CTB Corporate Procedure
Subject: What to do if an Employee has a Probable or Confirmed Case of COVID-19
Number: Temporary Procedure 005

Applicability: Corporate

Effective Date: March 21, 2022

Supersedes Date: March 10, 2022

Approval Authority: Kerri Bernardi, Manager, Corporate Safety

POLICY REFERENCE
Corporate Policy 06-01-15, Occupational Health and Safety Policy

PROCEDURE STATEMENT
To provide guidance in the event an employee has a probable or confirmed case of COVID-19, or has been
identified as a close contact with a person who has a confirmed case of COVID-19.
TBDHU has adjusted its approach to case and contact management in response to the rapid spread of
COVID-19 and the highly transmissible Omicron variant. These changes align with provincial direction.
TBDHU will focus on protecting the most vulnerable by conducting case and contact management in higherrisk settings, including hospitals and health care settings, long-term care and retirement homes and
congregate living settings. TBDHU will continue to work with partners on case and contact management in
First Nation communities.
The City is not able, due to the Municipal Freedom of Information and Protection of Privacy Act (MFIPPA),
to disclose information regarding one’s personal information (COVID-19 related or not) as disclosure of
personal information is presumed to constitute an unjustified invasion of personal privacy if the personal
information relates to a medical, psychiatric or psychological history, diagnosis, condition, treatment or
evaluation.
Orders, directives, or guidelines may supersede the information in this procedure. Staff should consult their
Supervisor for clarification on specific processes.
Definition Links
Probable and Confirmed Cases:
http://www.health.gov.on.ca/en/pro/programs/publichealth/coronavirus/docs/2019_case_definition.pdf
Close Contact: A close contact is anyone you were less than two metres away from for at least 15 minutes,
or multiple shorter lengths of time, without personal protective equipment in the 48 hours before your
symptoms began or your positive test result, whichever came first.
Highest Risk Settings: include hospitals (including complex continuing care facilities and paramedic
services), and congregate living settings with medically and socially vulnerable individuals, including, but
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not limited to Long-Term Care, retirement homes, First Nation elder care lodges, group homes, shelters,
hospices, correctional institutions, Provincial Demonstration Schools and hospital schools.
COVID-19 Symptoms: https://www.tbdhu.com/ScreeningSymptoms

PROCEDURE
What to do if an employee is unsure if they need to self-isolate:


They should refer to:
o The Ontario Self-Assessment Tool: https://covid-19.ontario.ca/self-assessment/
o Ontario’s what to do if you’ve been exposed to COVID-19 webpage: https://covid19.ontario.ca/exposed

What to do if an employee is required to self-isolate:






If the employee is aware they have COVID-19 symptoms, tested positive, or are required to isolate
because of a household close contact, they should not come to work and notify their supervisor.If
the employee is already in the workplace when they develop COVID-19 symptoms, or are notified
by a household member they are a close contact and are required to self-isolate they should leave.
If they cannot leave immediately, the employee should be isolated until they are able to leave. If the
employee is very ill, call 911 and inform the operator the person has symptoms of COVID-19.
If an employee has a household close contact and has previously tested positive for COVID-19 in the
last 90 days, is 18+ and boosted or is under 18 years old and is fully vaccinate, they are not required
to isolate. Instead, they should wear a well-fitted mask in public, physical distance and maintain
other public health measures for 10 days following their last exposure if leaving home. They should
NOT visit or attend work in any highest risk settings and not visit individuals who may be at higher
risk of illness (i.e. seniors or immunocompromised) for 10 days after their last exposure.
The employee should refer to the What to do if you’ve been exposed to COVID-19 page on the
province’s website and follow the guidance for their specific situation. For additional info they may
also refer to Appendix A: Symptom and Exposure Flow Charts.
o It will give guidance to the employee on what to do if they have symptoms, have been
identified as a close contact, live with a person who is COVID-19 positive, etc. It will ask them
to follow the below steps:
 Step One: Confirm if they need to isolate
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 Step Two: Get tested for COVID-19 if they are eligible
 Step Three: Inform their close contacts of their exposure
If an employee has a confirmed or probable case of COVID-19 they are required to inform their
close contacts of their exposure.
o A close contact is anyone you were less than two metres away from for at least 15 minutes,
or multiple shorter lengths of time, without personal protective equipment in the 48 hours
before your symptoms began or your positive test result, whichever came first.
o Close contacts should wear a well-fitted mask in public, physical distance and maintain other
public health measures for 10 days following their last exposure if leaving home. They should
NOT visit or attend work in any highest risk settings and not visit individuals who may be at
higher risk of illness (i.e. seniors or immunocompromised) for 10 days after their last
exposure. There is no requirement for non-household close contacts, regardless of
vaccination status, to self-isolate.
Necessary steps should be taken to protect an employee’s privacy. Any information about COVID-19
in a workplace is limited to the extent needed to take precautions to protect the health and safety
of the workers.
If the employee is required to self-isolate they should notify their supervisor of the expected selfisolation period.
If the employee is able to work from home during their self-isolation period they may do so.
For employees who are unable to work from home, refer to the Self-Isolation and COVID-19 Fact
Sheet for information on compensation options.
If the employee has questions on pay and sick benefits, provide them the Sickness Benefits and
COVID-19 Factsheet.
Once an employee has met all the criteria to come out of self-isolation, and feel well enough, they
can return to work. The employee should communicate with the Supervisor and follow workplace
procedures regarding return-to-work.
There is no requirement for an employee to receive a negative COVID-19 test prior to returning to
work.
If the infection is suspected of being acquired through the course of employment, complete an
Online Report of Injury (refer to section Reporting a COVID-19 positive employee).

Cleaning and disinfecting of a positive employee’s work area:
How long the COVID-19 virus survives on surfaces and objects is unknown. Research shows that the virus
may live on surfaces and objects for a few hours or up to several days depending on:
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the type of surface or object
environmental factors such as humidity and temperature

It's also not certain to what extent contaminated surfaces or objects play a role in the spread of COVID-19.
Surfaces and objects that you or others frequently touch are most likely to become contaminated. Cleaning
and disinfecting them can deactivate the virus, making it no longer infectious.
 Disinfecting the employee’s work area (e.g. station/office space/vehicle/equipment) prior to it being
used by another employee can be considered.
 Commonly used cleaners and disinfectants are effective against COVID-19. (Use disinfectants that have
a Drug Identification Number (DIN). A DIN is an 8-digit number given by Health Canada that confirms it
is approved for use in Canada. Household bleach may not have a DIN, but is an effective disinfectant).
 Large-scale disinfection will be assessed based on the degree of hazard. Large-scale disinfection may
require the closing of a facility for disinfection to occur.
 If there is a requirement to send employees home due to disinfecting procedure, they may continue to
be compensated regular work hours depending on the employee’s employment terms and
classification. Effort should be made to expedite the disinfecting process; however, in the event
employees are displaced from their work area for more than 24 hours, if feasible alternate work
locations should be considered.
 The area requiring cleaning shall be taped off or delineated to indicate employees are not to enter until
cleaning is complete.
 Work areas may undertake disinfection and cleaning if staff are available and trained.

Reporting a COVID-19 positive employee.
 There is no obligation to report a confirmed case of COVID-19 to federal or provincial health
authorities. The medical professional who received the diagnosis has the obligation to report the
positive test result to provincial health authorities.
 If an employee in the workplace is confirmed to be COVID positive, the City may contact the TBDHU to
receive advice and assist in identifying contacts the infected employee had in the workplace. Notify
your designated Corporate Safety Specialist or the Occupational Health Nurse to advise of the direction
of the TBDHU.
 If an employee becomes ill from COVID-19 and it is determined, the infection occurred through the
course of employment, there is an obligation to complete the notifications for a workplace illness.
Refer to SMS Element 005 (Incident Investigation) for specific direction.
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o Notifications will include the Joint Health and Safety Committee (JHSC) or Health and Safety
Representative, Corporate Safety, the Ministry of Labour, Training and Skills Development
(MLTSD) and the Workplace Safety and Insurance Board (WSIB).

For additional guidance contact Human Resources and Corporate Safety.
REFERENCES
Ontario Ministry of Health:
http://www.health.gov.on.ca/en/pro/programs/publichealth/coronavirus/docs/2019_case_definition.pdf
Thunder Bay District Health Unit: https://www.tbdhu.com/coronavirus
Ontario’s what to do if you’ve been exposed to COVID-19: https://covid-19.ontario.ca/exposed
CTB Self-Isolation and COVID-19 Fact Sheet: https://insidectb.thunderbay.ca/en/humanresources/resources/Wellness/Self-isolation-sheet-Final-v5-final.pdf
Public Health Ontario – Cleaning and Disinfection for Public Spaces: https://www.publichealthontario.ca//media/documents/ncov/factsheet-covid-19-environmental-cleaning.pdf
Health Canada: https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirusinfection/prevention-risks.html#p
Revision #

Section

Changes Made

Date

1

All

Updated to reflect new directions from the TBDHU.

April 17, 2020

1

Procedure
Statement

Updated to include statement on MOH orders for LTC and First
Responders, and additional information on privacy of health
information from CTB Legal Services.

April 17, 2020

2

Procedure

Included 15 symptoms as defined by MOH that require an individual
to self isolate. And additional wording defining a close contact from
the TBDHU.

April 21, 2020

3

Procedure

Removal of online self-assessment tool - Direction from TBDHU is to
contact them directly for guidance. Symptom list clarification.

May 15, 2020

4

Definitions

Updated definitions from Public Health Ontario

May 20, 2020

4

Procedure

Updated symptom list from the online self assessment tool

May 20, 2020
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5

Definition

Definition of close contact updated to reflect online self-assessment
tool.

June 3, 2020

5

Procedure

Clarification regarding symptoms that are not related to COVID-19.
Updates throughout procedure to reflect new TBDHU direction on
being assessed for testing, and guidance on self-isolation.

June 3, 2020

6

Procedure

Updated scheduled testing information from TBDHU to TBRHSC,
effective as of August 10, 2020

August 25, 2020

7

Procedure

Updated testing criteria for asymptomatic individuals and guidance on
self-isolation and return to work.

October 13, 2020

8

Procedure

Updated assessment center information, self-isolation timelines, and
criteria for coming out of self-isolation. Updated information on
sending employees home during large scale disinfection.

November 19, 2020

9

Definitions

Updated probable case definition to reflect current definition from
public health.

January 18, 2021

10

All sections

Entire procedure updated to simplify information and provide direct
links to frequently updated information.

March 5, 2021

11

Procedure

Updated guidance for commonly used cleaners and disinfectants.

August 11, 2021

12

Procedure

January 6, 2022

13

Appendix A

14

Procedure
Statement

14

Procedure

15

Appendix A

16

Procedure

Procedure updated with current TBDHU and provincial guidance
regarding contact tracing, and information related to What to do if
you’ve been exposed to COVID-19
Updated flow charts from COVID-19 Integrated Testing & Case,
Contact and Outbreak Management Interim Guidance: Omicron Surge
(gov.on.ca)
Replaced Active Screening with Passive Screening. Removed reference
to the TBHDU Class Order under Section 22 of the Ontario Health
Protection and Promotion Act.
Removed the link to TP021 - Recording Information to Assist Public
Health with Contact Tracing,
Updated flow charts and high-risk setting guidance from COVID-19
Integrated Testing & Case, Contact and Outbreak Management
Interim Guidance: Omicron Surge (gov.on.ca) (March 9, 2022 version)
Removed references to passive screening, updated guidance for close
contacts.
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Appendix A: Symptom and Exposure Flow Charts
Symptom guidance for non-high risk settings

COVID-19 Integrated Testing & Case, Contact and Outbreak Management Interim Guidance: Omicron Surge
(gov.on.ca) – Page 15
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Exposure Guidance for non-high risk settings

COVID-19 Integrated Testing & Case, Contact and Outbreak Management Interim Guidance: Omicron Surge
(gov.on.ca) – Page 19
Symptom and Exposure guidance for high-risk settings
For individuals who work in or attend high-risk settings, follow the direction in the COVID-19 Integrated
Testing & Case, Contact and Outbreak Management Interim Guidance: Omicron Surge (gov.on.ca) under
the section Management of COVID-19 Cases and Contacts in Highest Risk Settings - Page 20
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POLICY REFERENCE
Corporate Policy 06-01-15, Occupational Health and Safety Policy
PROCEDURE STATEMENT
Through the COVID-19 pandemic legislation and guidance for safe workplaces has changed as the hazard
and understanding of the virus has evolved. This procedure is provided to outline and reinforce some of
the continuing practices to keep the workplace safe and provide guidance on best practices to make the
workplace safer.
Provincial orders, directives or guidelines may superseded the information in this procedure, and may
dictate specific requirements not covered in this procedure. Staff should consult their supervisor on
specific processes.
PROCEDURE
Physical Distancing
Physical distancing is no longer required in the workplace; however it is recommended to continue to
distance, where possible, to reduce exposure to COVID-19.
 Where practical, try to position desks or workstations with a spatial separation of 2 metres
between them.
 Use of impermeable barriers.
 In person training may resume at regular capacity limits. However, areas may continue to use larger
training rooms or smaller participant groups.
 Continue to use technology to limit in person interaction. For example, video conferencing or
conference calls to facilitate virtual or hybrid meeting and training options.
Vehicles:
 Masking is encouraged when riding in a vehicle with another individual.
 Recirculation of air throughout the vehicle should be minimized. The fresh air setting should be
selected, and weather permitting, windows should be left open.
 Disinfecting a vehicle’s common touchpoints between use by multiple people may be considered.
Common Areas:
 Lunchrooms, meeting and training rooms may return to regular capacity limits.
 While not required, individuals are encouraged to mask when they are in a larger group setting.
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Common Touchpoints
 Where desk sharing occurs (same desk used by different staff), all non-essential items should be
removed from the desk surface to facilitate disinfecting between each user.
 Disinfecting of common touchpoints in shared vehicles (e.g. door handles, steering wheels, seatbelt
clips, etc.) is recommended to take place at the beginning and end of each shift and if operators
rotate vehicles throughout the day.
 High touchpoints (e.g. shared office equipment, door handles, point of sale terminals, etc.) should
be disinfected once per day (or more often if a surface becomes visibly dirty. (Cleaning and
Disinfection for Public Settings (publichealthontario.ca))
Signage
 While not required, passive Screening signs may be used to remind employees and the public to
self-screen for COVID-19 symptoms. TBDHU General Screening Poster.
 At all sinks, signs providing information on proper hand washing shall be posted. TBDHU
handwashing poster.
 At hand sanitizer stations, signs providing information on proper use of hand sanitizer shall be
posted. TBDHU hand sanitizer poster.
 TBDHU signage is available to promote proper cough etiquette.
 Mask Friendly Space signage is available from the TBDHU and should be posted at all employee and
public entrances. Masking is still required in Long Term Care and public transit.
Personal Hygiene
Encourage all employees, contractors, and customers to wash hands frequently for at least 15 seconds
with soap and water or by using an alcohol-based hand sanitizer and to practise good hygiene. Where
handwashing is not easily accessible, ensure an alcohol-based hand sanitizer is provided. It is important
to wash hands after using the washroom, before preparing or eating food, after contact with frequently
touched surfaces (including mail, packages, and physical currency), and upon returning home from work
or a public place.
The TBDHU provides posters on handwashing and hand sanitizer.
Practice proper cough etiquette. Cover your mouth and nose with a tissue, or your upper sleeve or
elbow, when you cough or sneeze. Throw used tissues immediately in a wastebasket, then wash your
hands using soap and water or an alcohol-based sanitizer.
Screening
There are two forms of screening:
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Active Screening – An intentional screening process requiring an individual attest to a series of
questions to determine if they may be ill or exposed to COVID-19.
Passive Screening – Posting of signage and information specific to COVID-19 advising individuals
must be symptom free and are not required to isolate.

Screening requirements are in place for some areas where there is an obligation from the province,
through provincial orders, directives or guidance.
Although formal screening (passive or active) is no longer required in the majority of CTB workplaces,
employees are still required to follow self-isolation guidance. An individual may need to self-isolate:
 due to having symptoms of COVID-19,
 testing positive for COVID-19, or,
 if they have a household member with COVID-19 symptoms or who have tested positive and
they are 18+ without a booster, have not tested positive in the last 90 days for COVID 19 or are
under 18 years of age and not fully vaccinated.
The Ontario Self Assessment Tool can be used to determine if an individual needs to be self-isolating.
The what to do if you’ve been exposed to COVID-19 | COVID-19 (coronavirus) in Ontario webpage also
provides additional guidance on self-isolation.
Staff should be made aware of their responsibility to self-isolate when necessary.
Personal Protective Equipment (PPE)
PPE requirements include appropriate fit, training on proper use, care, donning and doffing, and
storage.
PPE may be required in some situations. For direction on masking refer to TP020 Masks & Face
Coverings.
Glove use is not a substitute for hand hygiene; if gloves are required for a task, clean hands after
removing gloves.
*COVID-19 specific safety talks have been provided for proper donning and doffing. These can be found
on the Monthly Health and Safety Talk section of Inside CTB.
For assistance or guidance on appropriate PPE selection, please contact Corporate Safety.
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REFERENCES
1. Thunder Bay District Health Unit: https://www.tbdhu.com/workplaces
2. National Collaborating Centre for Environmental Health: https://ncceh.ca/content/blog/physicalbarriers-covid-19-infection-prevention-and-control-commercial-settings
3. City of Toronto – COVID-19: Reduce Virus Spread Guide: https://www.toronto.ca/home/covid19/covid-19-reduce-virus-spread/
4. American Association of Heating, Refrigerating and Air-Conditioning Engineers (ASHRAE) Journal,
May 2020:
https://www.ashrae.org/file%20library/technical%20resources/ashrae%20journal/2020journaldocu
ments/72-74_ieq_schoen.pdf
5. O. Reg. 364/20: RULES FOR AREAS AT STEP 3 AND AT THE ROADMAP EXIT STEP:
https://www.ontario.ca/laws/regulation/200364
6. Living with and managing COVID-19: March 9, 2022 | ontario.ca:
https://www.ontario.ca/page/living-and-managing-covid-19-march-9-2022
Revision Section
#
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1

Procedure Statement

April 20, 2020

2
2
3

Procedure Statement
Procedure
Procedure (Work
Areas) (Common
Areas) (Environmental,
Cleaning, and
Disinfecting)
Procedure (Physical
Distancing) (Signage)

Updated to include statement on MOH orders for LTC and First
Responders.
Updated to include wording around reopening considerations.
All sections updated to include additional recommendations.
Density allocation provided as well as cubicle barrier height.
Posting of room capacity limits at entrances
Increase HVAC turnover where possible

Revised/implemented guideline for physical barriers for service
counters and in cubicles and general physical distancing
requirements.
Provide information on signage requirements.
Revised to include ASHRAE reference.
Updated screening section. Updated signage for physically
distancing in washrooms. Additional information on mask use,
and mandatory mask signage.
Updated TBDHU General and Employee screening, and
Handwashing signage.
Removal of TBDHU Employee Screening sign, replaced with CTB
Workplace Screening Poster.
Updated masking direction.
Updated example of maximum occupancy calculation.

July 10, 2020

4

5
6

References
Procedure

7

Signage

8

Signage

8
8

PPE
Work Areas
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15
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Subject
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Signage
Screening
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17

Screening
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Appendix A

Physical Distancing, Work
Areas, Vehicles, Common
Areas
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Updated general screening signage. Added signage links for
mandatory masking, and physical distancing in lines and fitness
areas.
Updated wording to travel outside of Northwestern Ontario.
Added information and signage for drinking fountains/water
stations.
Removal of masking direction, link provided to TP020 – Masks and
Face Coverings
Updated wording to travel outside of Canada and updated the
passive screening sign.
Updated Public Health Ontario guidance on Cleaning and
Disinfection for Public Settings. Guidance has been reduced from
a minimum of twice a day to a minimum of once a day.
Updated to reflect current guidelines and support return to office.
Updated to reflect current guidelines and support return to office.
Updated to reflect current guidelines and support return to office.
Section removed.

December 8, 2020

Section removed.
Updated general passive screening requirements.
Added vehicle precautions.
Added information about vehicles, POS terminals, and link to
Ontario public health recommendations.
Removed outdated signage requirements.
Updated requirement for active screening.
Procedure title update, changed from Safety Considerations for
Employee Redeployment, Recall, & Reopening During COVID-19 to
General COVID-19 Precautions.
Updated link to passive screening poster
Updated link to passive screening poster
Updated to remove masking and physical distancing
requirements.

December 6, 2021
December 6, 2021
March 4, 2022
March 4, 2022

Removed signage requirements for physical distancing and
capacity limits. Added signage link for proper cough etiquette and
mask friendly spaces.
Updated to remove passive screening requirement, added
information about self-isolation requirements, and link to TP005 –
What to do if an Employee has a Probable or Confirmed Case of
COVID-19
Removed section.

March 21, 2022

December 8, 2020
January 18, 2021
March 9, 2021
June 14, 2021
August 11, 2021

December 6, 2021
December 6, 2021
December 6, 2021
December 6, 2021

March 4, 2022
March 4, 2022
March 4, 2022

March 10, 2022
March 10, 2022
March 21, 2022

March 21, 2022

March 21, 2022
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POLICY REFERENCE:
Corporate Policy 06-01-15, Occupational Health and Safety Policy
PROCEDURE STATEMENT:
To provide guidance on where masking is required in the workplace during the COVID-19 pandemic.
Masks continue to be required in:


public transit service, but only in respect of the indoor premises and vehicles used for the
operation of the public transit service (i.e. Waterfront Terminal (public area), Transit
administration office (front lobby area only) and inside any Transit/LIFT+ vehicle (when not
behind the physical barrier), as per O. Reg. 364/20: RULES FOR AREAS AT STEP 3 AND AT THE
ROADMAP EXIT STEP, or



as required by Ministry of Health Directives in long term care, ambulance services, hospitals,
and health care entities/providers.

Masks are no longer required in all other areas of CTB facilities, both public and employee facing. The
City will support individuals who wish to continue wearing a mask.
Orders, directives or guidelines may supersede the information in this procedure, and may dictate
specific masking and personal protective equipment (PPE) requirements. Staff should consult their
Supervisor for clarification on specific workplace processes.
DEFINITIONS:
Mask - a 3 ply cloth mask/face covering, disposable non-medical mask, or disposable mask meeting
the American Society of Testing and Materials (ASTM) standard (Type I, II, or III/Level 1, 2 or 3) for
filtering respiratory droplets that securely covers the nose, mouth, and chin and is in contact with the
surrounding face without gapping.
 CTB employees shall be provided disposable masks meeting the ASTM standard.
 Masks meeting the ASTM standard are available through CTB Stores.

The effectiveness of masks can be improved by wearing, in addition to the ASTM rated mask, a
tight fitting cloth face covering over the mask. By wearing the additional cloth face covering, the
mask should sit snugger to the face providing a better overall fit.
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Mask effectiveness can also be improved by knotting the ear loops and tucking the excess
material into the mask. This creates a tighter fit around the face. The figure below describes this
procedure which can also be demonstrated at this link:
https://www.youtube.com/watch?v=GzTAZDsNBe0

Respirator – a piece of PPE that is approved by the National Institute of Occupational Safety and
Health (NIOSH) and is designed to protect the wearer from airborne particles including the virus that
causes COVID-19. NIOSH tests and approves a variety of respirators including disposable filtering face
piece respirators such as the “dust mask” style N95 respirator. These respirators are designed, tested,
and approved to filter out at least 95% of particulate that the wearer is exposed to. Respirators used
for protection against the spread of COVID-19 should not have an exhalation valve.
Respirators must be fit tested in order for there to be confidence in the level of protection they will
provide the wearer. Fit testing is a process where the fit of the respirator is evaluated on the
individual using it to confirm that there is minimal inward leakage of particulate. In some situations,
non-fit tested N95 or KN95 respirators may still provide better protection then a standard ASTM
rated mask or 3-ply cloth mask.
Non-fit tested N95 respirators will be offered as an option to employees who are required or choose
to continue masking. Supervisors can request a supply of N95 respirators from CTB Stores.



For fit tested N95 respirators, follow the manufacturer’s user instructions, including
conducting a user seal check.
If employees are using the N95 respirator consistently throughout their shift, or are coming in
frequent close contact with unmasked individuals, it should be discarded at the end of the
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day. However, if the respirator is only being worn occasionally, or in close contact with other
masked individuals, it may be stored and used for multiple shifts. Discard any respirator that is
obviously damaged or becomes hard to breathe through.
Store N95 respirators between uses so they do not become damaged or deformed. Hang or
place used respirators on a clean surface or keep in a clean, breathable container (e.g. paper
bag) between uses. If used, storage containers should be disposed of or cleaned regularly.

EXEMPTIONS:
Where there is a requirement under O. Reg. 364/20 that a person wear a mask or face covering, the
requirement does not apply to a person who,
a) is a child who is younger than two years of age;
b) is receiving residential services and supports in a residence listed in the definition of
“residential services and supports” in subsection 4 (2) of the Services and Supports to
Promote the Social Inclusion of Persons with Developmental Disabilities Act, 2008;
c) is in a correctional institution or in a custody and detention program for young persons in
conflict with the law;
d) has a medical condition that inhibits their ability to wear a mask or face covering;
e) is unable to put on or remove their mask or face covering without the assistance of
another person;
f) needs to temporarily remove their mask or face covering while in the indoor area,
g) to receive services that require the removal of their mask or face covering,
a. to engage in an athletic or fitness activity,
b. to consume food or drink, or
c. as may be necessary for the purposes of health and safety;
h) is being accommodated in accordance with the Accessibility for Ontarians with Disabilities
Act, 2005;
i) is being reasonably accommodated in accordance with the Human Rights Code; or
j) performs work for the business or organization, is in an area that is not accessible to
members of the public and is able to maintain a physical distance of at least two metres
from every other person while in the indoor area.
Members of the public are not required to provide proof of any of the above exemptions.
Employees that claim an exemption may be asked to provide medical confirmation to support an
accommodation.
Internal Use Only

Page 3 of 6
Current versions of controlled documents are posted on Inside CTB.
Printed copies or versions obtained from other locations are not considered controlled.

CTB Corporate Procedure
Subject: Masks & Face Coverings
Number: Temporary Procedure 020

Applicability: Corporate

Effective Date: March 21, 2022

Supersedes Date: March 4, 2022

Approval Authority: Kerri Bernardi, Manager, Corporate Safety

PROCEDURE
Indoor Premises of Public Transit Service
All members of the public and employees who enter the indoor premises of public transit are to wear
a mask or non-fit tested respirator in a manner that covers their nose, mouth and chin without
gapping.
These spaces include:




Waterfront Terminal (public area),
Transit Administration office (front lobby area) and,
Inside any Transit and LIFT+ vehicle. Note: operators may remove their mask when behind the
driver’s shield.

This procedure will be implemented and enforced in “good faith”, primarily to educate individuals on
wearing masks, or face coverings and promoting use of masks in enclosed public spaces.
If an individual enters an indoor transit premises without a mask, or removes their mask for an
extended period of time, employees should gently ask the person if they are aware of the
requirement to wear a mask and continue to reference the mandatory mask sign. Employees are not
permitted to ask why an individual is not wearing a mask or require proof of the above noted
exemptions.
If an individual refuses to wear a mask or face covering, they are permitted to enter the transit
premises and utilize its services.
Members of the public who are unable to wear a mask shall not be denied service.
Remain polite and do not engage in any verbal confrontation. City of Thunder Bay policies and
procedures include Violence in the Workplace (06-01-37), and Workplace Harassment, and
Discrimination (06-01-32). Violence and harassment will not be tolerated.
Areas of City Facilities Where Masking is no Longer Required
While masking is no longer required for the remaining public and employee areas of City facilities, it
continues to be encouraged as an additional layer of protection. Masks will continue to be provided
though CTB Stores for those employees who choose to continue masking. Employees may also
choose to wear their own mask.
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Private Residences
Workers entering private residences must wear the appropriate PPE required for any task being
performed. If an individual at the residence is currently self-isolating, follow TP001 - Screening
Questions Prior to Entering a Residence for additional masking and PPE requirements.
Responsibilities
Employees, where masks are required, are responsible to:
a) wear source control masks or PPE as directed;
b) maintain source control masks or PPE so they remain clean and safe; and
c) notify their Supervisor if their PPE becomes damaged and requires replacement.
Supervisors, where masks are required, are responsible to train employees on this procedure,
including:
a) how and when to provide verbal reminders of the procedure’s masking requirement to
persons entering or remaining without a mask or face covering, and those who remove their
mask or face covering for an extended period of time;
b) where and how to properly wear a mask;
c) how to respond to customers who do not have a mask or face covering;
d) where people can get more information about the procedure; and
e) how to handle a customer who becomes aggressive about the requirement.
For staff training on masks and face coverings reference:
 Safety Talk – Donning and Doffing of Masks
The mandatory mask sign should continue to be posted at every public entrance, where masks are
required
Posted at every entrance, both public and employee facing, where masks are not required, should be
signage indicating it is a Mask Friendly Space.
REFERENCES:




Thunder Bay District Health Unit: https://www.tbdhu.com/mandatorymasks
O. Reg. 364/20: RULES FOR AREAS AT STEP 3 AND AT THE ROADMAP EXIT STEP:
https://www.ontario.ca/laws/regulation/200364
Ministry of Health Directives:
https://www.health.gov.on.ca/en/pro/programs/publichealth/coronavirus/dir_mem_res.aspx
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