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I.

EXECUTIVE SUMMARY

Parkland College COVID-19 Pandemic Planning Response Teams have placed high priority on
safeguarding our learners, employees and community so we can continue to contribute strongly to the
success of Saskatchewan and rural communities.
Western Trade Training Institute (WTTI) is a licensed Private Vocational Institute (PVI) that has operated
in Saskatchewan since 1989 and is owned by Parkland College. WTTI adopts all policies and procedures
enacted at Parkland College. For the purposes of this document, only the Parkland College branded
documents are referenced.
All measures Parkland College takes are to help flatten the curve and protect the health and safety of
everyone. We will continue to work together to reduce the risk of COVID 19 transmission across the
province.
Parkland College has implemented restrictions and guiding protocols in compliance with those set by
the Government of Saskatchewan.
Parkland College has shared our Institutional Plan with the Government of Saskatchewan and made the
plan available to college personnel and learners. This plan will be reviewed regularly as the pandemic
evolves and risks are assessed.

II.

PARKLAND COLLEGE COVID 19 PANDEMIC RESPONSE TEAMS & PLAN

On March 13, 2020, Parkland College initiated our Pandemic Plan to efficiently and effectively manage
the colleges’ response to the COVID-19 pandemic.
This plan identified four phases of the colleges’ responses to the pandemic.
Phase 1 focused on monitoring the pandemic situation and planning for its potential impact on college
operations, up to and including closure of its facilities.
Phase 2 focused on managing during any significant changes in college operations and planning for short
(weeks) to medium (several months) term timelines for these changes
Phase 3 focused on start-up, the re-opening of the campuses and transitioning back to regular
operations.
Phase 4 will focus on considering and planning for the long-term impacts of the pandemic on the
delivery of education and administration of the colleges and its potential impact on the Strategic Plan.
Parkland College is currently in Phase 4 of our pandemic response.
COVID19 Team Leads
1) Administration – Alison Dubreuil (306)728-6583 / a.dubreuil@parklandcollege.sk.ca
2) Safety & Facilities – Malena Vroom
3) Human Resources – Mandi Kobylko
4) Academics – Kami DePape
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This plan has been developed to ensure compliance with the Saskatchewan Employment Act and
Regulations, as well as Occupational Health & Safety requirements. The Human Resources Manager has
contributed to the writing of this plan.
Parkland College adheres to all public health orders and the applicable Re-Open Saskatchewan guidelines.
This plan outlines our compliance.
The leadership team established to respond to the changes related to the pandemic is made up of
representatives from HR, Learner Services, IT, Facilities, Academics and Administration. This team is led by
the VP of Administration.
Given the dynamic nature of the situation, Parkland College regularly reviews the plan to ensure adequate
protocols are in place. Updates are done when new information becomes available. Protocols are
updated on a secure staff portal and all staff are expected to remain current. This Institutional Plan is
available for staff on our intranet – Up Close & Personnel, and for students on Brightspace.

III.

Guiding Protocols

Parkland College will continue to rely on and adhere to the following guidance and restrictions
established by:

A.

Government of Saskatchewan and Saskatchewan Health Authority

The health and safety of our Parkland College community is our number one priority. While the college
programs and services continue, the foot traffic and classroom size on campus has been reduced in
order to comply with all Government of Saskatchewan and Saskatchewan Health Authority directives.
With very few exceptions, staff and students have transitioned to remote working and blended learning
arrangements; however, the nature of some of our programs requires limited face-to-face or applied
learning.
All Programs and Services will adhere to Public Health Orders and according to the Re-Open
Saskatchewan Plan. Parkland College shares the belief that a methodical and phased-in approach to
slowly and responsibly providing targeted learning opportunities for our students is achievable while
maintaining the safety of our entire college community.
Links to the Government of Saskatchewan website are provided to all staff and updates are
communicated regularly. College safety protocols and adherence to the directives have become
ingrained in our culture. While this has been a challenging time for our college community, we have
embraced the opportunity to adapt to new ways of working and learning. The success of our
organization - both for staff and students - is aligned with the principles of the Re-Open Saskatchewan
Plan.
We remain vigilant in our safety protocols and are prepared to react should the pandemic evolve. Please
refer to the Parkland College Operational Protocols for detailed information.
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B.

Ministry of Advanced Education Guiding Principles

Parkland College will adhere to the Guiding Principles for the Re-Opening of Saskatchewan’s PostSecondary Sector outlined below.

Guiding Principles:
1. Student, faculty, and staff health and safety is paramount.
2. All public health guidelines and protocols will be followed.
3. Institutions will continue providing quality educational experiences for learners and make best
efforts to ensure the ongoing participation of vulnerable learners.
4. Institutions will strive to ensure academic and student health and wellness support services are
available to all students.
5. Priority should be given to programs that support critical areas of the labour market, such as
the health sector.
6. In-person, applied, hands-on programs and research should be given priority when considering a return to
campus.
7. Saskatchewan institutions will make efforts to cooperate and collaborate to enhance program
delivery and support students.
8. Institutions will communicate timely, consistent information to students, staff and the public.
9. If there is conflict between this guide and the Public Health Orders, the requirements under the Public
Health Order are to be followed.
Parkland College will adhere to the General Protocol for Post-Secondary On-site program and service
Delivery as outlined below.

General Protocols for Post-Secondary On-site Program and Service Delivery:
1.

Follow Established Rules
● All activities and protocols align with:
• occupational health and safety legislation and regulations outlined in the
Saskatchewan Employment Act; and,
• restrictions established by the Government of Saskatchewan’s public health orders,
including any guidelines related to the five phases of the Re-Open Saskatchewan
Plan.

2. Health and Safety Awareness
● Ensure staff and students accessing on-site programs or services are aware of all current
health and safety information on Saskatchewan.ca
● Communicate Parkland College’s health and safety protocols with all staff, students and
visitors.
3. Delivery Pre-planning
● Complete a health and safety risk assessment for all planned on-site program or service
and outline the approach to the plan including:
• Acknowledgement that the program/service will operate with any public health
limitations currently in place;
7

•

All appropriate mitigation measures (i.e. to ensure physical distancing, promote
hand hygiene, provide protection when physical distancing is not possible,
increase cleaning and disinfection, etc.);
• Name of program/activity that will take place on-site; and
• Number of students and staff involved.
● Keep in mind blended delivery opportunities to ensure on-site time is minimized and
efficiently utilized.
4. On-site Management
● Establish and maintain daily activity tracking information to know which faculty, staff and
students are on-site and which areas of the campus are utilized. This could be combined with
COVID-19 entry screening and sign-in process.
● Ensure institutional protocols are clearly communicated to students, staff, faculty and
visitors (e.g. the mandatory non-medical mask usage, screening, cleaning and disinfection
protocols etc.) and that corrective measures are in place.
● Establish a process for alerting staff and students and implementing mitigation
procedures should a COVID-19 case impact any on-site activities, including establishing
who is in charge of cleaning and disinfecting the area(s) in which the COVID-19 positive
person(s) was present.
● Where program or service delivery cannot be delivered remotely, post-secondary
institutions may exceed the current limit (30 persons as of November 2020) as long as
physical distancing is observed at all times, with a minimum of two metres of space
between individuals or the use of physical barriers where this cannot be achieved. In
these circumstances, risk mitigation measures must be implemented (e.g. the use of nonmedical masks, limiting interactions to defined cohorts, staggered start/stop times, etc.).
● Restrictions on public and private social gatherings are outlined in Saskatchewan’s COVID19 Public Health Measures. Please consult the most recent version of these measures for
information on current restrictions on social gatherings.

C. Parkland College Board of Governor Guiding Principles & Priorities
The Board Chairs of the regional colleges outlined the following priorities which provide an overarching
guide for operations and academics functions and decisions of our college.

Priorities
1.
2.
3.

Everything we do must ensure we keep mental health capability / services for learners and
employees;
Program optimization to ensure learner success; and
Plans established must be done with a lens of fiscal responsibility
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IV. College Programming & Services
The priority for Parkland College is to continue delivering programs in a safe manner and in full
adherence to the provincial health regulations and protocols, as well as Parkland College protocols and
procedures. COVID19 health and safety awareness for staff and students will occur prior to each
program commencement. Entrance to the building is controlled to ensure physical distancing and
building access is limited to the necessary areas on campus. Seating charts and attendance is recorded
daily. Class size and physical distancing restrictions are followed. Students will not be allowed to share
any equipment or supplies. Break times are limited, staggered, and monitored by staff. All provincial
cleaning requirements are followed.
At specific times when physical distancing cannot be maintained, such as during labs in health care
programs, PPE will be provided and required. Enhanced cleaning regimens will be applied to high-touch
props or equipment that are deemed essential learning aids.
These health and safety protocols will be reviewed and adapted as needed to meet the requirements for
winter programming in adherence to current restrictions and guidance from the province.
Programs and services are aligned with restrictions on public and private social gatherings are outlined
in Saskatchewan’s COVID-19 Public Health Measures. Program supervisors are required to consult the
most recent version of these measures for information on current restrictions on social gatherings.

9
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Parkland College Services

Service Type

Description

Exams

Face to face exams ceased March 18,
2020. Will identify opportunities to
modify infrastructure and process to
offer “essential” exam services.

Adherence to Government of
Saskatchewan Protocols and
Parkland College Operational
Protocols

Student Registration Fully Transitioned to online

Counselling

Accommodations

Graduation
Ceremony

Multiple methods including Face to
face. Face to face is offered on campus
in a designated space.
Current accommodations are
available. (Remote delivery when
possible.)
Currently under review.

Not available by distance/online;
Provincial Exams
required in small groups to ensure
through the Ministry
physical distancing and no shared
of Education
supplies. Dependent of room size.
(Max 12)
Room Rental

Ceased

Food Services &
Social Gatherings

Ceased
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PROGRAM & PLAN AUDIT PROCESS
In order to meet our mandate and ensure Parkland College remains at the forefront on ensuring
a healthy and safe pandemic response, we have developed audit / review processes for our
program planning and institutional plan, including our COVID19 protocols.
Program Restart Audit
1. Program Restart Committee chair will return approved program / service restart plans
submissions to program supervisors requesting all relevant program plan changes or
updates, in summary form with a reasonable deadline for response.
2. Program Restart Committee will record, review and discuss inconsistencies.
3. Program Restart Committee will provide direction, recommend changes, request
additional information, etc. to supervisor via an email or memo.
4. Send periodic emails reminding program supervisors to resubmit the Program / Service
Restart template changes when relevant changes are made to program plans.
5. Continue to review all 2020-2021 new submissions and updates.
Institutional Plan (IP) Audit
1. Keep current on Public Health directives and other relevant information.
2. Safety to review IP and update protocols on a regular basis, including academic and
operational stakeholders as appropriate.
3. Communicate and / or publish protocol changes to staff and / or students.

MITIGATION & COMMUNICATION – FOR COVID-19 CASES WITH ON SITE IMPACT
Campus Closure Decision Making Process
As Public Health is the lead on contact tracing and operational actions in the event of college or
community outbreak. In consultation with Public Health, we will do the following:
1. Increase sanitation in specific areas of campuses as directed and / or in response to
illness.
2. Transition to remote learning for any individual student who is experiencing symptoms
and / or who has been told to self-isolate.
3. Transition a class, cohort or program to remote learning as directed and in response to
the advice of Public Health.
4. Transition a campus or multiple campuses / learning sites to remote learning as directed
and in response to the advice of Public Health.
The Facilities Department is responsible for cleaning and disinfecting the area(s) in which the
COVID-19 positive person(s) was present. This is outlined in Appendix N (Response Plan) and
Appendix K (Facilities, Cleaning, Disinfecting and PPE Use).
The Academics Team will determine the appropriate program delivery response to ensure
program continuity.
For additional information, please review the Response Plan Protocol and Flow Diagram included
as Appendix N of this document.
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Communication Plan
In order to minimize confusion and in alignment with our Institutional Plans, Parkland College has
drafted a communication plan outlining actions and messaging should a situation arise. The
college will follow the direction of Public Health in all communication.
Situation

Key Audience

Method

Positive test with PH
Employees
contact tracing / contact
Students (if
of staff &/or students
contact)

Email

COVID outbreak with PH Employees
contact tracing / contact Board
of staff &/or students
Students

Email
Email

Outbreak/lockdown in
community

Increased PH measure
announcements
Ongoing Pandemic

Email

Email

Key messages / Objective

Additional tasks

Reassurance, information
about new processes,
connection with PH / follow
advice

none

Reassurance, information
about new processes,
connection with PH / follow
advice

Contact: Ministry,
Lease agents,
partners, etc.

managers

Email

Information only

none

All

Email

Reassurance & reminder

none

Staff
Students

Newsletter
Newsletter

Monthly reassurance,
reminders, humour

none

Corrective Measures
All protocols are clearly communicated to staff and students. Employees and learners, as well as
visitors, all sign documentation indicating their agreement and compliance with protocols.
Failure to comply may result in immediate removal from campus and / or further disciplinary
action. Regular campus inspections by safety personnel and adequate signage ensure
compliance.
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V. Parkland College Operational Protocols
Parkland College Pandemic Response Teams, through the work of the Business Continuity Team and
Academic Response Team, identified key priorities to develop the following operational protocols and
guidelines.

1. Re-Open Plan (Appendix A)
The Pandemic Business Continuity Team developed a Re-Opening plan and Return to Work plan that
adhered to Government of Saskatchewan guidelines and follow the Reopen Saskatchewan Plan.
The re-open plan has the following key workplace and learning readiness essentials:
1. Prepare the Infrastructure
● Implemented cleaning plan, pre-return inspections, cleaning with approved
disinfection products, contractor entry protocols
2. Prepare the Workforce
● Ensure Flexible work arrangement policies and protocols align with the government
and health authority plan, shift / schedule employees, training support plan for
employees, prepare for a virtual workforce
● Absence and attendance tracking, staggered lunch / start and end times
● Communicate for confidence, trust, and transparency, recognize fear of returning, survey
regularly, detailed plan on how to return to work per campus per position type, prepare
and post reminders on social distancing and cleaning protocols
3. Control Access
● Control entry and exit access to campuses, reconfigure gathering areas for social
distancing, install plexiglass shields where appropriate, communicate building protocols
through signage and floor markers, provide sanitizer/ wipes / PPE, reduce access to
commonly touched surfaces
● Monitor space usage, classroom social distancing protocols, and traffic control
4. Social Distancing Plan
● Plans outline phased-in roles and functions (alternating work weeks on campus and
work from home, staggered arrival, departure and break times)
● 2 meter office protocols, redesign work spaces, reduce capacity of spaces, reduce access
to small rooms
● Limit in person meetings, when necessary to meet, all distancing protocols are
followed.
● Designate and signpost foot traffic direction throughout the campuses
5. Reduce Touch Points & Increase Disinfection
● Maintain enhanced cleaning protocols, supply additional wipes/sanitizers
throughout campuses, including office spaces
● Restrict access to all eating / beverage areas / microwaves, etc.
● Implement Do it Yourself cleaning of commonly used equipment (photocopiers)
● Designate a space for anyone to self-isolate if they have symptoms until they can go home
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2. Employee Integration to the Workplace (Appendix B.1)
The College is preparing to deliver classes for the 2020 – 2021 academic year through a blend of faceto-face and online instruction. Prior to the start of classes, employees will transition back to oncampus work in a gradual, phased in approach using a blended work model where feasible.
The health of the staff, students and public continues to be the number one priority of Parkland
College. Therefore, a number of principles have been outlined as essential to the execution of the
College’s start-up, reopening and transition back to regular operations.
Parkland College has a four-phase plan in place to facilitate the return of more employees back to work
on campus. The fourth and final phase will be the return of learners, instructional staff and the public.

3. Employee Integration to the Workplace – Supervisor Guide (Appendix B.2)
As we prepare for a cautious and gradual reintegration of our employees to the workplace, it is
Supervisor’s responsibility to effectively plan and use caution when reintegrating their team(s) back to
campus.
This guide will help supervisors to make decisions about when and how employees who have been
working from home will return to the workplace.

4. Program Service Re-Start Template (Appendix C)
Parkland College developed a template which provides a common approach for making decisions on
the continuation of existing or launch of new programs using a standardized data set. In order to
ensure consistency in decisions made concerning Face-to-Face (F2F) programming, the Parkland
College Executive Team (PCET) approves all programs and services.
Our overarching principle is to make decisions that balance the protection of public health and safety
with financial, student, employee and community impacts and risk.
There are nine guiding principles – each related to a specific facet of the college’s operations.
1. Safety - ensure the health and safety of our learners and employees by complying to
applicable COVID workplace protocols, SHA guidelines, the “Re-Open Saskatchewan Plan” and
OH&S regulations.
2. Staff - ensure socioemotional needs are addressed by putting in place relevant supports
and administrative controls.
3. Students – ensure students have a high-quality educational experience and access to
student supports in any instructional delivery modality.
4. Corporate Image - ensure all decisions support a positive image and enhance the reputation of
the College.
5. Accountability - ensure accountability for administrative services, supervisory responsibilities
and program success is maintained.
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6. Facilities/IT - ensure that physical and technology infrastructures are prepared for the
continuation of program delivery and administrative services and support adherence to Safety
protocols.
7. Partnerships - ensure a judicious, fact-based balance between partner needs and public safety.
8. Governance - ensure that all necessary internal and external approvals have been attained.
9. Fiduciary Responsibilities - ensure all contractual obligations are understood and fulfilled and
that the financial impact on the college of offering this program has been considered.

5. COVID Protocols - Campus Access (Appendix D)
As outlined in the Staff Reintegration Plan, all staff access to campus is tracked. There are currently a
number of ways this is recorded. Staff with an assigned workspace who are planning to work on
campus must book their workspace on the Room Booking (Midas) link. Staff who are visiting another
campus for authorized work must sign in at the reception desk in the visitor log. Staff who are not
identified in the Reintegration Plan should contact HR for access approval. In all cases, it is the
responsibility of the staff member to ensure their attendance at a college campus is accurately recorded.
Reception and Safety will regularly audit this process. Campus access continues to be limited to regular
business hours. After hours / weekend / holiday campus access must be approved in advance by an outof-scope supervisor and an email sent to facilities (m.vroom@parklandcollege.sk.ca). Compliance is
expected for everyone’s health, safety and security.
6. COVID Protocols - Staff Health Questionnaire & Safety Commitment (Appendix E)
Parkland College staff are crucial to the delivery of our programs and services at all times, but never
more so than during this pandemic. Our employees are the leaders in our health and safety measures
and we count on all staff to provide guidance and support to colleagues, students and our
communities. All staff are required to complete a health questionnaire and safety commitment prior to
campus access. The questionnaire will be used and disclosed solely for the purpose of screening fitness
to return to work and access or attend the campus. The information will be kept confidential and if a
person’s health or status changes, there is a requirement to notif y the college. Failure to complete the
questionnaire or follow necessary protocols will prohibit access to our campuses.
7. COVID Protocols - Student Health Questionnaire, Orientation & Classroom Instruction

(Appendix F)
Built into all our programs with face-to-face instruction during the COVID pandemic is a standard
orientation to ensure that all students are informed of the most current public health guidance. The first
step of this process is the Student Health Questionnaire. Corporate Training has developed a COVID-19
orientation program for all students, outlining the College’s commitment to safety and the expectations of
all learners to follow the health and safety protocols. This orientation, including the Health Questionnaire,
will be offered in many formats to ensure accessibility to all learners, including translation into multiple
languages for our EAL learners.
Program supervisors are responsible for ensuring that students have adequate information and support
to participate in programs while following all safety protocols. This protocol provides a foundation for
16

supervisors to present the information in a customized delivery method while ensuring that the
message is consistent. Students are expected to notify their program should they fall ill with COVID-19
symptoms and / or if they have been notified to self-isolate by Public Health.
8. COVID Protocols – Learner Supports (Appendix G)
Parkland College places high value on the health and safety of our students. We continue to follow the
provincial guidelines in regards to promoting safety first during this difficult time. The College has
implemented measures to promote health and safety for students as they return to campus. This
includes mandatory health questionnaires and orientation prior to entering the campus, clearly marked
signage, reduction of class size, and a blended learning approach for instruction, all to promote safe
physical distancing. Classroom attendance and seating plans are mandatory and will be monitored daily
and a quarantine room has been identified in the event that a student becomes ill.
Additional supports are in place to accommodate students with disabilities and to recognize the
importance of the overall mental health of our students. Elder Services are an important part of our
Learner Services and as such, continue to be provided with modifications to ensure staff, learner and
Elder health and safety as a priority.
9. COVID Protocols – Service Call and Campus Visitors (Appendix H)
Parkland College established procedures and guidelines to ensure that visitors to our campuses and
training sites are informed of their responsibilities during these challenging times. While we continue to
limit access, to continue campus operations in the support of our learners we are well prepared to
respond to organizational needs. This protocol is used for anyone coming onto campus. We continue
to respond and adapt to the directives laid out by the Re-Open Saskatchewan Plan. For additional
information, please see the Campus Access Protocol.
10. COVID Protocols - Orientation & Training for Staff (Appendix I)
Parkland College has developed a comprehensive orientation and training outline that includes both
internal resources as well as an overview of provincial and federal guidance documents. Supervisors are
responsible for ensuring their team participates in orientation prior to returning to campus. Staff are
expected to keep up to date on current information posted on the COVID-19 page of Up Close and
Personnel, the college’s secure staff web site. Ongoing training and support will be provided by the
Health & Safety Department.
11. COVID Protocols - Workplace Information (Appendix J)
Parkland College has identified a number of standard guidelines for continued operations at campus
locations. These include deliveries, cash handling, use of copiers, food service, document handling, selfmonitoring, working from home, sick leaves and hygiene practice. International and Interprovincial
Travel, in accordance with current provincial guidelines, is included in this protocol.
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12. COVID Protocols – Facilities, Cleaning, Disinfecting and PPE Use (Appendix K)
Parkland College is following the guidelines and recommendations for dealing with COVID-19 set out by
the Government of Canada, particularly the Public Health Agency of Canada, and by the Saskatchewan
Health Authority. These are the government authorities and officials with the training, knowledge and
expertise required to manage issues such as the spread of COVID-19 and other contagious diseases.
Clear cleaning and disinfection protocols (including frequency) are in line with the provincial
Environmental Cleaning and Disinfection Guidelines. In addition to standard cleaning and sanitation
protocols, enhanced preventative measures are in place to address the risks associated with COVID -19.
Additional janitorial staff and regular communication wit the team ensures the enhanced sanitation
program is effective.
In our physical buildings, common areas been reconfigured to adhere to physical distancing
requirements or closed. Physical distancing protocols (2 meters apart), procedures to prevent large
gatherings in common areas/hallways, and identify how people will move through the facility and
essential common areas are well signed with directional movement information. Barriers been installed
in high-visitation areas such as reception areas. Furniture has been removed to ensure proper physical
distancing. Appropriate, well-functioning, and properly maintained HVAC systems are in place at all
sites.
13. COVID Protocols – Use of Non-Medical Masks (Appendix L)
Parkland College continues to respond to the guidance and direction of Public Health and the Ministry of
Advanced Education. Effective August 24, 2020, masks are mandatory for all staff, students and while
attending a Parkland College campus / site or training location, even when physical distancing can be
maintained. All staff and students are provided with re-useable cloth mask(s). Additional masks are available
to staff, students and visitors. The health and safety of our campus and the broader community has always
been the primary principle guiding our decision-making during the pandemic. Signage about the proper use of
masks is posted in each campus.
14. COVID Protocols - Company Vehicle Use (Appendix M)
Parkland College Health & Safety department established cleaning and disinfecting guidelines before
and after use of company vehicles, including commonly touched surfaces like steering wheel, door
handles, radio, keys, etc. Employees shall be responsible for disinfecting surfaces including gas cards,
pens, etc. Employees are reminded that intercampus travel is limited to approved and necessary travel
only.
15. COVID Protocols - Response Plan (Appendix N)
The Response Plan helps guide situations when learners or employees becomes symptomatic or unwell
during class. The process includes necessary steps to mitigate risk and manage the health and wellbeing
of others. These protocols outline the employers’ role in dealing with these situations and outline the
steps when returning to campus. A flow diagram in included.
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16. COVID Protocols - Staff COVID-19 Tracking Form (Appendix O)
The Human Resources department established and communicated a process whereby employees are
required to report all COVID-19 illness, suspected illness, self-isolation, etc. in addition to regular
absence reporting. It is the supervisor's responsibility to have staff complete the reporting form or to
complete it for them to ensure that all possible COVID-19 cases or exposure are reported. This
information will provide us with the ability to monitor staffing levels and accurately track and report
absences and / or cases to the appropriate parties as outlined in our Pandemic Plan.
17. COVID Protocols - Common Areas (Appendix P)
Parkland College established a policy to outline appropriate use of common areas in our campuses.

18. COVID Protocols – International Student Program Designated Institution (Appendix Q)
Parkland College has developed a plan demonstrating adherence to requirements as set out by Immigration,
Refugee, Citizenship Canada. The plan will be approved by provincial and federal governments. The COVID-19
Framework for Institutions Receiving International Students is included in Appendix Q.
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Appendices
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Appendix A

Re-Open Plan

The re-open plan has the following key workplace and learning readiness essentials:
.1

Prepare the Infrastructure
Implemented cleaning plan, pre-return inspections, cleaning with approved
disinfection products and contractor entry protocols

** Will be customized for each campus location.
Building Entry / Reception
Entrances:
●
●
●
●
●

Reduce number of entrances (maintain health and safety code)
Hand sanitizers located at both inside and outside doors
Floor markings for safe distancing
Disinfected doors / floor mats, etc.
Provide waste receptacles for used / discarded wipes and PPE

Reception:
●
●
●
●
●
●

Provide training with employees
Install plexiglass barriers
Provide hand sanitizer at each reception area
Clean / disinfect highly touched equipment after every use (moneris machine)
Remove reception area furniture, pens, etc. to reduce public touchpoints
May require personnel handling mail and parcels to wear PPE and disinfecting exterior
of packaging

Common Areas:
●
●
●
●
●

Hand sanitizers located throughout
Restrict access and re-arrange furniture to promote social distancing
Additional monitoring and cleaning of commonly touched surfaces
Storage supply areas will have restrictions for access and use
Access to copiers and printers will require self cleaning and floor markings for alignment with
physical distancing protocols

Signage:
● Install signage at multiple, relevant locations in the entry sequence.
● Signage to include requirements for physical distancing, hand washing, etc. reminding how to
stay safe and keep others safe
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Workplace Hygiene
●
●
●
●
●
●
●

Encourage covering coughs and sneezes
Promote frequent hand washing
Hand sanitizers available at multiple locations
Provide disposable wipes for cleaning of common touchpoints
Remove and or discourage use or borrowing of others phones, workspaces, equipment, etc.
Regular cleaning and sanitization with approved cleaning chemicals from governing authority
Develop new practices and use of staff lunch room

Cleaning & Disinfecting
● Continual monitoring of cleaning and disinfecting supplies to ensure levels align with operations
and programming activity
● Additional and refresher training to facilities staff on necessary cleaning protocols
● Ensure all cleaning tools and equipment are in order (specific and additional requirements for
campus locations with limited use in the past few months)
● Ensure MSDS sheets are available for all chemicals and requirements for safe use are adhered to
● OH&S department to conduct increased inspections to mitigate risk
● Ensure adequate staffing levels to maintain adherence to cleaning protocols

.2

Prepare the Workforce

Flexible / Alternate Work Arrangement
● Ensure Alternate Work Arrangement and Work from Home Policy aligns with recent pandemic
requirements
● Ensure staff have the necessary technology to be effective from alternate work location
● Ensure policy is compliant to necessary legislation and with consultation of labour relations
● Establish a hybrid working from home model based on employee function and responsibility

Resilient and Supported Culture
●
●
●
●
●

Promote need for increased communication, teamwork and collaboration
Establish tools to monitor employee engagement and wellness
Provide increased education and awareness on Mental Health
Establish protocols to promote work life balance
Establish and provide a mechanism for sharing student and staff successes
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Training and Development
● Provide new required training opportunities on instructional standards, learning and delivery
tools and platforms, technology, etc. based on job function and responsibility

Talent Acquisition & Retention
● Established new procedure for recruitment including online application and reference check
system
● Develop online onboarding modules to reduce face to face training
● Develop plan for redeploying under utilized personnel

Communication
●
●
●
●
●

.3

Establish communication plan to mitigate workforce anxiety
Increase education and training on change management
Identify required training prior to return to work
Support virtual workforce
Review all related policies such as Work from Home, Contractor Access, Travel, Accomodation,
Employee Health and Safety, etc.

Control Access

Workplace Operations
●
●
●
●
●
●

Conduct regular counts of individuals in campus, in locations
Continue work from home for non-essential employees to reduce personnel on campus
Implement desk cleaning policy to ensure personal items are stored in locked drawers
Limit face to face meetings unless physical distancing restrictions can be adhered to
Encourage use of technology to host meetings
Encourage establishment of “smart” or digital buildings (low touch switches, doors, drawers,
etc.)
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Traffic Control
●
●
●
●
●

.4

Allow one entry and exit to each campus
Arrows on floorways to allow for directional flow of traffic
Floorways not able to allow directional flow of traffic will be restricted or one way traffic only.
Communicate building protocols through signage and floor markers
Washroom usage will be monitoring and adjusted to maintain physical distancing
and may restrict entry to one person at a time

Physical Distancing Plan

Physical distancing solutions can reduce risk of transmission and will be adjusted according to the
volume of traffic on each campus however certain restrictions will remain throughout.
Decrease Traffic Mass
● Mandatory 2 meter protocols which may require the redesign of work and learning
spaces, reduce capacity of spaces, and reduce access to small rooms
● 2 meter office protocols with limitations aligned with the SK Re-open Plan
● Designate and signal foot traffic direction throughout the
campuses Planned Administration
●
●
●
●

.5

Phased return to work based on role and priorities
Alternating work days on campus
Staggered arrival, break, departure times
Prepare for Emergency situations and drills given restrictions and protocols

Reduce Touch Points & Increase Sanitization

Minimize Occasions
● Maintain enhanced cleaning protocols, supply additional wipes/sanitizers throughout
campuses, including all office spaces
● Adjust ingress / egress throughout the buildings for touchless access
● Implement Do it Yourself cleaning of commonly used equipment (photocopiers)
● Designate a space for anyone to self isolate if they have symptoms until they can go home
● Remove high touch / shared tools (whiteboard markers, water coolers / stations)

24

Appendix B.1 Employee Reintegration
To The Workplace
On March 18, 2020 the Government of Saskatchewan declared a state of emergency in response to the COVID -19
pandemic. A number of public health restrictions were issued, including measures for physical distancing.
Accordingly, Parkland College closed all campus locations and staff were asked to work remotely from home if
able to do so.
As the pandemic evolves, we continue to take all necessary precautions to help flatten the curve. The
government continues to monitor the situation and move the province through its Re-Open Saskatchewan Plan.
The Chief Medical Health Officer continues to make recommendations for individuals returning to work and
Parkland College has developed a re-open plan of its own in adherence to these safety guidelines.
The College is preparing to deliver classes for the 2020 – 2021 academic year through a blend of face-to-face and
online instruction. Prior to the start of classes, employees will transition back to on-campus work in a gradual,
phased in approach using a blended work model where feasible.
The health of the staff, students and public continues to be the number one priority of Parkland College.
Therefore, the following principles have been outlined as essential to the execution of the College’s start -up,
reopening and transition back to regular operations.

Guiding Principles for Reintegration back to the Campus
•

•
•

•
•
•
•
•

•

All Parkland College recommendations and requirements will be based on the Government of
Saskatchewan’s Return to the Workplace Guidelines and the re-open plans set out by the Ministry of
Advanced Education.
Reintegration will be done gradually and in phases so as to ensure the continued health and safety of
staff.
Blended work arrangements (blend of on-site and remote work) are encouraged for positions that can be
effectively performed remotely. Arrangements to be approved by supervisor. Each arrangement will vary
depending on position and job demands.
Physical distancing must be maintained wherever possible (2 meters). When this is not possible,
employees are required to wear a mask.
Staff must stay at home when they are sick until they no longer have symptoms. This includes minor
symptoms.
Workers that start to feel ill at work will need to immediately notify their supervisor, wash their hands,
put on a mask, go straight home and self-monitor.
Vulnerable individuals, such as those who are health compromised or who have family members who are
health compromised, should continue to exercise caution and minimize high-risk exposures.
Enhanced personal hygiene will continue to be a key preventative measure. Employees must wash hands
upon arriving at work, before and after breaks, after handling materials or common equipment, after
sneezing or coughing and after using the washroom.
Enhanced cleaning and disinfecting will need to take place in employee workstations, meeting rooms,
kitchenettes, and on high tough equipment. This is the responsibility of all employees.
Phased Reintegration Plan:
Effective March 20, 2020, all Parkland College campuses were closed to students and members of the
public. All staff were to work from home aside from those providing critical services or supporting
online instruction. As the pandemic evolved, the Government of Saskatchewan approved the College’s
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request to complete shop time, labs and other training necessary to meet the academic obligations of
the 2019-20 school year.
Going forward, Parkland College has a four phase plan in place to facilitate the return of more
employees back to work on campus. The fourth and final phase will be the return of learners,
instructional staff and the public.
Phase 1
July 13, 2020

Phase 2
July 15, 2020

Reintegration of OOS

Addition of
Coordinators

● Communicate with
managers and
executive outlining
reintegration plan
● Communication
sent to employees
outlining the
reintegration plan
● Orientate returning
staff on safety
procedures using the
reintegration
information posted on
Up Close & Personnel
● HR/Safety to
review monitoring
expectations of
managers /
supervisors

● Prepare the
workspace to ensure
returning employees
safety
● Managers will work
with HR/Safety to
develop a plan to
safely return each
individual employee
● Orientate all
returning staff on
safety procedures
using the
reintegration
information posted on
Up Close & Personnel
● Managers/Supervis
ors establish
monitoring for their
team

Phase 3
July 20,2020
Addition of Remaining
Support / NonInstructional
● Prepare the
workspace to ensure
returning employees
safety
● Building remains
closed and access is
based on scheduling not individual
approval
● Orientate all
returning staff on
safety procedures
using the
reintegration
information posted on
Up Close & Personnel
● Supervisors
monitor their team to
ensure compliance
with health and safety
protocols

*if you are unsure which phase your position is in, please contact HR
It is important to note that due to the unprecedented and dynamic nature of COVID-19, phases (or
steps within each phase) may be retracted or advanced depending on how the pandemic evolves.

Before Returning to Campus
If you are permitted to return to work on campus, the following steps must be taken prior to arrival and
entry to any Parkland College campus / site:
1. Complete the Parkland College Campus Re-Integration Questionnaire before arriving on campus.
• If you are experiencing COVID-like or cold/flu symptoms (cough, fever, sore throat) you should
not consider a return to work. If you are experiencing severe symptoms, seek medical attention
or call HealthLine 811.
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•

Follow Public Health advice related to self-monitoring and self-isolation if you have travelled or
have been exposed to someone ill with the virus.
2. Discuss your return to work schedule with your supervisor. While we move towards reintegrating to
the workplace, blended working arrangements continue to be encouraged where position
duties/responsibilities can be performed remotely. Refer to the Temporary Remote Working
Arrangements Guidelines to determine a work model that works best for your role.
3. Book your office / workstation according to your approved schedule. Send office booking requests
to yorktonroombookings@parklandcollege.sk.ca. These bookings procedures will ensure proper facility
sanitation and safety measures are maintained.
• As a courtesy, make a schedule and book office space up to a one-month period.
• Campus maps are located on Upclose & Personnel / COVID-19 / Staff Reintegration for
reference when booking office space.
• If you require campus access prior to your assigned phase in the reintegration plan, submit a
campus access request to humanresources@parklandcollege.sk.ca.
4. Identify any equipment or supplies you need to return to the office, including computers, monitors,
docking stations and other accessories that you may have brought home to work remotely. Confirm
with your supervisor once any Parkland College assets / equipment are returned.
5. Keep in regular contact with your supervisor to advise of any concerns you may have or if there are
changes to your ability to attend the workplace or perform work.
6. Each staff member will be provided with one cloth mask upon return to campus.

Returning to Campus
1. Enter campus through designated entrance(s).
2. Upon entering campus, wash your hands in the nearest washroom using soap and water, or at
a hand sanitizing station.
3. Promote a clean desk policy and limit items in the workspace to enable employees to perform
necessary cleaning and sanitation. Employees all have a responsibility to ensure we are
disinfecting our own workstations. Refer to the Cleaning, Disinfecting and PPE Guidelines.
4. Avoid greetings that involve touching, such as handshakes.
5. Avoid unnecessary visits to other offices, break or lunch rooms.
6. Restricted access to campus between 7 a.m. and 6 p.m. weekdays
7. Virtual meetings with internal and external stakeholders will continue to be encouraged.
8. Blended work arrangements are encouraged for positions that allow for it.
9. Adhere to physical distancing guidelines at all times.
• Navigate your way around campus by following directional signage and floor markers.
• Adhere to maximum occupancy restrictions in commons areas (i.e. lunchrooms,
photocopier rooms, shared office space etc.) Signage is posted at the entry point of
each area.
10. Masks are mandatory for staff, students and the public in hallways, bathrooms, and common
areas where physical distancing cannot be maintained. Refer to Non-Medical Mask Use
Protocol for further information.
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11. Stay home (or leave the campus) and notify supervisor if symptoms develop or feeling unwell.
Any absences must be reported using the Staff Absence Reporting form.

Physical Distancing Measures
Physical distancing is required at all times on campus.
Facilities and Health & Safety have completed audits of each campus to ensure required physical
distancing (two meters) can be maintained.
Program Coordinators / Supervisors are required to assess classroom spaces to ensure physical
distancing requirements can be maintained.
As you walk throughout the facility, you will notice the following physical distancing measures in place
to keep you safe:
SIGNAGE
Signs will be posted around campus locations with safety protocol reminders, etc.
FLOOR MARKERS
Floor markers indicate traffic patterns (directional arrows) and distancing for waiting areas to comply
with public health requirements. Please watch for these markers as you approach commons areas,
bathrooms, classrooms, etc.
PHYSICAL BARRIERS
In some spaces, you will encounter physical barriers (i.e. plexiglass shields). Please follow any directions
provided by staff when you approach a service window.
RESTRICTED AREAS
Signs have been posted to indicate restricted areas. Avoid usage of all restricted areas.

Travel Advisories
Avoid all non-essential travel within the Parkland College region and beyond. Employees must follow
provincial, federal and public health recommendations and requirements.
Parkland College employees travelling from their designated campus for work purposes are able to
book Central Vehicle Agency (CVA’s). Staff will continue to utilize the booking procedures outlined in
the Parkland College Employee Manual and online on Up Close & Personnel.
Review the COVID CVA Protocol prior to booking.

Other Information
Refer to the COVID-19 page on Upclose & Personnel for further information and guidelines.
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Appendix B.2 Employee Reintegration To The
Workplace – Supervisor Guide
The safety of our college community continues to be Parkland College’s top priority as we work through the
phases as outlined in our Pandemic Plan and as directed by Public Health and the Chief Medical Health
Officer.
As we prepare for a cautious and gradual reintegration of our employees to the workplace, it is Supervisor’s
responsibility to effectively plan and use caution when reintegrating their team(s) back to campus.
Purpose and Principles
This guide will help supervisors to make decisions about when and how employees who have been working
from home will return to the workplace.
Steps
In accordance with the phases indicated in the Reintegration plan, the following steps will assist in
determining when employees should return to the workplace. Supervisors should consider returning
employees to the workplace gradually.
Step 1: Triggers for Employees to Return
See Appendix A – Decision Tree for determining if an employee should return to the workplace for a visual.
1. Are there any public health orders or legitimate individual circumstances restricting employees’ ability
to work? (i.e. travel restrictions in the north)
If yes, employees should continue working remotely if they can do so effectively. See Step 4: Other
Considerations for short and long-term considerations.
2. When returning to the workplace, can the position duties / responsibilities be delivered in a way that
follows all physical distancing and/or safety protocols?
If no, employees should continue to work from home until a plan is developed and implemented to
resolve the concerns.
If yes, continue to Step 2: Considerations for Return to consider who and how employees should
return.
Step 2: Considerations for Return
There are a number of criteria to consider when determining a plan to return employees to the workplace.
In order to initiate a return of employees to the workplace, the employee requires approval from their
Supervisor and Out-of-Scope Manager.
When developing your plan to return employees, consider the following:
1. Level of service
What is the number of employees who need to return to meet the service needs?
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2. Schedule/timing
Will employees be returning to the workplace full-time or part-time? (i.e. blended work arrangement
between remote work and on campus work)
• Blended work arrangements continue to be encouraged. It is important to note that individual working
arrangements will be different for each position and corresponding job demands. (i.e. some positions
may be required to continue working majority of the time remotely, whereas other positions may be
required to return fully to on campus work arrangements).
•

Will employees work rotating shifts / schedules upon return to the workplace?

•
•
•
•

Things to consider when determining which employees return:
Skills - which employees are able to provide the needed service?
Training/ support- what training / support does the employee need in order to return?
Personal situation – child/elder care arrangements, high-risk or immune compromised, sick or selfisolating

•
•

Workstations – are employees located far enough apart to ensure physical distancing?
Productivity – are there employees less able to work from home due to internet, technology or other
challenges who would benefit from returning to the workplace?

Be sure to have discussions with employees and teams throughout the process and as the situation changes.
If an employee is unable to return to the workplace due to a medical concern, they should work with their
Supervisor / HR to determine a solution.
Step 3: Employee Safety
A number of safety protocols and guidelines have been established. Supervisors and employees must
understand and comply with all safety requirements upon return to the workplace.
Safety considerations include:
• Physical distancing – two-metre distancing between people should be maintained
• Hand washing and etiquette – wash hands frequently and practice cough/sneeze etiquette
• Cleaning – enhanced cleaning procedures and wiping of high-touch surfaces
• Shared spaces – restrict access or ensure physical distancing
• Shared devices – remove shared devices where possible or determine enhanced cleaning protocols for
use
• Mental health – monitor and support good practices
• Illness – closely monitor for signs of illness and return home as necessary
• Colleague – conduct business remotely where possible (email, phone, video)
• Awareness – ensure employees are aware and understand all safety protocols and procedures
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Returning Employees
When returning employees to the workplace, supervisors are responsible for re-orientating and sharing
information with employees on the return process, safety procedures, etc. as well as making sure they feel
safe returning to the workplace.

Step 4: Other Considerations
There are a variety of other human resources, safety, technology, efficiency, building management and
culture considerations that managers may want to consider whether returning employees to work in the
short or long term.
Questions to consider:
• What changes are required in our strategic or operational plans?
• How did our processes and systems shift and adapt to meet the organization’s needs?
• What challenges did we encounter?
• How do we ensure employee onboarding, learning and development continue?
• How do we preserve the work that is going well for long-term or permanent considerations (i.e. flexible
work arrangements, telework)?
• How do we embed improvements and innovations we’ve implemented as a result of COVID-19?
• How will working from home affect building arrangements?
•
•
•
•

Have safety procedures affected our ability to work?
How has work from home affected physical and mental health?
Have we leveraged technology effectively? What more could we do?
What are our successes and challenges for employee engagement and culture?
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Appendix C
Prepared by:

Program Service Re-Start Template
Date Submitted:

This template provides a common approach for making decisions on the continuation of existing or
launch of new programs or services using a standardized data set. As the re-opening of the province
from the COVID-19 induced shutdown gradually transpires, opportunities to offer face-to-face
instruction and services will arise. In order to ensure consistency in decisions made concerning Face-toFace (F2F) delivery it is important that the Parkland College Executive Team (PCET) has sufficient data.
The health, wellness and safety of all of the college’s students, staff and communities is of paramount
importance. The overarching objective of this process is to help PCET make decisions that balance the
protection of public health with financial, student, employee and community impacts and risk.

There are nine guiding principles – each related to a specific facet of the college’s operations.
1. Safety - ensure the health and safety of our learners and employees by complying to applicable COVID
workplace protocols, SHA guidelines, the “Re-Open Saskatchewan Plan” and OH&S regulations.
2. Staff - ensure socio emotional needs are addressed by putting in place relevant supports and
administrative controls.
3. Students – ensure students have a high-quality educational experience and access to student
supports in any instructional delivery modality.
4. Corporate Image - ensure all decisions support a positive image and enhance the reputation of the College.
5. Accountability - ensure accountability for administrative services, supervisory responsibilities and
program success is maintained.
6. Facilities/IT - ensure that physical and technology infrastructures are prepared for the continuation of
program delivery and administrative services and supports adherence to Safety protocols.
7. Partnerships - ensure a judicious, fact-based balance between partner needs and public safety.
8. Governance - ensure that all necessary internal and external approvals have been attained.
9. Fiduciary Responsibilities - ensure all contractual obligations are understood and fulfilled and that the
financial impact on the college of offering this program has been considered.

Please fill out the template with the proposed service, program and/or course(s) to be delivered and
ensure the various levels of endorsement are received prior to forwarding to the Joint Committee,
composed of ART and BCT representatives. This Committee will review the proposal, seeking clarifying
information if necessary, and make a recommendation to PCET on viability / readiness to handle
COVID-19 restrictions and if the program/service should be offered in the F2F modality.
You may be asked to meet with ART or BCT or PCET to present your proposal and answer any questions.
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Guidance Documents – Program/Service Planning
PROGRAM/SERVICE PLANNING DECISION TREE

1. Can programs or services be achieved through remote-only delivery?

NO

YES

Proceed.

2. Can the on-campus program or service occur face-to-face while meeting
all required public health guidelines (Re-Open Saskatchewan Phasedependent limits on group sizes, physical distancing, cleaning protocols,
health screening, etc.)?

NO

YES

Develop a plan outlining how public
health guidelines will be followed.
Proceed.

3. Are limitations on the size of groups (e.g. more than 30 people) and/or
inability to physically distance (e.g. room too small) the primary guidelines
that cannot be met?

NO

YES

Develop a plan that details other
mitigation actions (e.g. use of PPE).
Proceed.

4. Consider delaying on-campus program or service OR contact the ministry
for advice.
Taken from Guide for Saskatchewan Post-Secondary Institutional Planning for Fall 2020.
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GENERAL PROTOCOLS FOR POST-SECONDARY ON-SITE PROGRAM AND SERVICE DELIVERY
1. Follow Established Rules
● All activities and protocols align with:
• occupational health and safety legislation and regulations outlined in the
Saskatchewan Employment Act; and,
• restrictions established by the Government of Saskatchewan’s public health orders,
including any guidelines related to the five phases of the Re-Open Saskatchewan
Plan.
2. Health and Safety Awareness
a. Ensure staff and students accessing on-site programs or services are aware of all current
health and safety information on Saskatchewan.ca
b. Communicate Parkland College’s health and safety protocols with all staff, students and
visitors.
3. Delivery Pre-planning
a. Complete a health and safety risk assessment for all planned on-site program or service and
outline the approach to the plan including:
• Acknowledgement that the program/service will operate with any public health
limitations currently in place;
• All appropriate mitigation measures (i.e. to ensure physical distancing, promote
hand hygiene, provide protection when physical distancing is not possible, increase
cleaning and disinfection, etc.);
• Name of program/activity that will take place on-site; and
• Number of students and staff involved.
b. Keep in mind blended delivery opportunities to ensure on-site time is minimized and
efficiently utilized.
4. On-site Management
a. Establish and maintain daily activity tracking information to know which faculty, staff and
students are on-site and which areas of the campus are utilized. This could be combined with
COVID-19 entry screening and sign-in process.
b. Ensure institutional protocols are clearly communicated to students, staff, faculty and
visitors (e.g. the mandatory non-medical mask usage, screening, cleaning and disinfection
protocols etc.) and that corrective measures are in place.
c. Establish a process for alerting staff and students and implementing mitigation procedures should a
COVID-19 case impact any on-site activities, including establishing who is in charge of cleaning and
disinfecting the area(s) in which the COVID-19 positive person(s) was present.
d. Where program or service delivery cannot be delivered remotely, post-secondary institutions may
exceed the current limit (30 persons as of November 2020) as long as physical distancing is observed
at all times, with a minimum of two metres of space between individuals or the use of physical
barriers where this cannot be achieved. In these circumstances, risk mitigation measures must be
implemented (e.g. the use of non-medical masks, limiting interactions to defined cohorts, staggered
start/stop times, etc.).
e. Restrictions on public and private social gatherings are outlined in Saskatchewan’s COVID -19 Public
Health Measures. Please consult the most recent version of these measures for information on
current restrictions on social gatherings.
*Taken from Guide for Saskatchewan Post-Secondary Institutional Planning for Winter 2021
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OFFSITE COVID 19 PROTOCOL CHECKLIST
Note: this is a fluid document that will change to reflect current Parkland College policies and provi ncial
restrictions. There may be additional arrangements required that are specific to the training program or
site.
Upon Training Request/Booking – Items to Discuss
Will facilities be disinfected for COVID 19 before, during and after course?
Are cleaning products Health Canada approved
Does room allow for social distancing- 2 m and is capacity within provincial restrictions
(including facilitator and cleaning staff)?
Have site Covid-19 protocols been shared?
Are washrooms designated or shared, and is cleaning schedule appropriate?
Is there room for a registration table outside the training room?
Will traffic flow be indicated?
Will hand sanitizer be available?
Have lunch arrangements, guidelines around food/beverage been discussed and agreed
upon?
Has response plan been finalized should a participant or facilitator become ill during the
class?
How will the safety orientation information be given to participants prior to training?
How will the questionnaires be submitted/reviewed?
Will masks be supplied to participants and who is responsible for ensuring that? (Determine
quantity of masks needed)
Prior to Training date
Ensure participants receive safety information/expectations (using method that was agreed
upon such as emailing information, webinar, etc)
Email access questionnaire to participants or client contact to distribute. Ideally an electronic
survey is used but forms may also be used.
Admin assistant copy training materials
Admin assistant will prepare training materials for each participant using sanitary practices
Day of Training
Facilitator will submit screening form to College just prior to training
Training room set up for social distance by facility
Instructor will place name cards on table as per seating plan using gloves
Facilitator will ensure traffic flow is indicated on floor- if not tape will be provided
Students to wear masks in common areas and until initial screening has been confirmed
Students to use hand sanitizer upon entry and regularly throughout day
Facilitator will meet students, maintaining social distancing. Questionnaire information will be
confirmed. If answers are YES- DO NOT ENTER
Students enter classroom as per seating plan
A record of the seating plan must be maintained by the college.
Instructor will ensure Hand Washing Signs/Proper Sneezing & Coughing and other protocols
are reviewed
Absences must be tracked and recorded
If not covered by facility, the facilitator will sanitize doorknobs, table -tops at mid-day
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Process
The COVID-19 pandemic has forced Parkland College to deliver the majority of its programs and services
remotely. As many of our programs require practical assessments to complete, this template allows programs
to submit a proposal to allow F2F learning at our campuses. It will also allow a fulsome review of our readiness
for F2F services on our campuses.

Step 1

Step 2

Step 3

Step 4

Step 5

Step 6

Discuss your program/service plan with your Supervisor and team.
Complete this template using the resources outlined in the Resources section
below. Ensure that you consult with HR, Safety, IT, Facilities and other departments
as indicated in this template. It is the responsibility of the program supervisor /
coordinator to gather the appropriate information and confirm that notifications
have been made as outlined.
Review your proposal with designated representatives from both the ART and BCT.
Please allow reasonable time for this consultation step. If your proposal submission
is incomplete, this timeline will be longer. This step is designed to assist you in
accessing resources to complete your submission successfully. You may also wish to
collaborate with other programs who have completed this template.
Send your completed template to programrestart@parklandcollege.sk.ca for
review and endorsement by the Joint Committee consisting of two members from
each of ART and BCT and supported by a designated clerical / program assistant.
Please allow a reasonable time for this step. This step is designed to ensure that
departmental consultation is complete and that your proposal is ready to submit to
the Executive for approval. The endorsed document will be returned to you.
Your proposal is now ready to submit to the Executive Team. Email your completed
template and any supporting documents to l.dietrich@parklandcollege.sk.ca and
ask to be included on the next meeting agenda. You may be contacted to answer
additional questions or be required to present your information at a PCET meeting.
Please note that the PCET meets once a week but may not always have time on
their agenda. You will only have a maximum of 15 minutes for your presentation so
be prepared. Allow two weeks for this step.
Once approved, it is your responsibility to notify your team, HR, Safety, IT, Facilities
and any other department or staff member identified in your proposal. Include a
copy of the approved proposal with your notification. Use the provided Facilities
Request form to outline specific operational requirements.
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Program and/or Course Details (if applicable)
For a program or standalone course, please fill out this table.
Program/Course Name:
Program Type:
Broker/Source/Partner
Essential Skills
ABE
College/Technical
University
Corporate Training
WTTI
Other
Manager/Coordinato Name
r
How does this program/
course align with the
college’s programming
plan?
What is the rationale for
proposing Face-to-Face
delivery?
What are the implications
if Face-to-Face is not
possible?

Courses to be Offered

Certification
Choose an item.
Choose an item.
Choose an item.
Choose an item.
Choose an item.
Choose an item.

Email

Phone No.

Course Information (if applicable)
Please complete for all standalone courses and all courses offered in a program start/re-start.
Course

Start
Date

End
Date

# of
Students

Place
(classroom,
lab etc.)

Style (lecture,
demo, clinical,
etc.)

Instructors/
Staff Involved

Schedule for F2F Instruction
Sun

Mon

Course

Start
Date

Tue

Wed

End
Date

# of
Students

Thurs

Place
(classroom,
lab etc.)

Fri

Style (lecture,
demo, clinical,
etc.)

Sat

Instructors/
Staff Involved

Schedule for F2F Instruction
Sun

Course

Mon

Start
Date

Tue

Wed

End
Date

# of
Students

Thurs

Place
(classroom,
lab etc.)

Fri

Style (lecture,
demo, clinical,
etc.)

Sat

Instructors/
Staff Involved
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Schedule for F2F Instruction
Sun

Mon

Tue

Wed

Thurs

Fri

Sat

Add more rows as required.

Service Details (if applicable)
Please complete for all non-programming activities.
Service Description / Name:
Manager/Coordinato Name
r
How does this service align with the
college’s operational plan?
What is the rationale for proposing
Face-to-Face delivery?
What are the implications if
Face-to-Face is not possible?
Proposed Start Date:

Email

Phone No.

Proposed End Date (if known):
Proposed Schedule of Days:
(please provide days / hours)
How many people will participate in
this service?

If the program/course/service cannot be
delivered in the timeframe identified above,
what options are there for a different
delivery timeline?

Resources
1. Government of Saskatchewan/Saskatchewan Health Authority Guidelines https://www.saskatchewan.ca/government/health-care-administration-and-provider-resources/treat
ment-procedures-and-guidelines/emerging-public-health-issues/2019-novel-coronavirus/public-healthmeasures/workplaces
2. Re-open Saskatchewan Plan https://www.saskatchewan.ca/government/health-care-administration-and-provider-resources/treat
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ment-procedures-and-guidelines/emerging-public-health-issues/2019-novel-coronavirus/re-open-sask
atchewan-plan
3. Saskatchewan Occupational Health & Safety Regulations
4. College resources – Up Close & Personnel / COVID-19 / Program Planning

Please complete the following:
Safety
Issue

Response

Demonstrate how you will build
COVID-19 Safety training time into
your program/service. (Safety will
supply the platform - you will be
responsible for ensuring all students
complete)
Demonstrate that this plan meets all
college Health & Safety requirements,
the government’s Occupational
Health & Safety Regulations and
Saskatchewan Health Authority
restrictions?
Is any part of this course or service
able to be delivered online or other
non-F2F format? How much has been
or is planned to be delivered
non-F2F?
What limitations are there to
delivering non-F2F at this time?
Does the program/service require
the use of paper (handouts,
assignments, etc.)? If “yes”, describe
how paper is used.
Are there alternatives to paper?
If applicable, how will paper exams
and quizzes be handled?
If you are unable to have paper in
your delivery, would you be able to
make alternate arrangements?
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Has there been an outbreak in the
community in which the campus is
located?
What responses have been
considered if there is an outbreak?
What would you do if a student
becomes ill? Instructor? Support
staff?
How and where could COVID
protocols not be maintained? How
will these instances be mitigated?
If students are unable to share
supplies, would you be able to make
alternative arrangements?
Does your entire plan allow for both
students and staff to remain 2 meters
apart at all times? If no, how will risks
be mitigated?
Does your program / service require
access to other areas of the facility or
just the classroom?
How will you manage rest and meal
breaks? Will students remain on site
or leave? As coffee, water and food
will not be available at campus, have
you notified students to bring their
own?

Staff
How have all safety and risks been
resolved to ensure staff are safe?
Which non-instructional staff will be
required on-campus to assist with
running this program or service?
Have approvals been obtained from
the appropriate supervisors to have
these staff on-campus as needed?
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Have supervisors discussed with
staff? Are staff engaged and
supportive?
Have all staff who will be impacted by
this decision been identified? Have
they been notified?
Do the priorities or work
responsibilities of impacted staff
need to be discussed with other
supervisors?
How will you address a situation
where a staff member expresses
concern with this work?
How will you remind staff about
absence reporting procedures in
situations where individuals require
COVID testing or quarantining?
Do we need to redistribute
responsibilities to reduce contact
between individuals, using
technology to facilitate
communication?
Has HR notified the union and
received endorsement?
Students
Are any students coming from a
community where there are
COVID-19 cases or concerns? If so,
what protocols are in place to ensure
they are unable to transmit the virus,
should they have it?
How will you track attendance? If a
student is absent, how will you
confirm if it is due to illness? You will
be required to notify Safety of
student illnesses.
Are students aware they will not have
access to lockers and will be unable
to leave personal items on campus?
Do any of the students have
accommodations and how would
these be addressed?
Corporate Image
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Which community partners need to
be notified that this program or
service will be running? (e.g.
municipal administration, landlord…)
What message will be shared with
these partners?
What is your plan for messaging this
return to the classroom or campus
and which audience will be targeted?
To a broader audience? To students
and parents?

Accountability
Have you ensured and made available
any materials that students require
for this program/service? (any
technology, tools, etc.)
How will you ensure Current Campus
Access protocols are adhered to?
Which program supervisor will be on
site and accountable for students and
staff?
Do employment contracts for
impacted staff need to change?
Has communication been or need to
be sent to the rest of the
organization? Who is responsible for
this?
What message, if any, will be
shared?
What communication medium will
be used?

Facilities/IT
What facilities staff / personnel are
required?
What supplies (PPE, cleaning…) will
be required to meet protocols? Are
these part of your program
operations? If not, how will you
ensure proper care, use, maintenance
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and disposal? Use the provided
resource document as needed.
Provide confirmation from Facilities
that there are sufficient supplies for
the length of the program/service.
Has Facilities confirmed it will be able
to supply staff or contract cleaners to
ensure cleaning of the areas being
used at the recommended frequency
and how would it do this?
What technology infrastructure will
be required to support this
program/service? Have you
contacted IT to make these
arrangements?

Partnerships
Have all partners approved in writing
of program/service continuation /
health and safety protocols and other
measures established to ensure
compliance with governmental
guidelines?
What specific protocols and
expectations have partner(s)
articulated and how will these be
addressed? Have they been shared
with the appropriate internal
contacts?

Governance
During which Phase of the
government’s “Re-Open
Saskatchewan Plan” will this
program/service be offered and why?
Does this plan meet all
guidelines for the Phase it is in?
List any deviations from the
government's guidance and
provide a rationale for them.
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Which Ministry/Departments, if any,
may need to approve this
program/service?
Do certain programs (credit,
non-credit, corporate training)
require different approvals?

Fiduciary Responsibilities
What, if any, impacts of changes to
insurance need to be considered?
Which contracts have been
developed to deliver this training
(community, contractor …)?
Are all contracts signed by all parties?
If not, which need to be completed
prior to the program start and how
will this get done?
How much will the program/service
cost to run? What are the projected
revenues? What is the surplus of
loss?

Revenues

Source

Costs

Major expenses

Surplus/Loss

If a loss is projected, what is the
benefit of running at a loss and how
will the loss be covered?
What other, if any, risks need to be
considered prior to approval of this
request? How will they be mitigated?

Review and Endorsement
Joint Committee (at least two of each ART/BCT representatives)
*This joint committee will work to the best of their ability to review current college protocols and regulatory guidance in
endorsing each application. It is acknowledged that the situation is fluid. Unforeseen circumstances will be responded to
using all available organizational resources.

Considerations / Comments
Comment
Overlap with other
programs/services in the
same location?
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Considerations for staff
who may be supporting
multiple programs/services
simultaneously?
Other?

Committee Members:

Joint Committee Endorsement
YES

N
o

Parkland College Executive Team Approval
PCET

Items to be addressed by PCET

Does the Board need to be
informed that this
program/service will be
delivered and how would this
be done?
Are other approvals required
and which?
PCET Approval

YES

No

Comments:
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Appendix D

COVID Protocols – Campus Access

The health and safety of our Parkland College community remains our number one priority and we
continue to follow the guidelines from both the province and the federal government regarding COVID-19.
All measures we take are to protect the health and safety of our employees, students, visitors and our
communities.
The following Campus Access Protocols have been developed for staff, students and visitors who will be
accessing Parkland College campuses / sites. The purpose of these protocols is to ensure proper facility
disinfection and safety measures are maintained and adequate tracking mechanisms are in place.
Staff
•

•
•

•

•
•

As outlined in the Reintegration Plan (effective July 13, 2020), all staff must complete the online
Health Questionnaire and Safety Commitment prior to returning to campus. All staff are
responsible for notifying their supervisor immediately should the answers to any of the health
questions change.
Staff are required to wear masks at all times while on campus. Each staff member will be provided
with one cloth mask upon return to campus.
Staff returning to campus with scheduled hours of work as per the Reintegration Plan phases are
required to book their office space using the room booking (Midas) link on Up Close & Personnel.
All office spaces have been added to Midas. Note: You are responsible for ensuring your booking is
approved – if in doubt contact the front desk at your campus location.
Staff who do not have scheduled hours of work as per the Reintegration Plan phases (i.e. an
employee requiring access prior to their integration phase) will be required to submit a Campus
Access Request email to humanresources@parklandcollege.sk.ca. The request will be reviewed to
ensure there are no scheduling conflicts and an approval email will be sent to the employee.
These processes will ensure adequate tracking measures are in place for sanitation / cleaning
purposes, along with contact tracking purposes, if required by Public Health.
Campus access continues to be limited to regular business hours. After hours / weekend / holiday
campus access must be approved in advance by your out-of-scope supervisor and an email sent to
facilities (m.vroom@parklandcollege.sk.ca). Compliance is expected for everyone's health, safety
and security.

Students:
• Prior to the start of classes, all students will participate in a Covid-19 Orientation. This is a
mandatory course for all programs.
• All students are required to complete an online health questionnaire prior to their arrival at
campus. This includes all full-time, part-time and non-credit learners. Learners are required to
update their program supervisor or instructor should any responses change.
• Program staff will monitor learners and may ask students to complete the health questionnaire at
any time, in addition to the initial submission.
• Only students with classes or appointments are permitted on site. No gathering spaces are
available and learners are required to arrive and depart classes in a timely manner.
• Program and support staff will account for students in classrooms and hallways. Only students and
authorized visitors will be permitted on campus.
• Students are required to wear masks at all times while on campus. All students are provided with
one mask.
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Visitors:
•
•
•
•

All visitors are required to sign in at the reception desk as per the Visitor and Service Call
Protocols.
The reception desk staff are responsible for ensuring that visitors to campus answer the health
questions and safety commitments outlined on the sign in sheet.
Reception staff will keep these records in a secure location for use as directed by Public Health
should contact tracing be necessary.
Visitors are required to wear masks at all times while on campus.

We appreciate your support of these protocols as we all work together to maintain business continuity
while ensuring the health and safety of our organizations and communities.
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Appendix E COVID Protocols - Staff Health
Questionnaire & Safety
Commitment

49

50

51

52

53

Appendix F
COVID Protocols – Student Health
Questionnaire, Orientation & Classroom
Instruction
Orientation Process:
Prior to students returning to the classroom, they must be provided with a digital copy of the
COVID Screening Questionnaire and the campus attendance details. Students will also have
access to COVID-19 information through our webpage at www.parklandcollege.sk.ca and our
Parkland College Facebook page. Students in program areas will have access to Brightspace,
which will house the Covid-19 orientation. Once the orientation is completed, a notification is
sent to Program Coordinators and a Certificate of Completion is reviewed. The recommended
mode of completing this Covid-19 orientation is through Brightspace. An alternative means for
those students not accessing Brightspace has been developed which includes emailing a PDF form
and providing a Google quiz with the results exported to Program Coordinators or Program
Assistants. This orientation references health and safety information found on Saskatchewan.ca.
The link is provided to ensure the most up to date information is available.
The Program Supervisor is responsible for the accurate delivery of this orientation.

a) COVID Screening Questionnaire - Students
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b) Campus Attendance Details

• Prior to Arrival at Campus - Students must submit their COVID Screening
Questionnaire and review the campus attendance details that have been shared
with them.
• Upon Arrival at Campus – Students will be asked to use hand sanitizer and will
follow all floor/wall markings to physical distance and proceed directly to their
classroom. In the classroom they will be assigned a seat and their Instructor will
take attendance.
Student Accommodations
The Accommodation Coordinator will assess if any special needs are required and will
work with the students and instructors to provide additional supports. This will be done
remotely whenever appropriate. Counselling services are available remotely. As well,
face to face sessions will occur with strict distancing guidelines to support students with
higher needs such as mental health and suicidal concerns.
56

In-Person Contact
Each room has been measured to determine physical distancing and limiting the number
of people in the room. Tables and seats will be arranged to ensure the required
distancing. Counsellors offices are
not large enough for 1:1 meetings so a designated room has been assigned for
counselling. In the event of a crisis, Manager of Learning Services will determine if 1:1 is
required in a confined space. Masks are mandatory at all times.
Travel Advisories
Avoid all non-essential travel within the Parkland College region and beyond. Students
must follow all current provincial guidelines. Students are encouraged to comply with
travel restrictions however the college has flexibility with remote learning to
accommodate most situations where a student must travel or self-isolate
International Students
Parkland College is an ISP designated institution. The COVID-19 compliance monitoring
framework from the Public Health Agency of Canada and Saskatchewan Health Authority
is included in Appendix Q of this document.

Classroom Instruction:
Student Attendance & Seating Arrangement
Each instructor is responsible to take daily attendance and is required to follow up with students
that are absent. Instructors will be given direction during orientation regarding an arranged
seating plan and daily attendance records. Program Coordinators are responsible to ensure
instructors are following protocols and will require a signed agreement from each instructor
before her or she begins instructing. (See attached agreement).
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Attendance and Seating Plan – Instructor Agreement
Program / Department: ALL PROGRAMS

Date: July 24, 2020

Campus: ALL CAMPUSES

In order to comply with the regulations of returning to campus in 2020, Parkland College will
establish and maintain mandatory daily activity tracking of all students on all campuses.
Instructors are responsible to document and store seating plan arrangement and attendance to
google documents daily. Where in as much as possible the seating plan should remain constant.
For consistency in retrieving records label as: Seating Plan – (course, date) and Attendance –
(course, date) share access with Program Coordinator, Program Assistant, Health and Safety
Manager (Malena Vroom) and Manager of Learner Services (Crystal Aarrestad) if this is not able to
be completed a binder in the classroom is required to be maintained daily.
Program Coordinators are responsible for reviewing this form with staff and having the instructor
sign and date form prior to their first date of instruction. Program Coordinator to keep this
documentation.

NOTE: By submitting this form you confirm that you understand and adhere to Parkland College
expectations in regards to student safety protocols.

Print Name

Signature

Contact Number

Parkland College collects, uses and discloses information under the authority of the Local Authority
Freedom of Information and Protection of Privacy Act (LAFOIP). The personal information on this
form is collected for the sole purpose of determining suitability to access campus and ensuring the
safety of the Parkland College community during the COVID-19 Pandemic.
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Appendix G

COVID Protocols – Learner Supports

Instruction and Learning Environment
Parkland College places high value on the health and safety of our students. We continue to follow the
provincial guidelines in promoting health and safety during this difficult time. Safety measures include
mandatory health questionnaires and orientation prior to entering the campus, clearly marked signage,
reduction of class size, a blended learning approach for instruction and safe physical distancing.
Classroom attendance and seating plans are mandatory and will be monitored daily by all programs
and departments. A quarantine room has been identified at each campus for use in the event that a
student becomes ill. In the event of sudden onset of an illness, the Response Plan will be followed (see
Appendix N).
To ensure all distancing requirements are met, all classrooms and training sites have been measured to
determine capacity. This has resulted in a reduction of class size to ensure that distancing is
manageable. When programming allows and at the discretion of the Academic Team, online learning
will be incorporated into program plans. Smaller groups of students, or cohorts, have been established
to reduce in person class size and in another effort to reduce traffic on campus, program start times
and breaks have been staggered to reduce the likelihood of students forming large groups. Food and
beverages service has been discontinued and lockers are available only to a limited number of
programs.

Access to Safety Information
Parkland College has developed, and is providing to each student, a mandatory COVID orientation
platform that has a quiz component to ensure the student understands the information provided. Our
expectation is that learners achieve a one hundred percent pass rate and completion of this orientation
is mandatory for all learners. Included in this orientation is detailed information regarding hand
hygiene, respiratory etiquette and the requirements for physical distancing. Signage throughout each
campus provides clear and detailed information on mandatory mask use, hand washing, hand sanitizer,
proper donning and doffing of masks and distancing. Further information on our safety protocols is
available on the student learning platform called Brightspace.

Attendance & Travel
Students are expected to follow directives set by Saskatchewan Health Authority, as updated on
Saskatchewan.ca. This includes restrictions pertaining to international and interprovincial travel. The
college has some flexibility with remote learning to accommodate many situations where a student
must self-isolate, however this cannot be guaranteed. Learners are reminded that they have an
important role in the safety of other learners, instructors and college staff by following public health
notices about non-essential travel.
The attendance requirement of your program must be maintained and alternate learning cannot be
guaranteed should you choose to travel against government guidelines. All learners should confirm
with their program supervisor prior to travel.

Access to Technology
Adult Basic Education and Essential Skills students have laptops assigned to them during the intake for
these two programs. Availability and access to the internet is also discussed during intake.
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All post secondary students are offered a time to meet virtually in order to discuss technological needs.
When needed, laptops are assigned to post-secondary learners. Digital homework support and quiet
tutor rooms are available for students who require additional learning support or space.

Elder Services
In consultation with our Parkland College Elder, our Indigenous Advisory Steering Circle, and our
Indigenous Advisory Council, we have established safety guidelines and cultural protocols in relation to
our Elder Services and Parkland College events. The vast majority of our Elder Services have been taking
place virtually, with our Elder being on site in our Fort Qu'Appelle Campus, or in her own home. In the
event that we transition to face to face counseling/meetings between our Elder and our students, an
Elder Services protocol has been established to protect all individuals involved in the face to face
meeting.
While we have not had the opportunity to take part in any face to face ceremonies since the start of
the pandemic, we have hosted virtual gatherings which, with the guidance of our elder and the teams
listed above, ensured that the Indigenous perspective was recognized through aspects of prayer,
presentation of an offering to an Elder, and of course, acknowledging the land we meet (virtually) on.
Our Indigenous Advisory Steering Committee (composed of internal staff members) and our Indigenous
Advisory Council (composed of both internal and external partners) meet throughout the year to
ensure that cultural protocols are being integrated into our practice.

Accommodations & Tutoring
Accommodations and supports for students with disabilities continues unimpeded. Tutoring services
are be provided virtually although a designated room has been identified to allow for face to face
tutoring in some circumstances. All group tutoring has ceased and all protocols regarding hand
hygiene, masking and distancing are be adhered to if individual tutoring occurs face to face.

Mental Health & Wellness
Mental Health issues have been recognized as a growing concern with COVID and Parkland College
continues to provide counselling support to students. To ensure the health and safety of staff and
learners, counselling support if offered virtually whenever possible. As counselling offices do not allow
for distancing, in the event of a crisis, the Manager of Learner Services directs the counselling team to
offer face to face counselling. A designated room has been identified to allow for face to face
counselling while ensuring appropriate physical distancing is practiced. Students continue to have
access to the “MyWellness” online service and the counselling team continues to secure appropriate
referrals to community-based organizations for students in need.
The counselling team will continue to provide students with workshops in program classes and through
webinars. Just prior to COVID, Parkland College launched a pilot project with the University of
Saskatchewan to establish a Peer Health Outreach Model. We will continue to establish this model of
students supporting students with the goal of promoting better health, knowledge and interpersonal
skills. The Peer Outreach Model is an evidence based prom otion program that enhances student
leadership, development and personal growth.
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The college is represented provincially by the Manager of Learner Services through Healthy Campus
Saskatchewan. This initiative has been established in response to the COVID-19 pandemic to work
collaboratively to support the health and wellbeing of students in post secondary education programs
across the province.
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Appendix H

COVID Protocols – Service Call and
Campus Visitors

The health and safety of our Parkland College community is our number one priority so we continue to follow the
guidelines from both the province and the federal government regarding COVID-19. All measures we take are to
protect the health and safety of our employees, students, visitors and communities.
This document is intended to ensure that visitors to our campuses and training sites are informed of their
responsibilities during these challenging times. All visitors, including staff who are visiting a campus other than their
“home” location, are required to sign in and out.
All documents will be held in confidence by designated staff and will be made available to Public Health should
contact tracing be necessary.
By entering our campus or training site, you agree to the following:
1. I am not experiencing COVID-19 symptoms such as fever, cough, headache, muscle and/or joint pain,
sore throat, chills, runny nose, nasal congestion, conjunctivitis (pink eye), dizziness, fatigue, nausea /
vomiting, diarrhea, loss of appetite, loss of taste or smell, shortness or breath or difficulty breathing.
2. I have not been exposed to someone who is under investigation for COVID-19 or has been confirmed as
having COVID-19 in the past 14 days.
3. I have not travelled outside of Canada in the last 14 days.
4. I will practice physical distancing and will remain 2 meters apart from others while on site.
5. I will wear a mask at all times while on site.
6. I will practice appropriate hygiene standards such as covering my cough / sneeze and using the provided
hand sanitizer or other hand washing facilities when arriving on site and throughout my stay.
7. I will use the provided sanitizing wipes on any shared and / or high touch surfaces before and after use.
8. I will limit my "in & out" access by arriving at the worksite with the tools I need.
9. I will notify the front desk when my work is complete and I am departing.
Your signature on the sign in sheet attached, confirms your agreement with the above statements. We appreciate
your support of these protocols as we all work together to maintain business continuity while ensuring the health
and safety of our organizations and communities.
If you have any questions, please contact Malena Vroom, Manager – Health & Safety at (306) 786-7307 or by
email at m.vroom@parklandcollege.sk.ca.
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Service Call and Campus Visitor Sign In/Out Sheet

By completing this form, you acknowledge that you have read and understood the Service Call and
Campus Visitor COVID-19 Protocols.

Date

Name (print)

Company

Signature

Time
In

Time
Out
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Appendix I

COVID Protocols – Staff
Orientation & Training

The health and safety of our Parkland College community is our number one priority. While the college
programs and services continue, the number of people on campus has been reduces in order to maximize
social distancing. With very few exceptions, staff have transitioned to remote working arrangements while also
ensuring that priority services and operations are maintained.
Parkland College continues to follow COVID-19 guidelines from both the province and the federal government.
These guidelines are updated frequently in response to the rapidly evolving situation, and our approach in this
situation will change as well.
All supervisors are responsible for ensuring that their staff review this document. A signed copy of the
Parkland College Program COVID-19 Safety Protocols for Staff is required as is a signed Campus Access
Symptom Questionnaire prior to return to campus for program or service delivery.
Staff are expected to keep up to date on current information posted on the COVID-19 page of Up Close and
Personnel. Here you will find the following sub-pages; Communication and Updates, Preventative Measures,
Program Planning, Resources & Support, Staff Reintegration, Student Health Questionnaire and other Resource
Programs, and Work from Home Professional Developmen/Training Opportunities. These pages contain
internal documents as well as links to guidance documents provided by local, provincial and federal
government resources.
All staff are responsible for being familiar with the following:
COVID-19 Resources
It is important that you review the documents linked below. This information is also included in student
orientation so if you are a program supervisor, you will be required to share this information with students. A
separate student orientation is available on Up Close & Personnel.
Information about COVID-19

Health Canada

Health agency guidance information

COVID19 Mitigation

Steps to reduce risk

Hand Washing

Physical Distancing

Health Canada Guidelines

Self-Assessment

Saskatchewan Health Self-Assessment

Self-Monitoring

Steps for Self-Monitoring

Confidentiality
Each of us responds differently to highly stressful situations. Parkland College takes staff and student
confidentiality very seriously so we want to remind you that information about learners and colleagues -
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including any illnesses, symptoms or concerns about COVID-19 - are confidential. Supervisors are expected to
ensure that confidentiality is maintained at all times.
Communication
Clear communication is always important but never more so than during this uncertain time. Staff are asked to
refrain from internal or external communication relating to Parkland College's response to the coronavirus. All
communication will be channeled through HR / Safety. When in doubt, please ask.
Right to Refuse
As outlined in the OH&S (find a reference) regulations, all staff have a right to refuse work that they believe is
unsafe. Parkland College is following the mandate of the Ministry and Public Health in our operational plan,
however your circumstances may require additional preventative measures. If you are feel that the work you
are being asked to do is unsafe, please speak to your supervisor or HR/Safety. An investigation will be
completed by OH&s to ensure that Parkland College is in compliance and that your concerns are reviewed.
Campus Access
In order to ensure that we are following the directives of Public Health, campus access is limited to authorized
staff, students and visitors. This step is being taken to reduce the risk of staff exposure while ensuring program
continuity. For more information, please see the Campus Access Protocol and Service Call and Campus Visitor
Protocol.
Reporting Illness
In addition to your regular reporting of absences, please ensure you are also completing the Staff Absence
Reporting Form. This will allow us to monitor our staffing levels and accurately track and report absences to the
appropriate parties as outlined in our Pandemic Plan. For more information please see the Response Plan
Protocol and the Staff Absence Tracking Form.
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Appendix J

COVID Protocols – Workplace
Information

Workplace Information
Parkland College continues to monitor guidance and direction from both the Ministry of Advanced
Education and from Public Health, adjusting our pandemic response accordingly.
The following provides important information regarding the college’s COVID-19 response to ensure
consistency in our pandemic plan across campus locations.
Self-Monitoring
All workers must self-monitor for symptoms and use the self-assessment tool provided on the
Government of Saskatchewan website. Questions regarding symptoms should be directed to 811
Healthline.
General Information Regarding Travel
Staff are required to notify their out-of-scope supervisor if they choose to travel against government
recommendations. Pre-approval by your out-of-scope manager is required for all paid and unpaid
leaves as travel delays and further pandemic restrictions should be expected. To ensure program
continuity and responsible fiscal management, adequate time to allow for planning is needed.
As Parkland College is a publicly funded institution, staff are expected to comply with government
travel restrictions. This requirement is part of our COVID-19 response and will be revised once
government advisories are lifted.
In response to the pandemic, Parkland College regularly reviews protocols to ensure staff, learner
and community safety. Please ensure that you are referring to the latest public health restrictions
and college guidelines prior to planning travel.
Travel within Saskatchewan
Travel within the province for non-essential business is strongly discouraged. All staff must stay
informed and follow public health advice. Consider postponing or cancelling travel if there is an
increase in local cases, either near home or at your travel destination.
Inter-Provincial Travel
While interprovincial travel is permitted, it is public health’s recommendation to limit interprovincial
travel if possible. Staff should check government websites of the province you are traveling through
or to for the latest information on COVID-19 safety measurements and requirements. People who
return to Saskatchewan from another province should self-monitor for 14 days and seek testing at
the first sign of even mild symptoms. Staff are responsible for confirming current travel restrictions
prior to and during interprovincial travel as restrictions are subject to change.
International Travel
Canadian citizens and permanent residents are advised to avoid all non-essential travel outside of
Canada until further notice to limit the spread of COVID-19. As a result, Parkland College does not
support employees engaging in non-essential international travel at this time. Restrictions are
changing quickly and may be imposed by countries with little warning. Your travel plans may be
severely disrupted.
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Travelers returning from international destinations (including the United States) are subject to a
mandatory self-isolation public health order and federal quarantine requirements. Employees
wishing to travel internationally for non-essential reasons must include the quarantine period in their
leave of absence request. It is mandatory to take the following measures if traveling internationally:
• Self-isolate for 14 days.
• Self-monitor for respiratory or flu-like symptoms for 14 days.
• Consider preparations you can make in advance to ensure your comfort during this 14-day
period.
• Call HealthLine 811 if you develop respiratory or flu-like symptoms.
Medical Leave
Parkland College has sick leave allowance that can be accessed for illness and / or self-isolating
purposes(except in the case of non-essential international travel – see above). Staff who are feeling
unwell or who are experiencing COVID-19 (flu-like) symptoms are required to stay home.
Physical Distancing
All staff must practice physical distancing at work.
• Remain two metres apart from others.
• Avoid large crowds.
• Avoid handshakes and any other physical contact with others.
Personal Hygiene
Follow proper hand hygiene and coughing/sneezing etiquette:
• Wash your hands frequently with soap and water. Scrub for 20 seconds.
• If soap and water are not available, use an alcohol-based hand sanitizer approved by Health
Canada (DIN or NPN number).
• Avoid touching your face, mouth, nose and eyes.
• Cough/sneeze into the bend of your elbow and then wash your hands with soap and water.
Temporary Remote Working Arrangements
Parkland College is committed to taking proactive measures to prevent the transmission of COVID -19.
In an effort to protect the health and safety of our employees, students, campus community and the
general public, Parkland College supports alternative work arrangements in situations where work
can be performed from home (or at an alternate location).
Employees should speak to their supervisor regarding alternative work arrangements.
Meetings
All meetings should be scheduled using an alternative platform (WebEx, conference call, etc.).
Deliveries
All campus and training sites have controlled access. Deliveries made at the door can proceed as
usual. Campus Access / Visitor Protocols must be followed for deliveries requiring entrance to the
campus. Campus front desk staff are responsible for monitoring deliveries.
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Payments and Cash Handling
Learners are encouraged to limit payments in cash when possible. All Moneris equipment has been
equipped with a silicone cover for better cleaning and disinfecting.
Food Service
Shared food and beverage service is discontinued until further notice. Staff rooms remain open and
require physical distancing. Please follow the maximum capacity signs located on the staff room
door. All staff are expected to stagger their breaks and to clean the area after use.
Staff are encouraged to bring water, coffee and lunch when working on site to reduce contact with
the community and other staff. Food may not be shared or served for staff or student programs /
meetings.
Copiers / Scanners
Shared copiers and scanners should be limited to essential program and operational requirements.
When possible, find alternatives to papers. Use the provided sanitizer wipes after every use.
Paper / Document Handling
All programs and services are to limit the exchange of paper when possible. If documents must be
exchanged, leave them on a clean surface while maintaining a two-metre distance. Avoid sharing
pens and office equipment. When documents are required to be signed and returned, use individual
pens and do not accept them back. When possible, hold documents, text books or other paper
materials for 72 hours prior to handling.
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Appendix K

COVID Protocols – Facilities,
Cleaning, Disinfecting & PPE Use

Physical Buildings
In our physical buildings, common areas been reconfigured to adhere to physical distancing requirements or
closed. Physical distancing protocols (2 meters apart), procedures to prevent large gatherings in common
areas/hallways, and identify how people will move through the facility and essential common areas are well
signed with directional movement information. Barriers been installed in high-visitation areas such as
reception areas. Furniture has been removed to ensure proper physical distancing.
HVAC
Appropriate, well-functioning, and properly maintained HVAC systems are in place at all sites. Service
contracts are in place to ensure that maintenance schedules meet or exceed industry standards. Training
shops are equipped with extraction systems and exhaust filters to provide adequate air flow for staff and
student health and safety.
Maintenance includes:
• Regular inspections of all critical components of the ventilation system such as dampers, fans, belts, baffles,
ductwork, diffusers, and control systems.
• Repair or replacement of malfunctioning and consumable components such as filters and belts.
• Periodic cleaning of air intakes and accessible parts of the distribution system, ducts, and dampers where
warranted.
• Calibrating sensors and devices that control airflow, temperature and humidity.
• Inspecting and cleaning ductwork, if applicable.
Cleaning & Sanitizing
Parkland College is following the guidelines and recommendations for dealing with COVID-19 set out by the
Government of Canada, particularly the Public Health Agency of Canada, and by the Saskatchewan Health
Authority. These are the government authorities and officials with the training, knowledge and expertise
required to manage issues such as the spread of COVID-19 and other contagious diseases.
Parkland College is working with our suppliers to ensure adequate supplies of cleaning, and other essential
products are in stock in sufficient amounts. Facilities has a critical role in the college’s efforts to prevent the
spread of COVID-19 on our campuses. The disinfectant used by the college is the best product for
coronaviruses and our usual cleaning products are effective in killing the virus.
We know that COVID-19 is suspected to live on surfaces for several days. In an abundance of caution,
Facilities staff is cleaning and sanitizing all surfaces at regular intervals and following any campus access.
Documents, text books or IT equipment that cannot be sanitized with chemicals are being held for a minimum
of 72 hours prior to handling. IT equipment is sanitized with specialized products to ensure that equipment is
not damaged.
Facilities staff play an important role to help stop or slow the spread of COVID-19, including:
• Routinely clean frequently touched surfaces (doorknobs, push bars, light switches, countertops,
handles) with cleaners typically used.
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•

Ensure that all cleaning products are used according to the directions on the label, and do not mix
cleaning chemicals.

In campuses where there are staff on site in a regular day, Facilities staff are required to wipe high touch
surfaces with approved cleaners and disinfectants at regular intervals. All staff are expected to assist in
ensuring that high touch areas are sanitized every two hours, or as needed.
The college provides sanitizer wipes (or a spray bottle of disinfectant and a cloth / paper towel) in common
areas. Employees are expected to clean/sanitize their phone, mouse, keyboard, desk, light switch(s), door
knob(s) throughout the workday. Facilities staff will continue to clean and sanitize common areas throughout
the day as well as after hours.
Personal Protective Equipment (PPE)
There is a province wide unstable supply network for PPE. The college has sufficient supplies for our current
need and continues to work with suppliers to source additional products. Items donated to Saskatchewan
Health from program and organizational resources are also a priority to replace.
Parkland College is following the advice of Saskatchewan Health in the use, care and maintenance of PPE.
Currently, there are no programs – including staff or students – where PPE is necessary. The exception to this
is PPE used by Facilities staff when handling certain chemicals and during lab or shop time when distancing is
not possible. Parkland College is a “mask friendly workplace” and those who wish wear a mask may do so.
Refer to the signage throughout the campus to ensure the proper handling of masks.
Government of Saskatchewan requirements for cleaning and disinfecting in public facilities is attached below.
The facilities task list is also included.

All Facilities staff follow the guidance document “COVID-19 Environmental Cleaning and Disinfection Information for Public Facilities” outlined here:
This fact sheet provides information to public facilities on cleaning, disinfection and general precaution
considerations related to COVID-19.
What Do I Need To Know?
• The COVID-19 virus can survive for several days on different surfaces and objects.
• Frequent cleaning and disinfection is important to prevent spread of the disease.
• Many common household and commercial disinfectant products will destroy the COVID-19 virus.
• Some disinfectants will have an 8-digit Drug Identification Number (DIN). These products are approved
for use by Health Canada.
• Household bleach (5% sodium hypochlorite) may not have a DIN but may be used following
instructions below.
What Do I Need To Do?
• Clean often. Areas visited by people should be kept clean and free from clutter.
• Commonly touched areas should be cleaned and disinfected twice daily or whenever visibly soiled.
• Commonly touched areas include light switches, door knobs, toilets, taps, hand rails, counter tops,
toys, touch screens/mobile devices, keyboards.
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•

Clothing and fabric items should be laundered and dried on the highest temperature setting possible.
Ensure items are thoroughly dried.

Is There a Difference Between Cleaning and Disinfection?
• Yes. Cleaning products remove dirt, dust and oils but don’t always kill germs.
• Disinfectants are applied after cleaning to destroy germs.
• Cleaning is required prior to disinfection to remove soil and ensure the effectiveness of the
disinfection step (unless otherwise indicated by manufacturer).
• Common disinfectants include bleach solutions, quaternary ammonium (QUAT), alcohol (70%), and
peroxide. Vinegar, tea tree oil solutions, etc. are not proven to be effective disinfectants.
How Do I Make a Disinfecting Solution?
• Always read product labels and follow the manufacturer’s directions. Do not use expired products.
• According to Health Canada, a disinfecting solution can be made by mixing one part of bleach into
nine parts of water.
• Do not mix soap or other cleaners into the bleach and water solution.
• Apply the disinfecting solution using a spray bottle or a clean wiping cloth.
• Always use Personal Protective Equipment (PPE) including protective gloves.
• Food contact surfaces should be rinsed with fresh water after disinfecting.
• Toys that may be mouthed by children must be thoroughly rinsed after disinfection.
• If using disinfectant wipes, manufacturer’s recommended contact time (i.e. how long the surface
remains wet) must be met. Disinfectant wipes are not recommended for heavily soiled surfaces
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Facilities Task List with Additional Preventative Measures for COVID-19
Regular Cleaning / Disinfecting
• Clean/disinfect all washrooms at 2 hour intervals – starting at 10am each day
• clean/disinfect offices (in use) and reception, including the copier room – high touch areas every 2
hours, or as needed, and again at end of day; wipe desks with minimal movement of items
• clean/disinfect classrooms and test rooms (in use) – high touch areas every 2 hours, or as needed, and
again at end of day
• clean/disinfect foyers -floors and windows
• empty exterior garbage cans daily
• clean/disinfect reception desks and cabinet tops behind the reception
• vacuum staff lounge, student lounge and The Edge as needed, dust / wipe table, tops of fridges,
shelves– high touch areas clean/disinfect every 2 hours, or as needed, and again at end of day
• dry mop halls, remove black marks
• clean/disinfect both entrance areas – ledges, floors and windows
• vacuum at least daily, more if required
• empty garbage and recycling containers
• refill paper and soap supplies
• wipe all white boards and troughs
• wipe all desks and table tops
• dust all furniture, shelves, ledges, sills
• wipe chairs and tables (including legs) as needed
• neatly arrange all tables and chairs clean/disinfect windows and screens as required
• rooms with computers need equipment and screens wiped - use anti-static cloths for this
• wet mop at least weekly, or more if needed
Other Duties
• during each shift, look for marks, graffiti, damage to walls, doors, furniture etc and make an attempt
to clean or repair - leave notification to head caretaker
• in winter keep snow and ice at entrances and on sidewalks cleared
• spread salt as needed to provide safety
• perform MINOR repairs as time allows, such as change light bulbs
• keep caretaker informed of any maintenance or supplies needed
• close and latch all windows and lock all exit doors, and put on security system before leaving
• assist students and instructors to move furniture, clean spills, etc
• report any and all security or safety issues to the Facilities Manager or Health & Safety Manager
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Appendix L

COVID Protocols – Non-Medical
Mask Use

Effective Monday, August 24 everyone attending a Parkland College campus or training location is required to
wear a mask to help limit the spread of COVID-19. All staff, students and public are required to wear masks in
all areas, even when physical distancing is maintained.
Masks do not remove the requirement to adhere to physical distancing protocols.
Refer to the signage throughout the campus to ensure the proper handling of masks. Additional information
regarding non-medical masks can be found on the Government of Canada’s website.
Parkland College will provide all staff and students with re-useable cloth mask(s). Disposable masks are
available for visitors, learners and / or staff as needed.
Parkland College continues to follow guidelines set by Public Health and the Ministry of Advanced Education.
Non-Medical Mask Use
•
•
•
•
•
•
•
•
•
•

Consistently adhere to all other precautionary measures, as the mask alone will not prevent the
spread of COVID-19.
Wash your hands immediately before putting your mask on and immediately after taking it off (in
addition to practicing good hand hygiene while wearing it).
Individuals should be careful not to touch their eyes, nose and mouth when removing their mask and
wash hands immediately or use hand sanitizer after removing.
Cover your nose and mouth with the mask.
Make sure the mask fits snugly but comfortably against the side of the face.
Do not share your mask with others.
Avoid touching the mask while using it.
When removing the mask, grasp the ties or ear loops carefully without touching the front of the
mask.
For a disposable mask, discard after each use and / or replace it as soon as it gets soiled, damp,
damaged or difficult to breathe through. Dispose of the mask properly in a lined garbage bin.
Wearing a non-medical mask should not be a substitute to proper hand hygiene, adequate distancing
or to attend work if you are feeling sick. If you are sick, stay home and notify your supervisor.
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Appendix M

COVID Protocols – College
Vehicle Use

Guidelines for using CVAs during the Covid-19 pandemic:
Parkland College employees travelling from their designated campus for work purposes are able to book
Central Vehicle Agency (CVA’s). Staff will continue to utilize the booking procedures outlined in the Parkland
College Employee Manual and online on Up Close & Personnel. Staff are reminded that travel is restricted.
You are encouraged to use technology to reduce face-to-face meetings.
As travel between campuses is significantly reduced, CVA usage is very low. In most cases, CVAs are used by
one staff member and this is encouraged to maintain appropriate distancing. In cases when you must travel
together, the driver and passenger(s) must wear masks.
Any staff member who is required to travel for college business and who is uncomfortable with using a CVA,
may request to use their personal vehicle. Reasonable requests will be approved and reimbursed according to
college policy.
Sanitizer wipes are available at reception if they are not in the vehicles. Please be sure to use proper hygiene
practices when using the CVAs, including hand sanitizing, sneezing / coughing into your elbow, not touching
your face and removing all personal items and garbage.
Procedure
1. Request a CVA booking as per usual procedures.
2. Check prior use of your chosen vehicle. Book a vehicle that has not been used in the last 72 hours
when possible.
3. Prior to use and upon return, users are required to disinfectant wipes on high touch surfaces including
steering wheel, door handles, gear shift and other nobs / dials.
4. Note any concerns on the vehicle log and return to Reception. Take note of current hours of
operation and coordinate pick up and drop off within those hours.
5. Facilities staff will monitor the usage and arrange additional sanitation as needed.
Tips for Keeping Distance
• Wearing a non-medical mask during each trip can reduce the spread of respiratory droplets to others. Nonmedical masks may not provide complete protection against viral particles so you are also encouraged to
sit apart.
• Minimize the number of passengers (e.g., the driver and only one passenger in a four door or standardsized vehicle and two passengers in a van with two benches).
• Maximize the distance between the individuals inside the vehicle.
• The passenger in a four door or standard-sized vehicle should sit in the back seat opposite to the driver.
• Avoid using the recirculated air option for the car’s ventilation. Use the car’s vents to bring in fresh outside
air.
• If possible, drive with the windows open to maximize the airflow.
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• Avoid unnecessary contact with frequently touched surfaces such as door frame/handles, windows,
seatbelt buckles, steering wheel, gearshift, signaling levers, and other vehicle parts before cleaning and
disinfection.
• All staff should handle their own personal bags and belongings during loading and unloading.
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Appendix N

COVID Protocol – Response Plan

If someone becomes ill at any time while at a campus or training location, the illness must be reported and an
appropriate response be implemented. Parkland College continues to respond to the directives of
Saskatchewan Health in our program safety protocols.
Guidance Document

Re-Open Saskatchewan Work Protocols

If a student becomes ill during 1. Send ill student home immediately. Use the designated campus
a program:
Quarantine Room if needed.
2. Contact the program supervisor to review program continuation. Consult
with HR/Safety and/or Learner Services as needed.
3. Move class to another room and / or send / allow other students to leave
for the day.
4. Contact Facilities for immediate cleaning and sanitation prior to return to
class / facility.
5. Allow for additional hours to complete program.

If the Instructor becomes ill
during a program:

1. Arrange to leave immediately. Use the designated campus Quarantine
Room if needed.
2. Contact the program supervisor to review program continuation. Consult
with HR/Safety and/or Learner Services as needed.
3. Move class to another room and / or send / allow other students to leave
for the day.
4. Contact Facilities for immediate cleaning and sanitation prior to return to
class / facility.
5. Allow for additional hours to complete program.
6. Report illness using Staff Absence Reporting form

If other staff become ill:

1. Arrange to leave immediately. Use the designated campus Quarantine
Room if needed.
2. Contact your supervisor. Consult with HR/Safety as needed.
3. Your supervisor will arrange for a replacement to fill your role on the
campus.
4. The supervisor (or HR/Safety) will contact facilities for immediate cleaning
and sanitation prior to replacement arrival.
5. Report illness using Staff Absence Reporting form.

Programs should anticipate some class disruption during this uncertain time.
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Public Health / Parkland College – Roles & Responsibilities
Public Health is notified of all positive cases of COVID-19 through automated processes with local labs
and the Roy Romanow Provincial Laboratory.
Public Health contacts the case as soon as possible to determine their history of symptoms and
inquire about their history of potential exposures (e.g. travel, attendance at mass gatherings, contact
with a person ill with COVID-19). They will also inquire about opportunities for spread. They will
identify persons and places they may have seen while they were able to spread the virus. From this
investigation, they develop a list of persons who may be contacts and prioritizes them based on those
who may be most at risk of being infected with the virus. They then start calling all contacts in order of
priority and inform each of them they have been exposed to the virus. The identity of the positive case
is not revealed. The contacts are offered information and guidance based on their situation. This will
mean either testing, self-isolation or self-monitoring.
Parkland College collects and maintains records of staff, student and visitor attendance at all
campuses to assist Public Health should contact tracing be necessary. Parkland College is not the lead
in contact tracing.
In consultation with Public Health, Parkland College may advise staff that there is a positive case of
COVID-19 in the workplace without revealing information regarding the case. Employees may be
contacted by public health if they have been named as a contact.
Public Health gathers information on contacts from the positive case. There will likely be more
contacts than those at the workplace. If the workplace is impacted, Public Health may consult with the
employer after speaking with and obtaining consent from the employee. If other employees are
impacted, Public Health will direct the actions required and will do so in consultation with the
employer.
In the event of a positive test, Public Health will determine the contacts as above and will advise
them. It is not the college’s responsibility to disclose this information. Public Health will contact the
employee and advise mandatory self-isolation for 14 days.
An employee who is concerned they may be a contact to someone who is diagnosed with COVID-19
should call 811. If staff have been identified as a contact, they will be notified by Public Health and
advised what to do. Best practice is to stay at home as much as possible, to only go out for essentials,
self monitor and maintain proper physical distancing.
It is the employee’s right to share their information with their co-workers. If an employee discloses
that they have tested positive or been named as a close contact and give the college permission to
share this information, Parkland College may advise employees of the following:
• They will be contacted by Public Health if they have been named as a contact.
• If they have been exposed to anyone confirmed to have COVID-19 or to anyone with possible
symptoms, they should call HealthLine 811 to determine next steps.
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•

If they develop symptoms, they should go to the COVID-19 Self-Assessment Tool at
www.saskatchewan.ca/COVID-19 and follow the directions.

Return to Work following a Positive or Negative COVID Test Result or Illness
Following a positive test for COVID-19, an individual placed on self-isolation due to the presence of
COVID-19 symptoms can stop self-isolation 14 days after the onset of their first symptoms provided
they no longer have a fever and their symptoms have improved. All staff and students are expected
to follow the advice of Public Health in determining their eligibility to return to campus.
Staff should contact HR to discuss their return to campus. Students should contact their Program
Coordinator. A COVID-19 Response Process Diagram for staff and students follows on the next page.
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COVID-19 Response Process Diagram for
Instructors/Staff and Students
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Appendix O

COVID Protocol – Staff
Absence Tracking Form
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Appendix P COVID Protocol – Policy:
Common Areas

Parkland College recognizes that common areas such as staff lunch rooms, student study
areas, kitchens, photocopy areas, and office supply or storage spaces are potential
environments that increase risk of transmission.
Parkland College implemented this policy and guidelines relating to our common areas across all our
campus locations. The intent of the policy is to prevent and mitigate risk of transmission while
maintaining our student experience environment.
Common areas must allow for the following;
- Physical Distancing Required and Physical Barriers will be added or adjusted to allow for this;
- High touch equipment removed if possible;
- Self cleaning of high touch surfaces by users through use of wipes and disinfectants;
- Additional Hand Sanitizers / Washing stations upon entry and exit of area;
- Traffic Flow Markings;
- Directional, Physical Distancing and Covid Signage;
- Enhanced cleaning, disinfecting, sanitization by facilities personnel;
- Staff and student staggered break times to minimize occupancy

Staff and Student orientation will educate users on space.
Regular monitoring of common areas will occur by delegated staff.
Access to common areas will be restricted where any of the above cannot be maintained.
Failure to comply with any of the COVID Protocols or use of Common Areas, will result in an
investigation and further action and possible restrictions to locations.
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Appendix Q

COVID Protocol – International
Student Program Designated
Institution

Parkland College has been working in collaboration with Saskatchewan’s Regional Colleges on plans to
ensure the safety of international students arriving to Canada and to ensure international students are
supported through the mandatory quarantine requirements.
While students are in their home country they will receive orientation that will include procedures,
expectations and consequences if they do not follow the Emergency Orders under the Quarantine Act.
Students will be instructed to arrive in Toronto Airport of Entry and the Regina Airport as their final
destination. Students will be screened at both entries and will need to self-declare if they are experiencing
any COVID – 19 symptoms. Students may be required to quarantine at the port of entry or at their final
destination.
As an additional security measure all international students quarantined for Regional Colleges will undergo
COVID-19 testing on day 1 and 14 of their quarantine period. Appropriate follow up with medical
assistance will be provided.
Quarantine Plans are in place for both Toronto and Regina as required. Supports will be put in place in
order for students to have information on basic needs such as food, meals, and counselling and medical
services. A contact person will be identified from the Parkland College for the students to have contact
when required.
Students will be required to follow the conditions of their quarantine which include the following:
remaining in their quarantine location the entire 14 days, unless to seek medical attention, no guests to
attend the quarantine location, to report any changes in their health and symptoms, to have regular
contact as set up with the Parkland College contract person, and answer calls from 1-888-336-7735 to
ensure compliance with quarantine.
A comprehensive International Student Plan will be approved by provincial and federal governments.
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COVID-19 COMPLIANCE MONITORING FRAMEWORK
Public Health Agency of Canada Requirements Checklist
Name of Institution: Parkland College
Checklist Completed by: Crystal Aarrestad
Completion Date: November 24, 2020
1.0 OVERALL REQUIREMENTS
Yes or No
PHAC Requirement
Schedule of Arrival

Requirement Standard
Was a schedule of arrival provided to the
Saskatchewan’s Ministry of Advanced Education
prior to students arriving on campus? Please
provide the number of students, or an estimate,
arriving on bi-weekly basis.

Choose an
item.

Linkage to the Local
Health Authorities

Are there on-going collaborations with the local
health authority? Can you provide some
examples?

Notification of Local
and Provincial Health
Authorities

Is there a protocol in place to notify local
authorities in case of non-compliance or positive
test? Have you had to do this? If so, how did it
go?

Choose an
item.

Choose an
item.

Comment
Submitted Oct 27
and Nov 10, 2020.
Currently 3 students
have Study Visas
approved. At this
time these students
are remaining in
their home country.
We will update in
next report once
numbers are
verified.
The College is
following
Institutional Plan
provided to the
Province. The
Parkland College is
attached to Yorkton
Regional High
School. (YRHS) was
closed due to COVID
cases for 3 weeks.
The Parkland
College worked with
SHA to follow
protocol and the
college was not
closed.
Director of Health
and Safety is our
liaison person with
SHA and has regular
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Adequate Signage

Are there adequate amounts of signage and
infographics with accurate information?

Case Management
and Outbreak
Response

Does the institution’s plan continue to reference
and align with local public health’s approach to
case management and outbreak response? Have
you had an outbreak and had to implement this?

Choose an
item.

Choose an
item.

contact with
Manager of Learner
Services to review
any concerns. At this
time there has been
no confirmed cases
of COVID or
noncompliance.
Students are
encouraged to
monitor their health
and are directed to
811 for Medical
advice. There is
flexibility in their
learning plans and
we follow guidelines
of 48 hours of being
symptom free and
any other
recommendations
from health given to
the students. See
attached COVID
Response Process
Diagram.
Yes there is multiple
signage including
requirements for
physical distancing,
handwashing, traffic
control flow and
mandatory masking.
There is signage for
one entry and exit.
Yes. There has been
no outbreaks. We
have reduced
classroom sizes and
established social
distancing.
Mandatory masking
is in place. We have
a record of all
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Public
Communication

Is a public communication protocol in place for
outbreaks, which may impact or implicate
international students or their immediate
families?

Choose an
item.

2.0 PRE-ARRIVAL REQUIREMENTS
Yes or No
PHAC Requirement
Choose an
Communication
item.
before travel to
Canada

Requirement Standard
Does the institution continue to communicate
with international students and their families in
advance of their travel to Canada? Can you
provide an example with personal information
removed?

students’
attendance and
seating
arrangements and a
record of public and
staff attending the
facility.
Communication can
be accessed on our
website.
International
Students have a
counsellor assigned
to them and they
receive emails and
texts to update any
outbreaks that may
occur.
Comment
Each student has
access to
International
Counsellor. Each
student has been
assigned to attend
mandatory virtual
orientation prior to
coming to Canada
on Nov 9 and 10,
2020 and then
follow up webinar
on Nov 23 and 24,
2020. The students
are engaged and are
asking questions
during the virtual
meetings. See
attachments from
Orientation on Pre
Departure, PreArrival and Arrival
Charts.
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Choose an
item.

Language and
Culturally
Appropriate
Messaging

Choose an
item.

High Risk for Severe
Illness

Choose an
item.

ArriveCAN mobile
Application

Choose an
item.

Transportation

Choose an
item.

Health Canada
Approved Hand
Sanitizers with 60%
Alcohol

Choose an
item.

COVID-19 symptoms

Are there clear language and culturally
appropriate messaging and information provided
to international students?

Yes simple and
direct wording used,
as well as the use of
visual aids. Survey
has completed with
students on
additional needs
they may.
Does the institution provide specific advice to
Yes the student has
individuals who are at higher risk? If so, what is it? the ability to work
online.
Does the institution continue to recommend for
Yes – this is included
travellers to download the ArriveCAN app and
in orientation
complete the required information?
presentation to
students – prior to
arrival. See attached
charts that
counsellors shares
on downloading
app.
Are mitigating strategies being implemented in
Students are given
accordance with the provincial transportation
instructions on how
guidelines (Re-Open Saskatchewan plan) when
and where to locate
transporting international students and their
taxi from the airport
co-arriving family members from the airport to
to the Quarantine
their accommodations, as well as transportation
facilities at U of R
from accommodations to assessment centres?
during Virtual
Orientation.
Counselor will
continue to support
student with any
questions and when
requiring additional
transportation to
Yorkton after
quarantine is
complete.
Does the institution encourage students to have
List of required
their own Health Canada approved hand sanitizer items including 60%
(alcohol-based with at least 60% alcohol), for use hand sanitizer is
while at the airport and being transported to their included in the
accommodation?
Orientation Power
Point.
Does the information to elaborate on COVID-19
Yes information on
symptoms align with the provincial symptoms list, symptoms are
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and fully outline the list by providing a link or list
of symptoms instead of only stating that students
should contact local public health if they
experience “fever, cough or difficulty breathing?”
Is it clarified that students are expected to be
wearing masks during their travel and upon arrival
to the hotel/during the contactless check-in
process and to only remove their mask once alone
in their hotel room?

included from SHA
in Virtual
Orientation.

Comment
Yes – this is handled
by U of R
All students are
directed to the U of R
for mandatory
Quarantine
Arrangements. The
students have been
asking during
orientation if they can
stay with family and
the message is clear –
No this is mandatory
that they are to stay
at U of R.
Daily virtual contact
with students by
counsellor will occur
once the student is at
U of R. The U of R
have a protocol in
place to follow up
with students.
Education has been

Choose an
item.

Wearing Masks

This is addressed in
the Orientation
Package to bring
their own masks as
well as expectations
of wearing them in
public and during
travel.
Choose an
Cleaning and
Are measures taken to reduce contact with highDuring Quarantine
item.
Disinfection of
touch surfaces/objects (e.g., automatic doors) and at U of R – they have
Quarantine
implement appropriate environmental cleaning
a protocol in place
Accommodation
and disinfection protocols in accordance with the and once at the
provincial cleaning and disinfection guidelines
college there is
while the students arrive? Provide some
enhanced cleaning,
examples.
high touch areas
cleaned every 2
hours.
3.0 14-DAY QUARANTINE REQUIREMENTS
Yes or No
Choose an
item.

PHAC Requirement
Quarantining in
Residences
Quarantining in Hotels

Requirement Standard
Do the international students’ residences continue to
meet the PHAC quarantine requirements?
Is there clear messaging that specifies the hotels
students will be staying at will be following public
health regulations?

Case Management

Are case management strategies in place for
international students to reduce the spread of the
virus?

Choose an
item.

Choose an
item.
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Environmental
Cleaning and
Disinfecting

Are there explicit instructions surrounding
environmental cleaning and disinfecting throughout
the students’ environment in accordance with the
cleaning and disinfection protocols as per Re-Open
Saskatchewan plan? Provide an example.

Frequent Cleaning and
Disinfection

Are there frequent cleaning and disinfection protocols,
especially for high-touch surfaces? What are they?

Engineering Controls

Are there additional engineering controls to help
mitigate risk at the students’ hotel room or residence
rooms e.g., opening windows to increase air
ventilation? The accommodation should arrange to
open windows (weather permitting), and adjust the
HVAC system to increase air exchange when
international students arrive at their location.
Do students continue to have access to and
appropriately use self-assessment and self-monitoring
tools such as ArriveCAN and COVID Alert App?

Choose an
item.

Choose an
item.

Choose an
item.

Self-assessment and
Self-monitoring Tools
Choose an
item.

Choose an
item.

Choose an
item.

Personal Preventive
Measures

Are there explicit instructions on personal preventive
measures (e.g., physical distancing, hand hygiene,
respiratory etiquette, non-medical masks, etc.)?
Please provide an example.
Care During Quarantine Are there plans in place for students who require care
during their 14-day quarantine (either for COVID-19
related issues, or other medical concerns such as
physical injury or emotional distress)?

Seeking Medical Care
Choose an
item.

Are students fully informed on procedures for
notifying and seeking medical care during their
quarantine period? How are you doing this?

provided to students
prior to them coming
to Canada through
Interactive
Orientation.
Students are
responsible for the
cleaning and will have
their own cleaning
supplies. Garbage
pickup is arranged by
Housing Services at U
of R.
U of R will be
following approved
protocol.
U of R protocol to be
followed.

Yes links provided.
Contact person at the
college will review
students concerns. U
of R has Nurse
Practitioner who will
also be available to all
students in
quarantine.
Information provided
in orientation
package.
There is a Nurse
Practitioner available
to students at U of R
that will access and
follow up with a
treatment plan as
required.
Link provided to
students prior to
arrival in Canada as
well as follow up with
students while in
Quarantine.
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Choose an
item.

Transportation to
Treatment and Testing
Centres

Personnel Emergency
Choose an
item.

Choose an
item.
Choose an
item.

Screening of Staff

Personal Protective
Equipment (PPE) for
Staff
Student Support

Choose an
item.

Are there protocols for safe transportation of
students, in accordance with the provincial
transportation guidelines, if they need to be moved off
site for treatment, and testing if directed by a public
health officer?
Are there protocols for personnel in emergency events
– (e.g., bystanders if an international student has a
medical emergency during their quarantine period)?

Is screening staff, who are working where
international students are undergoing quarantine, in
place?
Do the staff have access to and appropriate use of
Personal Protective Equipment when direct care of the
student is unavoidable?
Does the institution continue to provide support
services on campus for students during the 14-day
quarantine period? Please provide examples (e.g.
necessities (food, medicine, etc. as well as physical and
social supports during quarantine).

Mental Health

Are there services available to students in respect to
mental health support?

Non-Compliance
Monitoring and
Reporting

Does the institution ensure that non-compliance
monitoring and reporting is done through the
provincial non-compliance form? Is the link to this
form and information on this made available?

COVID-19 Stigma,
Racism and Social
Barriers

Are anti-racism and COVID-19 stigma supports
available during quarantine to support students’
compliance with individual COVID-19 infection control
practices? Are strategies in place to mitigate social
barriers? Please provide examples (e.g. counsellor
support, online links, etc.).

Choose an
item.

Choose an
item.

Choose an
item.

U of R protocol to be
followed. Counsellor
will be available from
College if additional
questions arise.
U of R has personnel
in place for contact
and we have follow up
contact person at
Parkland College.
Designed by U of R

U of R protocol to be
followed in regards to
PPE.
Yes – student can
access food from the
university or to order
in food or other
supplies Daily virtual
check ins will occur
with the counsellor.
Students will be in
contact with the
college contact and
referrals and
resources will be
offered as needed in
conjunction with the
U of R services.
U of R will have the
link available and we
will be in consultation
with the U of R to
ensure information is
shared.
A counsellor is
available with daily
check ins. We will link
the Yorkton
Newcomers Society
with our Students to
assist with issues
virtually.
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4.0 POST QUARANTINE REQUIREMENTS
Yes or No
Choose an
item.

PHAC Requirement
Contact Tracing

Requirement Standard
Is there a protocol for the contact management of an
infected individual on campus, in accordance with the
provincial contact tracing guidelines, in the case where
a student is identified as a contact of a case? Please
provide details.

Choose an
item.

Student Support

Does the institution continue to provide support
services on campus to students and their immediate
family members after the completion of the 14-day
quarantine period?

Covid-19 Stigma and
Racism

Are anti-racism and COVID-19 stigma supports
available to international students and their
immediate family members after the 14-day
quarantine period? Please provide examples.

Social Barriers

Does the institution have a strategy in place to
mitigate social barriers to support students after the
14-day quarantine period? Please provide examples.

Choose an
item.

Comment
Yes – there is a
designed Quarantine
room, COVID
Response Process
Diagram Instructor/
Staff or Student
Illness. There is
mandatory
attendance and
seating plans.
Yes – there is an
International
Counsellor assigned to
the students accessed
through email, phone,
in person and what’s
up app.
Parkland College
promotes inclusion
through Facebook.
Marketing is involved
in providing positive
messaging for our
International
Students.
International Students
are connected with
Yorkton Newcomers
Society to assist with
additional support.
Regular contact with
students both virtual
and in person
meetings and group
virtual activities.

I certify that, to the best of my knowledge and belief, the statements provided are true and correct. I also
understand that any false statements may result in non-compliance to the federal and provincial guidelines.
____________________________________________________________________________________________________
Signature of Authorized Officer
Title
Date
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COVID-19 COMPLIANCE MONITORING FOR APPROVED INSTITUTIONS
INSTITUTION NAME: Parkland College
DATE SUBMITTED: December 18, 2020 – due Dec 23, 2020

BIWEEKLY SCHEDULE OF ARRIVAL OF INTERNATIONAL STUDENTS
STUDENT/FAMILY
1 Student

DATE OF ARRIVAL
Dec 22, 2020

TOTAL # ARRIVALS

1
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CANORA
418 Main Street
Canora, SK S0A 0L0
Phone: 306.563.6808

ESTERHAZY

501 Kennedy Drive
Esterhazy, SK S0A 0X0
Phone: 306.745.2878

FORT QU’APPELLE
740 Sioux Avenue
Fort Qu’Appelle, SK S0G 1S0
Phone: 306.332.5416

KAMSACK
427 1st Street
Kamsack, SK S0A 1S0
Phone: 306.542.4268

MELVILLE
200 Block 9th Avenue East
Melville, SK S0A 2P0
Phone: 306.728.4471

YORKTON
MAIN CAMPUS
200 Prystai Way
Yorkton, SK S3N 4G4
Phone: 306.783.6566

YORKTON
TRADES & TECHNOLOGY CENTRE
273 Dracup Avenue North
Yorkton, SK S3N 4H8
Phone: 306.786.2760

TOLL FREE: 1.866.783.6766
WWW.PARKLANDCOLLEGE.SK.CA

