold short meetings

standing up.
Stretch several
times a day.

8

Change your chair

adjustments
regularly.

10
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Appendix J
Office/Shop Visitor Signage

TRITECH GROUP LTD.

STOP! IMPORTANT

Thank you for visiting Tritech,
Before entering the building, please be advised of some of the precautions we are taking in order to
protect our staff and visitors from the COVID‐19 virus. Please help us by observing the following
policies/procedures.
 We are practicing social distancing by standing further apart and not making physical contact
with each other or our guests. We respectfully ask you to also refrain from physical contact.
 We are limiting unessential access to the different areas of the building.
 We are practicing good hand hygiene by:
o Washing hands frequently and per recommended standards (information is available
anywhere where you can wash your hands)
o Providing hand sanitizer for those who cannot wash their hands in the moment
o Coughing into a tissue or the crook of our elbows to prevent respiratory droplets
becoming airborne, followed by washing our hands.
 Some of our staff are working from home, please excuse us if we are not able to connect you
right away to the right person and if our communications are a bit slower than usual.
We respectfully ask that if any of the following applies, you give us a call instead of visiting us in
person:
 You are experiencing any of the symptoms of the COVID‐19 virus, such as:
o Cough
o Fever
o Difficulty Breathing
 You have been exposed to an individual experiencing any of the symptoms of the COVID‐19
virus
 You have recently travelled outside of Canada
 You have recently been exposed to someone who has travelled outside of Canada
We will remain open and operational for as long as is advised by the government of Canada and
Canadian Health Authorities. If you have any questions or concerns with regards to what we are
doing at Tritech with regards to the COVID‐19 virus, please contact our Human Resources
Generalist, Christina House at 604‐607‐8878 ext. 1039.

Thank you, from all of us at Tritech!

