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COVID-19 POLICY 
 

1.0 POLICY STATEMENT 
MTJB is committed to the health, safety and wellbeing of its workers and of all individuals 
who enter its workplace. 

COVID-19 is a respiratory viral infection which has infected individuals across the globe, 
including Canada.  

MTJB aims to dispel fears and misconceptions regarding COVID-19 through this COVID-
19 Prevention and Control Policy by educating its workers on the symptoms, infection 
prevention and control, and compliance with hand hygiene guidelines. In addition, this 
Policy sets out MTJB’s legal obligations under applicable legislation, as well as steps 

MTJB will take to limit the risk of infection by COVID-19 in the workplace.  
 

 2.0 PURPOSE 
The Policy is intended to: 

● Educate workers on the symptoms of a potential COVID-19 infection consistent 
with the guidelines from federal and provincial public health agencies; 

● Provide clear direction to workers with respect to the prevention and control of 
COVID-19;   

● Provide tips on effective hand hygiene techniques; and 
● Set out MTJB’s legal responsibilities. 

 

3.0 DEFINITIONS 
COVID-19 The novel coronavirus discovered in late 2019 which has 

become a global pandemic as of early 2020.  

“Alcohol Based Hand 
Rub (ABHR)” 

 

Waterless hand hygiene product that is available as a 
rinse, gel or foam and consists of a minimum of 80% 
alcohol. The effectiveness of alcohol is inhibited by the 
presence of organic matter.  

“Hand Hygiene” A general term referring to any action of hand cleaning. 
Hand hygiene relates to the removal of visible soil and 
removal or killing of transient microorganisms from the 
hands. Hand hygiene is best accomplished by washing 
hands with soap and warm water for at least 20 seconds.  

“Hand Hygiene 
Station” 

A dispensing location for waterless, ABHR product that is 
applied to reduce the number of microorganisms present 
on the hands. 
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“PPE” Personal protective equipment, such as plastic gloves and 
masks.  

“Physical Distancing” Maintaining a distance of at least 2 metres (6 feet) 
between individuals. 

 

The definition of an outbreak in a child care setting is two or more laboratory confirmed 

Covid-19 cases in children, staff/providers or other visitors with an epidemiological link, 

where at least one case could have been infected in the child care setting. 

 

4.0 EDUCATION 

4.1 SYMPTOMS 
Symptoms of COVID-19 range from mild (like the flu and other common respiratory 
infections) to severe, and can include the following: 
 

MILD SERIOUS SEVERE 
Fever Pneumonia Death 
Cough Kidney failure  
Difficulty breathing   

COVID-19 is mainly spread from person to person through close contact, such as in a 
household, workplace, hospitals, or health care facilities. 
 

4.2 COMBATING MISINFORMATION 
The risk of COVID-19 infection and its symptoms may be higher for individuals with a 
weakened immune system. This may be the case for: 

● Older people; and 
● People who are immunocompromised due to underlying health conditions (for 

example: diabetes, cancer, HIV). 

Despite the fact that people with weakened immune systems may be more susceptible to 
symptoms and effects of COVID-19, all individuals are at risk of contracting COVID-19, 
and all individuals are potentially at risk of suffering severe symptoms from COVID-19 if 
contracted.  

The most reliable sources of updated information regarding COVID-19 are federal and 
provincial websites, such as: 

● Federal: https://www.canada.ca/en/public-health/services/diseases/2019-novel-
coronavirus-infection.html 
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● Alberta: https://www.alberta.ca/coronavirus-info-for-albertans.aspx 

● British Columbia: http://www.bccdc.ca/about/news-
stories/stories/2020/information-on-novel-coronavirus 

● Ontario: https://www.ontario.ca/page/2019-novel-coronavirus-2019-ncov 
 

5.0 LEGAL RESPONSIBILITIES 
Health and safety at work is everyone’s responsibility. MTJB is responsible for making 

sure that the workplace is safe, and that the workers’ health and safety are not put at risk. 

Workers, on the other hand, are responsible for looking after their own health and safety 
and making sure that they do not put themselves or their co-workers at risk. 

This means that MTJB will take reasonable precautions to protect workers in the 
workplace, and workers are required to adhere to MTJB’S policies around health and 

safety in the workplace and exercise common sense. MTJB will provide training to all 
workers in respect of the practices and procedures it has adopted to keep its workers safe 
and prevent the transmission of COVID-19 in the workplace.  

5.1 EMERGENCY AND PUBLIC HEALTH ORDERS 

MTJB will comply with all emergency orders made by government or public health 
officials, including in respect of implementing physical distancing and other measures 
designed to prevent the transmission of COVID-19 in the workplace, as well as in respect 
of any business closures ordered by the government or public health officials.  

Employees who are subject to any emergency or public health order, including any order 
to quarantine or self-isolate as a result of recently returning from international travel or 
having close contact with individual(s) confirmed or suspected to have COVID-19, must 
comply with any such order and must immediately inform the MTJB that they are subject 
to such order.  

In these circumstances, MTJB will consider whether it is possible and practical for the 
employee to work from home while subject to the order, and, if MTJB determines in its 
sole opinion that it is either not possible or not practical for the employee to work from 
home, MTJB will place the employee on a leave of absence subject to applicable 
employment standards legislation.  

5.2 LEAVE OF ABSENCE 
 
MTJB will provide employees with an unpaid leave of absence for reasons relating to 
COVID-19, including leaves of absence due to mandatory quarantine, illness, and caring 
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for dependent family members due to their illness or due to the closure of schools and 
daycares, as required by applicable employment standards legislation. 
 
MTJB will not require a medical certificate for COVID-19 related leaves of absence; 
however, the Business reserves the right to require other reasonably sufficient proof of 
the stated reason for taking the COVID-19 related leave of absence.  
 
Please consult the applicable employment standards legislation for more information on 
COVID-19 related leaves of absence.  
 

5.3 HEALTH AND SAFETY 

5.3.1 PHYSICAL DISTANCING, SANITATION AND PERSONAL PROTECTIVE EQUIPMENT 

 
MTJB will take reasonable efforts to ensure the sanitation of workplace surfaces that are 
commonly used or touched by employees, customers, or other individuals and which 
might transmit COVID-19, including but not limited to door handles, light switches, 
tabletops, microwaves, and telephone equipment.  

MTJB will observe all public health orders and guidelines in respect of physical distancing, 
including by ensuring adequate spacing between employees, and limiting the number of 
individuals in MTJB’s premises.  

MTJB will implement reasonable business practices where necessary to minimize 
unnecessary physical contact among employees, including but not limited to 
communicating electronically where feasible, staggering breaks, limiting the sharing of 
work equipment, and scheduling only the minimum required number of workers to perform 
work in a given work location.  

MTJB will also restrict visitors to the workplace and take reasonable steps to ensure 
physical distancing between workers and customers, clients, and suppliers, including by 
limiting the number of customers, clients, and suppliers permitted in the workplace at a 
given time and restricting which workplace locations such customers, clients, and 
suppliers are permitted to go.   

Where necessary to protect a worker from the risk of contracting COVID-19, MTJB will 
provide personal protective equipment (PPE), including rubber gloves, medical masks, 
eye protection, or gowns as appropriate.  

If feasible given the nature of MTJB and the duties of certain workers as well as the 
individual circumstances and needs of certain workers, MTJB will consider, in its sole 
discretion, requiring or permitting certain workers to work from home.   



Page 7 of 15 
 

MTJB will conduct on-going risk assessments as needed and adjust its practices and 
procedures as required to adhere to public health official orders, guidelines, and 
recommendations for best practices to prevent the spread of COVID-19 in the workplace.  

5.3.2 SYMPTOMATIC OR EXPOSED EMPLOYEES 

Employees who develop symptoms of COVID-19, or who have been in close contact 
(including living in the same residence) with individuals who have a confirmed positive 
case of COVID-19, who have recently returned from international travel, or who are at a 
high risk of exposure (e.g. due to being a healthcare provider at a healthcare location with 
confirmed cases of COVID-19) must inform MTJB of these facts immediately and must 
remain at home.  
 

MTJB will consider whether it is possible and practical for the employee to work from 
home while symptomatic, and, if MTJB determines in its sole opinion that it is either not 
possible or not practical for the employee to work from home, MTJB will place the 
employee on a COVID-19 related leave of absence under applicable employment 
standards legislation. 
 
MTJB has an obligation to protect its workers from the risk of COVID-19 infection, 
including by prohibiting workers who may be at high risk of spreading COVID-19 from 
entering the workplace. Accordingly, all workers must report if they are experiencing any 
symptoms of COVID-19 to MTJB immediately. Any employee who fails to disclose facts 
relevant to an assessment of their risk as outlined above may be subject to discipline, up 
to and including termination of employment.  
 

5.3.4 REFUSING UNSAFE WORK 

Health and safety legislation gives workers the right to refuse work they have reasonable 
grounds to believe is unsafe to themselves or another worker.  

If an employee has a good faith and reasonable basis to believe that work is unsafe, 
including due to exposure to COVID-19, the employee must report it to the Program 
Manager or Site Supervisor immediately who will report to the Executive Director.   

MTJB will follow these steps: 

1. Speak to the refusing employee to understand the nature of their concern. If the 
situation cannot be resolved with this discussion, then proceed to step 2. 

2. Conduct an internal investigation, with the participation of the worker and any 
health and safety representatives required by applicable legislation, to determine 
the validity of the work refusal. 
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3. If it is determined that there is no objective risk, but the refusing employee 
maintains his or her refusal, MTJB must contact the applicable workplace health 
and safety agency/ministry to perform its own official investigation. 

4. If the applicable workplace health and safety agency/ministry confirms the absence 
of risk and the refusing employee continues to refuse to return to work, then he or 
she may be disciplined. 

In determining whether the risk from COVID-19 poses danger to an employee, MTJB will 
consider all relevant circumstances, including whether the employee or a member of their 
household is at particular risk of COVID-19 due to an underlying health condition; the 
nature of the employee’s work; and whether any risk can be reasonably attenuated 

through sanitation and/or use of PPE.  

 

5.4 PRACTICAL CONSIDERATIONS 
Both employees and employers are advised to be vigilant in monitoring themselves to 
ensure that the objectives of this Policy are upheld. 

Some logical and practical recommendations include: 

● If an employee exhibits COVID-19-like symptoms (e.g., fever, sore throat, 
coughing), he or she is advised to go to a COVID-19 testing centre and get 
assessed. MTJB will implement leave entitlements according to employment 
standards requirements. 

● Adhere to this Policy’s hand hygiene techniques and procedures. 

● Avoid crowded areas and mass gatherings. 

● Only access and rely on official federal and provincial government websites for 
information.  

● If necessary or required by law, the Business will close common areas in the 
workplace. 

6.0 PREVENTION AND CONTROL 

6.1 PREVENTION PRACTICES 

To prevent and control the spread of COVID-19, health officials recommend all individuals 
to practice good hygiene and/or observe commonly advised precautionary measures.  

To prevent exposure to a range of diseases, including COVID-19, workers are 
encouraged to perform the following in and outside the workplace: 
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● Wear medical face masks and eye protection (ie. Face shield, goggles, or safety 
glasses ) at all times within the centre, and outside when social distancing cannot 
be implemented; 

● Wash hands often with soap and water or use an alcohol-based hand sanitizer; 

● Avoid touching eyes, nose, and mouth with unwashed hands; 

● Avoid close contact with people who are ill; 

● Stay home when ill; 

● Cover coughs or sneezes with a tissue, and then immediately throw the tissue in 
the garbage and wash hands; 

● If a tissue is not available, sneeze or cough into a sleeve or arm, not a hand; and 

● Clean and disinfect frequently touched objects and surfaces.  

MTJB will ensure that there is an adequate supply of liquid soap in the bathroom and 
kitchen areas and post signage reminding employees to regularly wash their hands with 
warm water and soap for a minimum of 15-20 seconds. MTJB will also ensure there is an 
adequate supply of hand sanitizer (if available) for employees to use as well as cleaning 
products to sanitize surfaces.  
 

7.0 HAND HYGIENE PROCEDURES 

Follow these steps to maintain proper hand hygiene. 

7.1 SOAP AND WATER  

● First, remove jewellery (rings). 

● Next, wet your hands. 

● Then apply the cleaner. 

● Vigorously clean or rub all aspects of your hands, including the palms and backs 
of your hands, thumbs, fingers, nails and wrists, for a minimum of 20-30 seconds 
(sing “Happy Birthday” twice). 

● Rinse and dry your hands properly with single-use paper, a cloth towel, or a blow 
air dryer. 
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● Try to turn off the tap with a paper towel after you dry your hands. 
 

7.2 ABHR (HAND SANITIZER) 

● Apply 1 or 2 pumps of product (about the size of a loonie) into your hands.  

● If the ABHR dries before 15 seconds of rubbing, apply more product. 

● Rub vigorously, applying friction to all skin surfaces and paying particular attention 
to fingertips, webbing between fingers, palms, back of hands, nail beds, and each 
finger. 

● Rub for a minimum of 15 seconds until the product is dry before touching anything. 
This ensures that the ABHR is effective and eliminates the extremely rare risk of 
flammability in the presence of an oxygen rich environment. 

 

8.0 REVIEW 
This Policy is intended to be temporary, and shall be monitored, reviewed, and amended 
as necessary, in MTJB’S sole discretion, in accordance with official federal and provincial 
government announcements, information, and orders.  

Arrival and Departure 
● Parents will have pre-arranged arrival and pick up times when they will be able to 

access the centre. Drop off and pick up times will be staggered between families 
when possible, allowing for reduced contact between parents/guardians. 
 

● Parents are encouraged to designate the same person to drop off and pick up 
each day if possible. 
 

● Screening stations will be located at our main entrances. In the event of 
inclement weather sign-in stations will be just inside the main entrance of our 
centres. Parents are NOT permitted to enter the centre. If for any reason, a 
parent must enter the centre they must pass screening which may include their 
temperature being taken and recorded and they must fill out the screening check 
list. 
 

● The link to a “Google Form” Wellness Checklist that must be completed each day 
prior to accepting children into the program will be sent to all families. Families 
will have the option of completing and electronically submitting the Wellness 
Checklist up to 1 hour prior to arrival at the centre. If parents have not completed 
the online form prior to arrival they must complete the survey on the iPad at the 
screening table. The Google Forms are timed and dated online. 
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● Parents will keep a physical distance of 6 feet from other parents/persons, and 

parents are required to wear a mask at drop off and pick up while on MTJB 
premises. 
 

● Children may be asked to use hand sanitizer at the screening station. Hand 
sanitizer with at least 60% alcohol will be provided. Always supervise children 
when they use hand sanitizer to prevent ingestion.  
 

● When parents arrive they will be greeted by one the screening staff and asked if 
they completed the screening process which will include confirmation that the 
“Google Form” Wellness Checklist has been completed, children’s temperature 
checks may be taken, verbal confirmation from the family that their child does not 
have symptoms of common cold, influenza, COVID-19, or other respiratory 
disease, and a visual inspection of the child for signs of illness which could 
include flushed cheeks, rapid breathing or difficulty breathing (without recent 
physical activity), fatigue, or extreme fussiness.   
 

● Child care providers should exercise judgment. For example, children who are 
crying can exhibit a runny nose. Parents should be asked about the health of 
their child and to confirm that their child did not have a runny nose prior to arrival.  
 

● IPads will be disinfected between each user. Parents and staff members should 
practice hand hygiene before and after touching any paperwork or the IPad for 
sign in purposes.    
 

● Once the screening process is complete, the children are walked to their 
programs where they remove their belongs and wash their hands with soap and 
water before joining in activities.  

 

● At this time another program staff (Runner) will bring the child to their program 
area. The child will be directed by a program staff to remove their outerwear and 
place their belongings on their designated cubby space. They will wash their 
hands under running water and soap prior to entry into the program where 
possible or first thing inside the program space. Assist children with hand 
washing, including infants who cannot wash hands alone. The Runner is not to 
enter the child’s program. 
 

● Children will be monitored for signs and symptoms of COVID-19 and illness 
throughout the day.  
 

● Program staff members working in the programs with the children will be in their 
programs ready to spend the day with the children in their group. 
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Following their pre-arranged scheduled pick up time, families will contact us by 
buzzer, bell, or a call to the centre when they arrive to pick up their child(ren). 
Parents are to wait outside at the entrance and keep a physical distance of 6 feet 
from other parents/persons while wearing a cloth mask. A staff member (Runner) 
will have your (child)ren ready and walk them to the designated entrance to meet 
their family. 

Exclusion due to symptoms of Illness  
● You can no longer keep your child home with symptoms of illness and then 

return to school or daycare.   
● Children who are obviously ill with fever (100 F or 37.8 C), vomiting, diarrhea, 

runny nose, cough, sore throat, shortness of breath, and/or sneezing during the 
screening process will not be admitted to the program.  

● If a child becomes ill during the day they will be isolated with a staff member 
away from the other children. A parent will be contacted to come and get the ill 
child immediately. 

● According to Lanark, Leeds, and Grenville district Health Unit, any child(ren) that 
does not pass screening, or shows signs of illness during the day in one of our 
programs, must be picked up from the centre and the parent must speak with a 
doctor/health care practitioner or visit a COVID-19 testing centre for an 
assessment.  

● If a COVID-19 test is suggested by the COVID-19 assessment centre and a 
parent chooses NOT to get their child(ren) tested the ill child, will be expected to 
be away from the child care centre for a minimum of 14 days. 

● Parents who choose to "self-isolate for 14 days" from childcare due to 
illness cannot return to school because the child is no longer showing 
symptoms. You must isolate your child from both daycare and school. 

● Parents/Guardians of children exposed to a “confirmed positive” case of Covid 19 

will be notified through HiMama. 
● If a child is showing COVID-19 symptoms (fever, cough, shortness of breath etc.) 

or if you have been in close contact with a person who tested positive for COVID-
19, we ask that you do not come to the centre, the parent must speak with a 
doctor/health care practitioner or visit that you go to a COVID-19 assessment 
centre or and notify us of their symptoms and condition. 

 Siblings of children with symptoms may attend the child care centre unless 
further direction from Health is given.  

 As per MTJB Policy, we will require one of the following should your child develop 
symptoms according to the screening tool and need to be absent or sent home from the 
program. Depending on the symptoms and direction given by Health your child may be 
able to return after they are symptom free for at least 24hrs or one of the following would 
be required. 
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a)     A screenshot of a negative test if your child is tested for Covid-19 at the       
Assessment Centre. 

b)   A note from your Family Physician to be placed in your child's file if these are     
symptoms from a previous medical condition. 

               or 
      A note from your Family Physician stating that the symptoms are not related             

to COVID 19 
C) The contact name of the person you verbally completed the screening tool 

with at Public Health if follow up is needed.   
● If a school-aged child in a family has been sent home from school due to illness 

we ask that you make sure to inform the before and after program that they will 
not be attending in the afternoon, and that you speak with a doctor/health care 
practitioner or visit that you go to a COVID-19 assessment centre and notify us of 
their symptoms and condition. 

● get the child assessed at a COVID-19 testing centre.  
● We ask that parents let us know of any potential exposure immediately. A 

potential exposure means being in a household contact or having close within 6 
feet of an individual with a confirmed positive case of COVID-19 for at least 10 
minutes. The time frame for having contact with an individual includes the period 
48 hours before the individual became symptomatic.  

● If there is a positive case of COVID-19 in a child or an adult who has been 
present in the childcare centre, we will inform the Lanark, Leeds, & Grenville 
Health Unit and our parents, and follow our Ministry mandated COVID-19 
outbreak policy. 

Medication 
● Child(ren) who had Tylenol/Advil/Motrin administered to them in the past 8 hours 

before arrival will not be admitted to the centre as these medications may mask 
symptoms of illness. 

● Tylenol/Advil for Febrile Seizures, Antibiotics and Puffers will still be allowed. 

Extra Hygiene Measures and Procedures 
● We will be implementing enhanced environmental cleaning and disinfecting 

mandated by the Lanark, Leeds & Grenville Health Unit during this time. 
● Hand washing will happen often throughout the day  

Visitors 
● Visitors will not be permitted at this time. Only essential staff will be allowed 

into the childcare centre once they have passed the screening process.  

Field Trips/Special Events  
● There will be no field trips or special events at this time.  
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Food  
● The Kinder and School age children may be provided with afternoon snacks 

and water. You can refer to our brown bag lunch policy found on our website 
under the Parent Corner- Policies section for further information about 
packing snacks and lunches for your child(ren). 

● Snacks and lunches will continue as per usual for our infant, toddler and 
preschool programs.  

● At this time, outside food is not permitted into the centre for anyone in our 
infant, toddler, and pre-school programs, excepting infant formula or extreme 
dietary restrictions. If a child requires outside food for specific nutritional 
reasons, you can contact the centre ahead of time to see about making 
special arrangements. 
 

Personal Belongings 
● Due to pandemic protocol, at this time we are not accepting cloth diapers and 

cloth wipes. 
● No toys or personal belongings are permitted at the centre during the pandemic. 
● Baby bottles and soothers must remain at the centre.  We will provide milk for the 

children; if you are using formula, please bring us a supply to use at the centre.  
We require written instructions for feeding. 

● We will not be accepting water bottles from home for children for outdoor use. 
Water will be provided by a staff member as needed throughout the day with the 
use of disposable cups. Water bottles/juice boxes will be allowed in the kinder 
and school age lunches. 

Outside time 
We will still be spending as much time outside as possible weather permitting. Each 
program will be allotted a designated outside time. Each cohort is responsible for the 
cleaning and disinfection of their specific cohort outdoor toys, during the spring, summer 
and fall the playground will be disinfected before the first group goes out as well as in 
between each group with a 10 minute drying time before the next group enters the yard.  

We hope you find this handbook helpful.  If you have any questions please feel free to 
contact your Program Manager, the Executive Director, or the local health unit.  

 

Ruth Shay  

(613)246-2537 
rshay@xplornet.ca 

 
Laurie Arsenault  

(613)925-4032 
mtjbmaynard@xplornet.ca 

Julie Jordan 
 



Page 15 of 15 
 

(613)258-4710 
mtjbkemptville@xplornet.ca 
 

LL&G Health Unit 613-345-5685 ext. 
2222 

www.healthunit.org

 


