COVID 19 Workplace Protocol

ABOUT THIS PROTOCOL
Aspenleaf Energy Limited is committed to taking every precaution to ensure the health and wellbeing of our
Workers, Contractors and Visitors in response to the Novel Coronavirus disease 2019 (COVID-19) pandemic.
This document is a guide to aid in the preventing of the spread of Covid-19 by:
1. Following basic safe work practices to reduce the chance of transmission of the virus.
2. Screening employees, consultants, and contractors prior to entry into field locations, field offices and
the corporate office.
3. Responding to any suspected COVID-19 cases while working in Aspenleaf locations.
4. Cleaning work areas and equipment after a suspected or confirmed case of COVID-19 in the field.
This guidance is valid as of its date of issue and may be adjusted throughout re-entry phases as external and
internal conditions change.

COVID 19
VIRUS
According to the WHO the Coronaviruses are a large family of viruses that may cause illness in animals or
humans. Corona viruses are known to cause respiratory infections ranging from the common cold to more
sever diseases such as MERS and SARS. The most recently discovered corona virus causes coronavirus
disease and is known as COVID-19.

SYMPTOMS
Common Symptoms
•
•
•
•
•

Cough
Fever (over 38C)
Shortness of breath
Dry Cough
New fatigue or severe
exhaustion

Other Symptoms
•
•
•
•
•
•
•

Stuffy or runny nose
Sore throat/painful swallowing
Headache
Chills
Muscle or joint aches
Feeling unwell in general
Conjunctivitis (pink eye)

•

•

Gastrointestinal symptoms
(nausea, vomiting, diarrhea
or unexplained loss of
appetite)
Loss of sense of smell or
taste

TRANSMISSION
COVID-19 is believed to be spread mainly by coughing, sneezing or direct contact with someone who is sick
with COVID-19 or with surfaces they have recently touched.
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SAFE WORK PRACTICES
Use of risk mitigating through recommended practices set out by Alberta Health, Canadian Public Health
Agency and the World Health Organization include:
•
•
•
•
•
•
•
•
•
•

Physical distancing (see below for details)
Wash your hands with soap and water for at least 20 seconds, especially after going to the
bathroom and before eating. Refer to the hand washing poster.
Use alcohol-based hand sanitizer if soap and water are not available or possible.
Avoid touching your eyes nose and mouth.
Cough or sneeze into a tissue or the bend of your arm and not your hand.
Dispose of any tissues you have used as soon as possible in a lined waste basket and wash
your hands afterwards.
Clean and disinfect frequently touched objects and surfaces.
Do not share personal items or supplies such as phones, pens, notebooks, PPE, iPad, etc.
Hand shaking prohibited
If possible, ventilation should be installed in confined areas to aid air movement and
exchange.

*Keep in mind alcohol-based hand sanitizers are flammable. It evaporates quickly. There is a flammability
hazard during a short period before evaporation occurs. Avoid ignition source s during this short time period.
Non-essential visitors, contractors, and vendors are not allowed to enter Aspenleaf locations without an
appointment and provision of a satisfactory self-assessment. Any visitors, contractors, and vendors are also
required to notify Aspenleaf representation, if within 5 days of visiting an Aspenleaf location, they become
symptomatic or test positive for COVID-19. Couriers and deliveries are allowed, however they must abide
by the Aspenleaf mask/face covering requirements.
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SOCIAL DISTANCING
To protect yourself and others:
•
•

•
•
•
•
•
•
•

Wherever possible, people should stay two meters (six feet) away from others.
Masks or facial coverings are required in public indoor spaces at Aspenleaf which includes
hallways, lunchrooms, lobbies, and meetings in personal offices. Masks are not required if
worker is alone inside a personal office space.
Avoid prolonged contact with others, do not congregate where social distancing is not
possible.
Routinely adapt personal hygiene practices (hand washing, cough into elbow, sanitization).
Access to confined areas will be restricted including meeting rooms, wellsite shacks, offices,
doghouse, etc.
It is Aspenleaf’s preference that whenever there is a requirement for workers to gather
(safety meetings, crew change, etc.) they do so outside or in smaller groups that allow for
social distancing and maximum ventilation
Ensure your greetings are touchless (no handshakes).
Follow risk mitigation when traveling to site. Aim for 1 person per vehicle, travel in cohorts,
or ensure everyone is pre-screened and wearing masks.
Hold meetings via Teams or telephone instead of in-person, when possible

If social distancing is unavoidable, the following mitigation is recommended:
•
•

Using non-medical face coverings if/when workers are required to work within 2 meters (6
feet) of each other.
Face coverings need to adhere to fire retardant regulations.

Supervisors/Leadership are responsible to schedules to limit the number of Workers in proximity with each
other and to limit intermingling between Workers between tasks, where reasonably practicable.
Limit mass gatherings as per guidance from your regional health authority and consistent with Site -Specific
Requirements.
The best way to protect yourself is to regularly clean your hands, practice good cough etiquette and
practice social (physical) distancing, including self-isolating when you are sick or have been exposed to
COVID-19.
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PRE-SCREENING SITE ACCESS
All Aspenleaf employees, contractors, and consultants will be required to self-screen before entering an
Aspenleaf worksite. It is necessary to be aware of COVID-19 symptoms.
Employees must self-assess prior to arriving on location before every shift, being fit for duty.
All vendors will ensure that their employees are fit for duty including successful COVID-19 screening before
arriving at an Aspenleaf worksite. Any person working on an Aspenleaf location is expected to provide
contact information for contact tracing.
Before arriving at an Aspenleaf worksite, perform a self-screen assessment by answering the following
questions:
Self-Screen Assessment
1.

Have you tested positive for COVID-19 in the last 10 days?

2.

Have you been in contact in the last 14 days with someone who has a confirmed case
of COVID-19?
Are you currently being investigated as a suspect case of COVID-19?

3.
4.

Do you feel unwell?
Symptoms may include the following: Fever, chills, tiredness, sore throat, cough,
headaches, shortness of breath, difficulty breathing, loss of smell, loss of taste,
nausea, diarrhea, runny nose, and/or aches and pains.

5.

Have you or anyone in your household travelled outside of the county in the past 14
days?

No

Yes

If you answered No to all questions: You are clear to proceed to an Aspenleaf worksite. If you begin to
experience any of the symptoms listed above, you are required to follow the steps outlined in the Reporting
COVID symptoms.
If you answered Yes to 1 or more questions: You may not proceed to any Aspenleaf worksite and are
required to follow the steps outlined in the Reporting of COVID symptoms.
While working on an Aspenleaf worksite you should periodically perform a self -assessment to see if you have
developed symptoms since your last screening. If you have developed symptoms you should follow the steps
outlined in the Reporting of COVID symptoms.
Any person working on Aspenleaf locations should be ready to provide verbal confirmation that they have
completed the self-assessment checklist.
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REPORTING COVID-19 SYMPTOMS
Aspenleaf will not tolerate negative treatment of Employees who have, or perceived to have, COVID-19. As an
organization we have a duty to accommodate employees in relation to COVID 19, and will not discip line or
terminate an employee who is unable to come to work because medical or health officials have quarantined
them or have advised them to self-isolate and stay home in connection with COVID-19.
Any person who observes symptoms or develops symptoms at an Aspenleaf work site is required to notify
their immediate supervisor. The following process will be used by Aspenleaf or Contractor’s management
•
•
•

•

•
•

•
•
•

Report the illness to the government health authority (e.g., public health officer) if required under
current orders respecting pandemics.
Direct the sick worker to self-isolate at home and contact their doctor for assistance or health link
811.
Close contact with a sick worker is considered:
o provides care, lives with, or has close physical contact without appropriate use of personal
protective equipment, or
o comes into direct contact with infectious body fluids
o comes within 2 metres of them for more than 15 minutes
Contact all individuals who may have been in close contact with the diagnosed COVID 19 case and:
o Have them tested if testing is available.
o Those with no symptoms will be asked to self-quarantine for 14 days from their last
potential exposure and should be considered for testing.
o Those with symptoms should immediately self-isolate for 10 days after symptom onset and
be referred for testing and medical care.
o Those who tested negative are required to isolate for 14 days
o Those who tested positive for COVID-19 are required to isolate for a minimum of 10-day,
isolation period is for 10 days from the start of symptoms, or until symptoms resolve,
whichever takes longer
Notify contractor/companies who may have been in close contact so that they can manage the ir
internal COVID-19 procedures.
Any person who develops symptoms, will be required to follow self-isolation requirements (e.g., for
14 days or until symptoms end, whichever is longer). If they tested negative and have no known
close contact with a confirmed COVID-19 person, they may return to work prior to the 14-day
window.
Have all workplaces, tools and equipment used by the sick worker cleaned and sanitized before
anyone else can use them.
Aspenleaf will continue to monitor the condition of the sick worker as well as suspected exposed
workers and will work with contractors to monitor they status of their employees.
If an employee/worker comes into direct contact with someone exhibiting symptoms, but not
confirmed COVID, we ask you to exercise extreme caution and additional vigilance in self -monitoring
and risk management. Use your best judgement whether exposure in the workplace can be
appropriately managed.

Any personal health related information collected by Aspenleaf will be held confidentially. Aspenleaf would
also ask that everyone respects the confidentiality of others’ information.
COVID 19 WORKPLACE PROTOCOL V4 DEC 7, 2020

COVID 19 Workplace Protocol

Any person who develops symptoms of COVID-19 is legally required by the Alberta Government to selfisolate. These people are also required to book an appointment through www.ahs.ca/covid19 or if the
internet is not an option by calling Healthlink at 811.
Person(s) who test positive for COVID-19 are required to isolate for 10 days from when symptoms first
started. If no symptoms were observed, the person is required to isolate 10 days from the positive test date.
Anyone returning to an Aspenleaf location after being absent due to contact with or infection of C OVID-19
must be cleared by Aspenleaf’s Safety and Management teams.
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MASK REQUIREMENTS
Aspenleaf Energy requires all employees, consultants, contractors and visitors to abide by local bylaws and
provincial orders for masks or face coverings. On an Aspenleaf field sites when social distancing cannot be
maintained, and the use of a mask does not impede your safety (fog up glasses), a FIRE RETARDANT face
covering or mask must be used.
Best practice of using any face covering is to ensure to practice good hygiene before and after putting on,
removing or touching the mask/cloth face covering. Limit the handling of the inside and outside of the
mask/cloth face covering. Remember when removing the mask, do not place on a surface other people may
encounter and wash your masks on a daily basis.
Masks/cloth face coverings are mandatory within our offices and indoor spaces when not alone.

TRANSPORTATION
Employees and contractors need to recognize that high exposure occurs when in confined space with other
people. Exposure is reduced with single person occupancy in vehicles (ALE preference). In cases where
there are requirements for multiple passengers, exposure must be mitigated with use of masks and other
sanitization measures.

WORKSITE CONTROLS
On an Aspenleaf work site, routine cleaning and housekeeping are required to minimize communal spread.
At a minimum, the following cleaning practices must be followed:
•

•
•
•

Clean and disinfect high-touch and shared surfaces at the start and end of day, after each shift or
more frequently in high-use areas, such as:
o Doorknobs, light switches, toilet handles, faucets and taps, elevator buttons, railings, vehicle
door handles
o Phones, computers, remote controls, keyboards, desktops, conference room equipme nt,
o Equipment handles, hand tools, machinery control panels, seat belt buckles, joysticks,
screen, locker handles, steering wheels and controls on powered mobile equipment
o Washrooms
Clean visibly dirty surfaces, tools and materials using cleaning agents such as detergents.
Disinfect surfaces, tools, PPE and materials using disinfectants (e.g., bleach).
Clean common areas and surfaces at the end of each shift.

To execute these practices, the following items are required:
1. The appropriate type of gloves for the disinfectant are to be worn by the person applying the
disinfectant.
2. Dedicated clean and dry cloth (should be changed daily).
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3. Spray bottle of disinfectant OR bleach solution OR disinfectant wipes.
It is recommended to clean before disinfecting a surface. Cleaning refers to the removal of visible dirt, grime
and impurities. Cleaning does not kill germs but helps remove them from the surface. Disinfecting refers to
using chemical to kill germs on surfaces. A list of hard surface disinfectants and hand sanitizer can be found
on the Health Canada Website: https://www.canada.ca/en/health-canada/services/drugs-healthproducts/disinfectants/covid-19.html
As an alternative, a solution of 1000ppm bleach can be used to disinfect. This is done by mixing 1000mL of
water with 20mL of unscented household bleach. Make sure that wet solution remains on surface for at
least a minute before wiping
Conduct a hazard assessment of each workplace. Identify potential for the spread through proximity:
•
•
•
•
•
•
•
•
•
•
•

Desks and other workspaces that are less than 2 m apart
Minimize tools and equipment that are used by multiple people in a shift
Sanitation of PPE
Reorganize workplaces and workspaces where possible to allow for better separation, such as by
increasing the distance between workspaces or installing washable dividers between workspaces.
Post Room Capacity Signs
Mark 2m safe zones around common areas, front offices, bathrooms, kitchen etc.
Remove additional seating from meeting rooms
Remove clutter from workspaces and passageways to ensure workers can maintain a reasonable
distance from one another.
Install and maintain hand washing or sanitization stations at all workplace entrances and exits.
Post contact information in case sanitizer is low.
Remove all communal items that cannot be easily cleaned (e.g., newspapers and magazines).
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INCIDENT REPORTING
Any incidents where a worker at the work site is exposed to a suspected or confirmed case of
COVID-19 must be reported to OHS and an internal investigation conducted. Incidents that require reporting
to OHS include where:
•
•
•
•

a worker is confirmed to have COVID-19 and the employer has reason to believe that the exposure
occurred at work; or
a worker is exposed to a confirmed or suspected case of COVID-19 and the work site did not follow
the rules, procedures and guidance related to COVID-19 protection, or
the COVID-19 controls in place have failed; or
any work site with a confirmed COVID-19 outbreak.

An internal investigation into the incident must be conducted with the participation of the joint work site
health and safety committee (HSC) or health and safety (HS) representative.
Once the investigation is complete, the employer must write a report and provide that report to
OHS and the HSC, HS representative or workers

INVESTIGATING AN INCIDENT
To identify the cause of the incident and prevent it from happening again, an employer or prime contracto r
(if there is one) must conduct an investigation when any reportable incident happens. To meet their
obligations under the OHS Act, the employer or prime contractor (if there is one) must:
•
•
•
•
•

Investigate the circumstances surrounding the incident. Involve the HSC or HS representative, if
there is one.
Prepare a report that outlines the circumstances of the incident and corrective actions taken, if any.
Provide a copy of the report to the HSC or HS representative, if applicable. If there is no HSC or HS
representative, a copy must be made available to workers once the investigation is complete.
Retain a copy of the report for at least two years after the incident and make it available to an OHS
officer upon request.
For incidents involving COVID-19 exposure, the report must also be submitted to OHS using the
online reporting service.
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RESOURCES
The following is a list of resources for reference.
Alberta Health Link – Can be contacted by dialing 811
Additional online information is available from Alberta Health Services
General – https://www.alberta.ca/coronavirus-info-for-albertans.aspx
Covid 19 specific - https://www.alberta.ca/covid-19-testing-in-alberta.aspx
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Aspenleaf Energy Limited Screening Tool for Field Operations
Location:
Name
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Company

Time
Screened

Date
Screened

SelfAssessment
Response

Temperature
>38

Screeners
Initials
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