
1 
Continuity of Education Plan 

Continuity of Education Plan 
Last updated Sept. 10, 2021 

Introduction

This Continuity of Education Plan is directly related to the Georgian College (Georgian) Emergency 

Management Plan.  The purpose of the Emergency Management Plan (EMP) is to provide the college 

community direction in the event of a major disruption to college operations. This includes a serious 

disruption that may impact academic program delivery. The college is well prepared to provide alternate 

and effective means of academic and service delivery to ensure the continuity of education for all 

programs in progress or scheduled during the disruption.    

Flexibility and preparedness are key to success in overcoming a serious disruption to college operations 

including academic delivery. Georgian is prepared to move quickly to restore educational program 

delivery and educational support services almost immediately, as evidenced during the recent global 

COVID-19 pandemic crisis.   

In the event of a significant incident resulting in disruption of academic delivery or provision of service, 

the college will immediately communicate its plan to deliver both learning and related services in a 

variety of ways including: remote, online, synchronous and asynchronous delivery. The college Crisis 

Communication Plan, is available here. 

During a serious or protracted academic program disruption, the college is able to immediately move to 

remote learning models for all academic programs and will institute plans to facilitate the continuation 

or recommencement of required in-person learning.  These are outlined as a part of Georgian’s EMP and 

listed below for convenience.  Depending on the event and the scope of the disruption, these strategies 

may involve:  

1. A temporary postponement of academic delivery

In a situation where the greater community at large is impacted, or in the event there is a provincial 

declaration of a state of emergency, or in an instance where there is a catastrophic building failure, 

there may be a need to temporarily suspend all college activities including program delivery. In an 

instance such as this, the college will monitor the situation closely and if the matter is protracted in 

nature, move to remote learning and activate the plan for in-person lab recovery periods.     

2. Acceleration of academic delivery

The college is prepared for unforeseen and known world events such as a global pandemic or other 

major contagious disease threats; severe weather; or other local, national or international geopolitical 

or socioeconomic factors. If a situation arises whereby the college believes that the academic semester 

https://www.georgiancollege.ca/wp-content/uploads/Emergency-Management-Plan_07.26.21Rev.E.pdf
https://www.georgiancollege.ca/wp-content/uploads/Emergency-Management-Plan_07.26.21Rev.E.pdf
https://www.georgiancollege.ca/wp-content/uploads/corporate-information-2021-crisis-communications-plan-web-georgian-college-2021-08-27.pdf
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may be at risk, the college is prepared to accelerate the semester to ensure its completion prior to the 

event impacting the academic cycle. This strategy may involve scheduling changes to ensure the 

required learning outcomes can be achieved. The college will work closely with the students, faculty and 

staff to provide the necessary support. 

 

3. Lab recovery periods 

Some learning outcomes in select academic programs require in-person and hands-on instruction, such 

as various skilled trades like carpentry, welding, culinary, hairstyling and hospitality, and health science 

programs such as nursing and oral hygiene. In a situation where in-person labs are disrupted, the college 

will reschedule these as soon as the situation allows.  In order to achieve learning outcomes, lab 

recovery schedules may require adjustments such as extending lab hours during the week and on 

weekends. Labs may also be moved to alternate locations if the situation is such that no other options 

are available. Every effort will be made to ensure minimal disruption to students and employees should 

this be required.   

 

4. Semester delay, semester advancement 

Depending on the timing of the situation and the week(s) of the semester affected, the college may 

choose to advance the start of the semester or conversely, delay the commencement of a semester. 

Very careful consideration will be made with respect to not inadvertently creating a backlog of academic 

program commencements and completions and avoid the negative impacts on students when their 

semester does not start or finish as originally scheduled.   

 

5. Health and Safety 

Health and safety must drive college decisions related to its operations. This is a key guiding principle in 

all emergency events. Health and safety will be a top consideration in the design, modification, and 

activation of any emergency protocol or procedure.   

All of the strategies listed above were used by Georgian during the recent and ongoing COVID-19 global 

pandemic. Impacts on students, faculty and staff were mitigated to the greatest extent possible. As 

stated above, the college’s primary guiding principle is centred around the health and safety of its 

college community. The college conducts environmental scans, monitors evolving threats, consults with 

community and industry experts as a part of its emergency and business continuity planning efforts. 

Select teams are authorized and equipped to activate the college’s emergency plans and to take the 

most appropriate course of action. These teams have been delegated the responsibility to ensure 

continuity of our educational delivery mandate while preserving the health, safety and welfare of all 

concerned.   
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7. Related Documents

As a part of the EMP and the related Continuity of Education strategy, the college created a set of 

guiding principles and a variety of health and safety related protocols in our response to the COVID-19 

pandemic crisis.  The following is an overview of these documents:  

6. Additional Resources

As a part of the college’s overall emergency preparedness and business continuity program, a reference 

guide was developed and made available to all community members. This Emergency Response Guide 

contains emergency contact information, tips on preparedness as well as valuable resources in the event 

of an emergency.   

• Health and Safety Protocols

Links to webpages

o Protocol for the Prevention of COVID-19 Transmission

o COVID-19 Reporting Protocol

o Protocol for Cleaning and Disinfecting During COVID-19

o Return to campus Training Video

o Return to Campus Training documentation, and Safe@Georgian safety app and 
Screening Tool

• Other Documents
Links within document

o Guiding Principles
o COVID-19 Room Bookings Protocol

o Resuming on Campus

o Standard Operating Procedure for active screening

https://www.georgiancollege.ca/coronavirus/what-to-expect-on-campus/#safety-protocols
https://www.georgiancollege.ca/coronavirus/what-to-expect-on-campus/#safety-protocols
https://www.georgiancollege.ca/coronavirus/what-to-expect-on-campus/#safety-protocols
https://www.youtube.com/watch?v=rsfNRwQJc3c
https://www.georgiancollege.ca/coronavirus/what-to-expect-on-campus/
https://www.georgiancollege.ca/coronavirus/what-to-expect-on-campus/
https://www.georgiancollege.ca/wp-content/uploads/GC-Emergency-Response-Guide_FinalV2.pdf




 
 
 
 
 


   1 


 


 


Room Opening and Booking Protocol – 
COVID-19 
Last updated May 14, 2021 
 


Purpose 


To ensure all rooms being used for any purpose at the college are properly equipped in compliance with 


Georgian College COVID-19 protocols, including sanitizing wipes, hand sanitizer and cleaning log, while 


also ensuring each room is added to the cleaning schedule and ambassadors have been scheduled at 


designated entrances. Without these items in place, the college would not be following its COVID-19 


protocols. 


Scope 


This protocol applies to general academic spaces and lab rooms, which can be scheduled in Enterprise – 


the room bookings system for the college.  


This protocol does not apply to non-reservable areas such as office spaces, meeting rooms, washrooms, 


change rooms, athletic facilities, cafeterias, and The Last Class, The First Class and The Den. Libraries and 


testing services centres have separate protocols in place. 


Automotive Business School of Canada spaces and student lounges have alternate approval processes 


but once approved, will be booked in Enterprise. 


This protocol will be reviewed each semester or as COVID-19 circumstances evolve.  


Terms 


User:  Any college employee wanting to use a room at any campus. 


Active room:  A room that has been scheduled in Enterprise and has been set up for use in 


accordance with COVID-19 protocols. At a minimum, this includes the lab 


protocol prepared by the academic area using the room, hand sanitizing 


supplies, cleaning/disinfecting supplies, cleaning log sheet, and has been added 
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to the regular cleaning schedule. Active rooms are to be used as configured. 


Sanitizing supplies, furniture and equipment are not to be removed or 


reconfigured for other purposes. 


Closed room:  Any room with no scheduled activity in Enterprise. The room will be marked 


“Closed” in Enterprise and have a “Room Closed” sign posted on the door. The 


door to the room is to remain locked at all times.  


 Closed rooms are not to be used until the room is made active. This includes 


instances where the door has been found unlocked, or when an employee has 


previously been issued a key. Closed rooms can be made active using one of two 


procedures: 


1. Room bookings procedure 
2. Urgent need procedure (same day/on-site notice to Campus Safety 


Services) 
 


 Rooms that are blocked for other reasons (e.g., maintenance) or are being used 
for other dedicated purposes – such as student break rooms – will also be 
marked as closed in Enterprise, and properly signed with the purpose used.  


 


Urgent need kit:  Pre-made kit consisting of: (1) 5-gallon garbage pail and garbage bag; (2) 4L jug 
of hand sanitizer with pump; (3) bucket of sanitizing wipes; and (4) desk. 
Facilities Management will provide these to Campus Security or have them 
available in a pre-determined location. 
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Notice for room bookings  


The use of any bookable space must be scheduled in the Enterprise room bookings system a minimum 


of 48 hours prior to the reservation start time in order to properly set up the room in accordance with 


college’s COVID-19 protocols. 


Room bookings procedure 


Academic scheduling: Effective fall 2020 semester, rooms scheduled through academic scheduling 


(timetables) will follow the standard process. Once timetables are finalized, data will be available in 


Enterprise for all seven campuses following our regular timelines. 


For other room requests at the Barrie and Orillia campuses, an email must be sent to 


roombookings@georgiancollege.ca and approval must be granted by the dean, associate dean, director 


or head of the department. 


Information to be included in the email: 


1. Room requested or type 
2. Reason/activity 
3. Expected time 
4. Length of time  
5. Approval by way of copying the associate dean or dean or director of the department 


 
For requests in Owen Sound, Midland, Muskoka, South Georgian Bay and Orangeville, the room is 


requested through contacts at those campuses and booked directly in Enterprise. 


Requests from faculty to use rooms for set up, teaching etc. must also be requested and booked in 


Enterprise. 


Urgent need procedure 


Special note: For all instances where the urgent need procedure is used, the director of Campus Safety 
Services will follow up to determine the details leading to the need of the room and any follow up where 
action is required. 
 


For situations where an academic need arises that requires use of a closed room, the following process 


will be followed: 
 


1. User: Contacts Campus Security to unlock the door 



mailto:roombookings@georgiancollege.ca
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2. Security: 
a. Verifies the room is a closed room and is not properly configured or booked for 


use (e.g., observes the ‘Room Closed’ sign on the door) 
b. Records the following: 


i. user's name 
ii. course code/name 
iii. reason for use 
iv. start time and end time the user will use the room 


c. Provides the user with an urgent need kit to the room 
d. Locks the door at the end time 
e. Notifies Facilities Management by a work order that a closed room was opened 


using the urgent need procedure 
3. Facilities Management, upon receiving the notification, will: 


a. Schedule a one-time cleaning of the room 


b. Remove the urgent need kit and sign the room as closed 


c. Lock the door 
d. Provide a new urgent need kit to security (if necessary) 


4. Director of Campus Safety Services follows up on the event and notifies Room Bookings 
for record purposes 


 


General responsibilities under this protocol 


College employees: 


1. To plan for and book the use of all rooms in accordance with this protocol 
2. To be aware and follow all COVID-19 protocols. For example, review all bookings of large rooms 


for events (e.g., auditoriums, gymnasiums and large-capacity classrooms) to ensure compliance 
with government regulations on indoor gatherings  
 


Registrar’s Office (Room Bookings): 


1. College-wide communications regarding this protocol 
2. Book and maintain room bookings in Enterprise 
3. Maintain inventory of all active and closed rooms in Enterprise (to be reviewed each term) 


• Active rooms will include any room in use by staff or students 
• Closed rooms are those that are not in inventory and are being used for storage, under 


renovation, close to renovations or are not required for on-site activity 


• Break rooms will be labeled for use as such and posted on the Georgian website 
4. When aware, advise Campus Safety Services via email of a room that’s booked with more than 


public health unit decisions 
5. Notify Facilities Management immediately via work order when a closed room is removed and 


added to the active list 
6. Notify Campus Safety Services of new (within 48 hours booking) bookings via email 
7. Provide a daily report to Campus Safety Services of room bookings 



http://www.georgiancollege.ca/workorder

http://www.georgiancollege.ca/workorder
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8. Advise campusambassadoradmin@georgiancollege.ca about the booking so screeners can be 
arranged and confirmed 
  


Facilities Management: 


1. Set up and cleaning of all active rooms 
2. Provide Security with urgent need kit 
3. Set up new rooms with 48 hours of notification by Registrar’s Office 
4. Maintain supplies in active rooms when notified by work order 
5. Install and maintain room signage for closed rooms 


 
Campus Safety Services/Security: 


1. Report any closed room doors found unlocked to Facilities Management by way of a work order 
2. Notify Facilities Management when closed rooms are accessed by submitting a work order 


 


Room bookings workflow 


For academic, or ad-hoc requests after the winter semester begins, the following process will be used to 


schedule a room. Rooms being accessed remotely (HoL) may already be reserved for in-person use. 


Contact room bookings for your campus to ensure availability.   


1. User emails Room Bookings for your campus 
2. Room Bookings/campus contact checks if requested room is active 


a. If active: 
i. Room Bookings: emails campusambassadoradmin@georgiancollege.ca to 


ensure screener is available for the requested time 
ii. Campus ambassador admin or delegate: schedules screener or makes alternate 


arrangements 
b. If not active: 


i. Room Bookings: recommends an active room first 
ii. Room Bookings: activates the room in Enterprise and creates the reservation 
iii. Room Bookings: emails campusambassadoradmin@georgiancollege.ca to 


ensure screener is available for the requested time 
iv. Room Bookings submits a work order to notify Facilities to activate the room 
v. Campus ambassador admin or delegate: schedules screener or makes alternate 


arrangements 
vi. Facilities: Set up of the room; adds to cleaning schedule 


3. Room Bookings or campus contact confirms the reservation with the user 
 



mailto:campusambassadoradmin@georgiancollege.ca

http://www.georgiancollege.ca/workorder

http://www.georgiancollege.ca/workorder

http://www.georgiancollege.ca/workorder

mailto:%20roombookings@georgiancollege.ca

mailto:campusambassadoradmin@georgiancollege.ca

mailto:campusambassadoradmin@georgiancollege.ca

http://www.georgiancollege.ca/workorder
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1 Introduction 


1.1 Purpose and intent 


The Crisis Communications Plan describes the procedures and actions required to communicate to the 


Georgian community, stakeholders and to the public, in the event of a serious incident or crisis. The 


intent is to identify the teams, people, procedures and tools that will enable Georgian to:  


• Respond quickly 


• Communicate efficiently and accurately 


• Assist in protecting and enhancing the college’s reputation 


• Help keep people safe by sharing timely, accurate, and relevant information to key stakeholders 


1.2 Scope 


This plan does not change the way incidents are initially reported. All incidents on campus should be 


reported immediately to Campus Safety Services. The plan is to be used in conjunction with, and is 


supported by: 


• Campus closures communications plan 


• Campus lockdown procedures 


The appendices provide details for key internal and external contacts as well as specific procedures, 


templates and supporting information.  


1.3 Objectives 


Plan objectives are as follows: 


• Create informative key messages 


• Provide staff, students and other stakeholders with accurate and up-to-date information 


• Provide necessary instructions to staff and students in a timely manner 


2 Crisis Communications Team – Structure, roles and 


responsibilities 


2.1 Structure 


The purpose of this section is to articulate the team structure, roles and responsibilities; and to describe 


the reporting structure between the team lead, Emergency Operating Committee and the senior 


management/executive group.   
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2.2 Roles and responsibilities  


Each member of the team has specific roles and responsibilities, both prior to a crisis and during 


response. The table below describes the roles and responsibilities for each team member.  


Name Position Response role Responsibilities 


Lisa Banks Vice President, 


External Relations  


Senior leadership 


approval  


During crisis: 


• Ensure quick approval process for 


communication 


• Provide direction from President 


and Senior Leadership Team (SLT) 


• Keep SLT informed  


Cheryn Thoun Director, 


Marketing,  


Communications 


and Recruitment 


Leader, marketing, 


communications 


and recruitment 


team, Crisis 


communications 


lead 


During crisis: 


• Liaise with ECO 


• Develop strategy and create 


communication key messages 


• Communicate strategy and 


messaging to Manager, 


Communications  


• Business continuity  


• Alignment and assignment of 


additional resources, as required in 


reaction to crisis 


Kim Garraway Manager, 


Communications 


Assist Director 


with executing 


During crisis: 


Cheryn Thoun


Director, Marketing, Communications 
and Recruitment (MCR)


EOC


Kristin Taylor


Communications Specialist


Elaine Murray


Communications Specialist


Lisa Banks


VP, External Relations


Kim Garraway


Manager, Communications
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crisis 


communications 


response 


• Assist with developing strategy and 


creating communication key 


messages 


• Communicate strategy and 


messaging to team 


• With director, oversee execution of 


communications tactics 


Kristin Taylor Communications 


Specialist 


Communications   During crisis: 


• Execute communications via 


Georgian’s channels at the direction 


of Manager, Communications 


• Focus on internal communications 


Elaine Murray Communications 


Specialist 


Communications During crisis 


• Execute communications via 


Georgian’s channels at the direction 


of Manager, Communications 


• Focus on media relations  


Sarah Ireland Web Content 


Specialist 


Web 


communications 


• Execute communications via the 


college website as needed 


3 Crisis communication message approval 
The approval process for internal and external messages during normal operations should not change in 


an emergency. The speed at which such approval takes place will increase significantly, as the situation 


dictates. The college will increase the speed of message development and approval by having the 


appropriate approval authorities engaged in the response from the start, and on stand-by to approve 


messages as required. Crisis response communications must be prioritized over regular business. 


4 Response overview 


4.1 Crisis Communications Team response  


The team is already in place for day-to-day issues management. This same team would be ready to 


mobilize and become more focused in a larger crisis situation. 


4.2 Managing reputational incidents  


While team members will be engaged in all levels of emergencies, there will also be reputational 


incidents where select team members will be activated and work directly with senior management, and 


potentially selected specialists to manage the incident.  
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The team is already in place to handle day-to-day issues that may impact the college’s reputation. 


Depending on the degree or scope of any particular incident, the Director, MCR, in conjunction with the 


VP External Relations, will direct any messaging. 


5 Media and social media  


5.1 Media spokesperson/people 


As is the case in management of daily media requests and issues, appropriate spokesperson/people will 


be recommended by the Director, MCR and approved by the VP External Relations. Generally, larger 


reputational issues or a true crisis would require the President and CEO (or their designate if they’re 


unavailable) to be the spokesperson. 


5.2 Media monitoring 


During a crisis or emergency, the media will want to get the facts in a timely manner to meet their 


deadlines, under the precedent of the public’s right to know. The college is responsible for providing 


timely, accurate and transparent information to help ensure the safety and security of the community. 


The team will lead all interaction with the media regardless of campus or location.  


The team already monitors day-to-day media and will utilize the same resources in a crisis. Depending 


on the scope of the crisis, a daily media monitoring report may be distributed to senior management. 


5.3 Social media monitoring 


The team will use the usual social media tracking channels and provide updates as necessary. 


6 Internal Communications 
During a crisis or emergency, it’s imperative to remember and prioritize internal stakeholders. Where 


possible, messages should be delivered to the internal audience prior to distributing them to the media. 


In some cases, depending on type of crisis, the timing or sensitivity of the information, these messages 


may be delivered concurrently and at the discretion and approval of the VP External Relations. 








Restarting on-campus activities amid 
the COVID-19 pandemic


Review operations and plan the 
return to the workplace         


“new” normal







As the province passes the peak of the COVID-19 outbreak, the college needs to determine how to move 
our operations forward and organize our workforce to resume on-campus activities.


Situation


Executive summary


Complication
McLean & Company 
insight


Workplace changes 
spurred by the realities 
of COVID-19 have been 
so seismic it’s highly 
unlikely things will go 
back to the way they 
were before.


• There is currently no vaccine for COVID-19.


• COVID-19 protocols are required to ensure health and safety and to prevent 
outbreaks. 


• COVID-19 protocols require colleges to assess and change current operations 
and workplace layouts to ensure the health and safety of employees, 
students, partners, the public, and other stakeholders.


• The pandemic has disrupted value chains, vendors, suppliers, and importantly 
enrolment. 


• This disruption may be greater or lesser for different work units at the college, 
further complicating this process, requiring different work units to operate in 
different ways or at different times.


Build a plan using guiding principles to identify and prioritize college activities. Our plan must adhere to 
public health requirements and legislation to design “return to campus” protocols, and be prepared to 
iterate.


Solution







Our plan must address five key questions


McLean & 
Company Insight


Do not let 
uncertainty 
bottleneck decision-
making. Answer 
questions to the best 
of your ability given 
the information you 
have available. 
Iterate as necessary 
as new information 
becomes available.


Guiding principles


All decisions should be 
viewed through the lens of 


the guiding principles


Timing


Making decisions based on 
the public and operational 


triggers


Staging


Gradual and safe return to 
campus activities


Preparing the workforce


Developing protocols to 
support our people


Health and safety


Advising on health and 
safety changes needed to 
resume campus activities







Guiding principles


• The safety and well-being of all those returning (or coming on to campus) remains 
our top priority and commitment 


• Any decisions Georgian makes continue to be informed by, and made in full 
compliance with, public health authorities and the Government of Ontario


• Restarting plans will be aligned with academic plans to enable students to complete 
their academic semesters


• Physical distancing practices and the required redesigns of labs, classrooms and 
workspaces will be put in place prior to employees and students returning to 
campus







Guiding principles


• Employees will continue to work from home, where possible, as the college introduces a 
phased approach to the re-starting of each campus


• Gradual and coordinated return to campus, which will occur over several weeks/months 


• Continued highly customized, frequent communication 


• The plans will continue to evolve based on changes from the government and health 
authorities and helpful practices from other jurisdictions, postsecondary institutions and 
relevant businesses, and therefore we must be flexible and agile in our approach and 
implementation


• Final decisions to open programs/operations will be recommended by the accountable vice 
president and must be approved by the Senior Leadership Team
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This working guide provides the requirements and suggested actions to resume on-campus activity in Georgian Labs. 


Elimination of person-to-person interaction and contact is the best defence against COVID19 transmission and will be 


the goal wherever possible. Each point must be achieved and methods for implementation documented. Where a 


protocol cannot be achieved, you must indicate the barriers to success and the work around strategy.  


Do not let uncertainty bottleneck decision-making; answer questions to the best of your ability given the information 


you have available and iterate as necessary as new information becomes available. 


This document is intended as a reference tool; all surveys MUST be completed electronically and can be found here. 


ASSUMPTIONS 
 


The following COVID-19 principles will be universally incorporated into protocols and implemented College-wide:  


1. Classes will run at 100% capacity, where possible.  


*If this is the primary barrier to achieving this protocol, please indicate so in your response to question 17 and 


provide additional details.  


 


2. Protocols for conducting COVID-19 screening will be conducted every workday in accordance with provincial 


health authority’s direction. Employees and students must pass the pre-screening before being allowed onsite 


or to work in any capacity where they may interact in person with others. 


  


3. Hand sanitizer dispensers will be installed throughout the premises, including at the entrances and exit points, 


in common spaces, and anywhere employees or students may interact with each other or contact a surface. 


Where access to handwashing facilities is not pragmatic, employees will be provided with their own personal 


supply of hand sanitizer.  


 


4. Disinfectant wipes will be located near workstations and in common spaces, including labs. 


Machines/equipment, workstations/work area and surfaces will be disinfected by the operator before and 


after using them. Wherever possible, employees will be provided with their own supply of disinfectant wipes.  


 


5. Physical barriers such as clear plastic sneeze guards will be installed between machines/equipment, 


workstations/work area, open workspaces, etc. 


 


6. “People traffic” will be limited on campus and floor markings to encourage maintaining a safe 6ft distance 


from others will be installed. Floor decals will also be installed to outline walking routes and designate 


ascending and descending staircases.  


 


7. Where a safe 6ft distance cannot be maintained students will be expected to wear face coverings. Employees 


who are required to be within 6ft on the student for the purposes of teaching must wear eye protection, a 


mask (nonmedical) and a face shield when they are within 6ft of the student.  


Resuming on Campus Activities 
Lab Protocols  
Reference to Strategies Tool 



https://forms.office.com/Pages/ResponsePage.aspx?id=tpSa2oFGvEm9fLq56sCtPOp97qovZtJIsDguvKGh2qdUME9RR0U5VVNVM05GVzlKRlYwRklDOVU2Ri4u
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8. All forms of physical contact including handshakes are prohibited.  


*Where labs must include physical contact for completion i.e. massage therapy, faculty are responsible to 


ensure all additional precautionary measures required by the governing regulatory bodies shall be taken to 


prevent transmission of disease. 


 


9. Signage will be posted encouraging employees to wash their hands for at least 20 seconds, as well as to follow 


physical distancing recommendations to the greatest extent possible.  


 


HOW TO USE THIS TOOL 
 


This survey/tool has been developed to help academic managers restart campus activities amid the COVID-19 


pandemic.   


The expectation is that Deans and Associate Deans will hold meetings with faculty and support staff who are 


responsible for health and safety within labs to complete the survey tool as a team.   


Leveraging the expertise of the faculty and support staff will ensure that the lab can safely and successfully deploy 


protocols within the lab. Additionally, involving staff in decisions that affect them is a key component to employee 


engagement (3i model). Engaged employees who feel energized, passionate, and dedicated, and are highly involved 


will enhance the student experience and student outcomes especially during this time of uncertainty. 


Survey  
 


The intention is for one survey to be completed for each course, per period of delivery. For example; Surveying, 


Winter 2020 Recovery.  


All questions require one of the following responses and will include a section for comments; 


a. Can be met without assistance 


b. Can be met with assistance 


c. Unsure  


When working in the tool, if you are unable to meet the requirement, please check ‘unsure’ and provide additional 


informaiton in the comments.  


1. Distances of 6ft must be maintained between persons at all times. 


Indicate where physical barriers are not applicable, if any, and what the strategies for maintaining 6ft of 


distance will be implemented. 


 


2. Lab demonstrations shall be designed to eliminate or minimize the need for sharing or passing equipment 


between persons. 


 


3. No items shall be shared between persons without proper disinfection between uses. This shall be the 


responsibility of faculty/students. 


Please note which equipment will require disinfection, how this will be done and if cleaning supplies that 


cannot be acquired by the department will be required. 
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4. If there are 2 doors to the room, one shall be designated as an entrance and one shall be designated as an exit 


and each shall be clearly marked. 


Please note the number of doors in the lab. 


 


5. Students will not be permitted to congregate outside of classrooms. Schedules must allow enough time in 


between classes to allow students to enter room immediately upon arriving without encounteriNG the 


previously scheduled class. 


 


6. Rooms must be vacated immediately upon the end of scheduled time. 


 


7. Please provide any additional information or requests that you feel would be necessary to achieve this 


protocol. 


 


Suggested Strategies 
 


Please find below a list of suggested strategies to meet each requirement. These are recommedations and are not 


prescriptive in nature. Strategies can be used for multiple repsones, as appropriate.  


• Remove chairs and rearrange furniture where necessary to ensure distances of 6ft  


• Block off workstations, stack and restrict access to chairs  


• Vacate lab prior to schedule time to allow students to fully vacate before next lab begins 


• Block off fixed-in-place equipment (if existing stations are closer than 6ft together)  


• Pre-measure/Prestaging materials so students can work in place and don’t have to access a shared material, 


bulk inventory room or storage cabinet 


• Where practical assign one student operate equipment for the duration of the lab 


• Where practical, only the instructor shall operate the equipment for the duration of the lab 


• Use in-class projectors to facilitate demonstrations that can be viewed by the entire class  


• Purchase additional equipment/supplies for demonstrations, where feasible  


• Pre-measure/Prestaging materials so students can work in place and don’t have to access a shared material, 


bulk inventory room or storage cabinet. 


• Provide individual PPE for students and instructors based on task  


• Consider touch-points and how they can be cleaned before, during, and after the lab 


• Designate students for clean-up, sanitizing of workstations and disposal 


• Communicate with students prior to the beginning of lab which doors will be used for entry/exit 


• If there is only 1 door, post signage instructing students to wait for previous class to exit prior to entering the 


lab 


• Communicate this protocol with students prior to first lab, during, and follow labs 
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Task: Campus Ambassador 9/21/2020 


 


  


Personal protective 
equipment (PPE) 


  


Safety precautions 


• College-issues Level 1 medical grade mask and face shield or CSA Goggles must 
be worn at all times 


• Stay behind physical barrier whenever possible  
• Sanitize hands before and after putting on and taking off personal protective 


equipment 
• Wash hands regularly; use sanitizer only when hand washing is not possible 
 


STANDARD OPERATING PROCEDURE 


Procedure 


 
1.1 Complete screening using the Safe@Georgian app. If you don’t pass screening, leave campus and take a Self-


Assessment, for more information refer to the Protocol for the Prevention of COVID-19 Transmission   
1.2  Ensure the designated entrance to which you have been assigned has all necessary personal protective equipment 


and other equipment: 
•  1 desk/table with physical barrier and chair per ambassador 


• Minimum of 1 large table (for storage of face shields and face coverings) 


• 1 sandwich board displaying the instructions for screening using the Safe@Georgian app, to be placed outside 
• Face shields and face coverings for distribution to those who arrive without their own. If these are not present at 


the screening station when you arrive, contact Campus Community Saety Assistant. 
• Sanitizing wipes  


• Pylons/markers placed outside the entrance to encourage physical distancing while waiting for screening 
• 1 laptop per entrance (if you don’t have a Georgian issued laptop, contact Campus Community Safety Assistant 


• Hand sanitizer dispenser 
• Copies of Georgian’s Protocol for the Prevention of COVID-19 Transmission and student services information 


documents to distribute, as necessary 
 



https://covid-19.ontario.ca/self-assessment/

https://covid-19.ontario.ca/self-assessment/

https://www.georgiancollege.ca/wp-content/uploads/protocol-for-the-prevention-of-covid-19-transmission-georgian-college-2021-04-19.pdf

https://www.georgiancollege.ca/wp-content/uploads/protocol-for-the-prevention-of-covid-19-transmission-georgian-college-2021-05-06.pdf
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1.3 Ensure the designated entrance to which you have been assigned is set up to ensure the safety of 
ambassadors/screenees and efficient movement through the entrance: 


• Screening desks must be set-up a minimum of 2 metres (6 feet) from each other, in locations where they won’t 
impede traffic 


• The sandwich board with directions for the Safe@Georgian app shall be placed so it ’s visible by those in line and 
prior to entry.  


• Tables for PPE distribution shall be placed in a location that can only be reached after the screening has been 
passed 


• Marking shall be placed at entry points to indicate 2 meters distance for those waiting to pass through screening  
 


1.4 Ambassadors shall be positioned at the screening desk, sitting behind the physical barrier.  
 


1.5 The ambassador(s) shall assist with flow of traffic into thr screenig entrances by giving the following verbal direction, 
as appropriate; 


• Please line up 2 meters (6 feet) apart at the floor markings 


• If you haven’t done so already, pcomplete the screening questions on the Safe@Georgian app and be prepared 
to show this at the screening desk 


 


Screening 


 


Safe@Georgian screening app  


2.1 The person entering the college, the screenee, shall complete the screening questionnaire available on the 


Safe@Georgian app. If the answers given indicate the screenee may enter the college, a green checkmark will be 


displayed. The screenee shall show the phone screen with the green checkmark to the ambassador and will be 


allowed to enter the college. If the answers given indicate the screenee may be at risk of being infected with COVID-


19, a red X will be shown and the community member will be told the following:  


 


“Based on your answers, Georgian requires you to leave the college and contact your instructor(s)/manager and Campus 
Safety Services to discuss your next steps to gain re-entry. You are not allowed entry to the college at this time.” 
 
NOTE: Please note – if the app does not accept the contact email given, try entering the email manually and ensuring 
there’s no space at the beginning of the email address. Do not use autofill. 


 
Verbal screening 
2.2 If the screenee is unable to access Safe@Georgian, screening shall be conducted verbally. 
 
For every person who is verbally screened, the ambassador shall send an email to screening@georgiancollege.ca  
with the subject line “verbal screening” that shall include in the body of the email the name of the person screened, 
contact telephone number or email, and results of the screening (passed and allowed entry or not passed and denied 
entry). 
 
 Once they arrive at the screening station, greet the screenee as follows: 
 


“Good morning/afternoon/evening. We are conducting active screening for potential risks of COVID-19 with everyone 
entering the campus to ensure the health and safety of all members of our community. Please answer the following 


questions”: 



mailto:screening@georgiancollege.ca
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a) Are you here today to attend a class or clinic appointment? If not, inform the person that college services are 


available online or by appointment only. 
b) What is your name and “best” contact information (email or phone)?   


 


The ambassador shall record this information and notify the screenee that the information is used only for 


contact tracing initiatives, e.g., if public health needs to contact persons due to the potential that they may 


have been in contact with an infected individual. If more information is required, they can access Georgian 


College’s privacy policy at GeorgianCollege.ca/privacy-policy. 


 


c) Have you read, understood, and agree to comply with the COVID-19 protocol? (Printed copies of the protocol 


will be available with PPE.) Latest version on our website (Sept. 11).  


d) Have you received public health or medical advice to self-monitor or self-isolate? 


e) Do you have any symptoms of illness? (cough, fever, sore throat, difficulty breathing) 


f) Have you travelled outside Canada in the past 14 days? 


g) Have you had close contact with a confirmed or probable case of COVID-19 (novel coronavirus), without using 


the recommended PPE or precautions? 


To be allowed access to campus, the respondent must answer YES to question b, and NO to questions c-f.  
If they answer NO to question b and/or YES to questions c-f, the individual will not be allowed on site.  
 
If the individual does not pass screening and is not permitted on site, the ambassador will advise the following: 
 
“Based on your answers, Georgian requires you to leave the college take a Self-Assessment and  follow the directions 
given. For more information refer to the Protocol for the Prevention of COVID-19 Transmission and the COVID-19 
Reporting Protocol.” 
 


Face Coverings 


 


3.1 The ambassador shall ensure all persons entering the college don a Georgian-supplied Level 1 medical-grade face 
coverings and eye protection (face shield or, where available, CSA approved safety goggles). 


 
3.2 Masks or respirators with exhalation valves or exhaust valves masks with an exhalation valve are not acceptable 


because they may filter dust particles in the air as the person inhales, but they may not filter virus particles or 
respiratory droplets. If someone has one of these, provide them with a disposable face covering as an alternative. 
 


Accommodations  
 
3.3 A person may arrive at the screening entrance requesting or with an existing accommodation that includes an 


exemption from the standard required personal protective equipment.  A person shall be exempt from wearing a 
face covering if:  


• The person is a child under the age of two years, or is a child under the age of five years either chronologically or 
developmentally and he or she refuses to wear a face covering and cannot be persuaded to do so by their 
caregiver, or  


• The person is incapacitated and unable to remove their face covering without assistance, or 



https://www.georgiancollege.ca/privacy-policy

https://www.georgiancollege.ca/wp-content/uploads/Protocol_for_the_Prevention_of_COVID-19_2020_09_11.pdf

https://covid-19.ontario.ca/self-assessment/

https://www.georgiancollege.ca/wp-content/uploads/protocol-for-the-prevention-of-covid-19-transmission-georgian-college-2021-04-19.pdf

https://www.georgiancollege.ca/wp-content/uploads/protocol-for-the-prevention-of-covid-19-transmission-georgian-college-2021-05-06.pdf

https://www.georgiancollege.ca/wp-content/uploads/covid-19-reporting-protocol-georgian-college-2021-03-17.pdf

https://www.georgiancollege.ca/wp-content/uploads/covid-19-reporting-protocol-georgian-college-2021-03-17.pdf
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• For any other medical reason, the person cannot safely wear a face covering such as, but not limited to, 
respiratory disease, cognitive difficulties or difficulties in hearing or processing information. 


 
3.4 The ambassador shall not require or request proof of medical condition or accommodation. If you are uncertain 


about an accommodation, please email the screenees name and email and phone number to 
campussafetyservices@GeorgianCollege.ca. If the screenee passes screening, allow them to enter campus.  


 
If a screenee reports symptoms of illness due to a chronic condition and the symptoms are not new or unexpected, 
contact Security to notify a member of Campus Safety Services immediately to review the case.  
 
If the screenee has additional questions or concerns, the ambassador will direct them to contact a member of the 
Campus Safety Services team by calling security at 705.722.5100 or in an emergency 705.722.4000 or via email: 
campussafetyservices@georgiancollege.ca. Extension 5100 or 4000 can be used from an internal phone.    
 


Other ambassador duties 


 


3.5 Where persons are not following the protocol, the ambassador shall provide a reminder to the community member 
of the protocol. 


 


3.7 Where the ambassador observes serious and intentional misconduct (e.g., refusal to wear a face covering, refusal to 
complete screening) contact Security at 705.722.5100 for assistance. 


 


Breaks / Assistance  


4.1 Notify the Campus Community Safety Assistant of when you would like to take your break or if you need to leave the 


station at any time. They will provide coverage directly or arrange coverage as required. 


4.3 If assistance is required at any time, contact Security at 705.722.5100. If emergency assistance is required, use 


705.722.4000. Extension 5100 or 4000 can be used from an internal phone. 


 


ADDITIONAL INFORMATION 
Hazards present 


 
Required training 1. Protocol for the Prevention of COVID-19 Transmission 


2. COVID-19 Reporting Protocol   
3. Restarting on-campus activities module 



mailto:campussafetyservices@GeorgianCollege.ca

mailto:campussafetyservices@georgiancollege.ca

https://www.georgiancollege.ca/wp-content/uploads/protocol-for-the-prevention-of-covid-19-transmission-georgian-college-2021-04-19.pdf

https://www.georgiancollege.ca/wp-content/uploads/protocol-for-the-prevention-of-covid-19-transmission-georgian-college-2021-05-06.pdf

https://www.georgiancollege.ca/wp-content/uploads/covid-19-reporting-protocol-georgian-college-2021-03-17.pdf





