
 
 

Standard Operating Procedures 
Post COVID 19 return to work: 

Updated July 22, 2020 
 
All employees shall self-assess for COVID 19 symptoms daily.  If any of the following 
symptoms are present, please stay home and continue to monitor symptoms:  
 
Fever  Cough Digestive upset 
Chills  Shortness of Breath Headache 
Sudden loss of smell or taste Sore Throat Rash 
Fatigue Eye Infection Disorientation 
 
Contact Telehealth for your local testing center and get a Covid 19 test ASAP.  Do not 
return to work until you’ve had a negative confirmation and 24 hours after symptoms 
have abated.   If you do not get tested, you can not come to work for 14 days after 
symptoms have abated. 
Should a staff member have a positive test result, all staff will be notified and those 
working the same day and building will be required to self monitor and work isolate (if 
possible) for 14 days.  
If someone in your house is showing these symptoms please stay home and contact 
tele-health for further instructions. 
If someone in your house has been diagnosed with COVID 19 please self-quarantine for 
14 days.  Ministry guidelines 
 

 
 

https://www.hardwoodskiandbike.ca/wp-content/uploads/2020/07/2019_testing_clearing_cases_guidance.pdf


 
 
Chalet 
All staff will wear a face covering when in any public space. This includes but is 
not limited to entering and exiting the main chalet, on route to washrooms and 
storage areas.  Coverings can be removed when in areas off limits to the public 
(behind front desk or service desk) only if there are no clients in the room.  
Opening/Operating: 

1. Ensure safety signage is posted 
2. Wipe with disinfecting wipes/spray, all commonly used keyboards and phones.* 
3. Clean all washrooms with special attention to faucets, door handles and other 

commonly touched surfaces as required.* 
4. Ensure multi-use washrooms are closed.  Opening multi-stall washrooms will be 

dependent on public health recommendations.  
5. Ensure all closed areas of the Chalet are well signed and blocked off. 
6. Ensure signage and barricades are in place to maintain “one way” traffic flow 

through Chalet (Traffic flows in through the front doors, and out through the West 
Wing doors). 

7. Ensure all cleaning products and PPE is well stocked.   
8. Prior to public access, ensure adequate signage is posted outside regarding 

current public health recommendations for entering a public building.  
9. Ensure any barriers and floor markings are in place to maintain physical 

distancing.  
10. Chalet will be limited to 10 customers at a time. 

Closing: 
1. Ensure all floors are vacuumed. 
2. Ensure all common surfaces have been disinfected. 
3. Clean individual use bathrooms, paying attention to door handles, toilet handles, 

faucet handles. 
4. Lock all doors and set alarm. 

 
 
Guest Services: 

1. Using approved disinfectant, clean any commonly used electronics such as 
keyboards, phones, handles, countertops, staplers and scissors etc. This should be 
done at least twice throughout the day and immediately prior to close.*  These 
items should be cleaned immediately after use if possible. 

2. Ensure any areas to be visited by customers will allow physical distancing.  
3. Disinfect rental desk, pens and Grab and Go Fridge and coffee maker. 

Frequency will be dictated by usage.* 
4. Disinfect railings twice daily.* 



5. Guest Service staff will wear appropriate PPE when dealing with customers. 
6. Cashless/Contactless payment transactions are available and strongly 

encouraged. 
7. Wash or sanitize hands immediately after any exchange of products or 

paperwork with customer. 
 
Retail/Rentals/Service: 

1. Using approved disinfectant, clean all counter tops, phones, frequently used 
tools at various times a day: upon opening, mid day, and before close.  

2. Any tools used should be disinfected by the user immediately after use.*   
3. Ensure barriers and markers are in place prior to opening to the public to ensure 

physical distancing can be maintained.  
4. Retail/Rental/Service staff will wear appropriate PPE when dealing with 

customers. 
5. Rental Bikes must be disinfected prior to each use and after the customer is 

finished.   
6. Bike helmets must be disinfected prior to use paying special attention to 

adjustment dial, straps, and shell, helmets should be used on a rotational basis 
allowing several days between uses if possible.  

7. Wash or sanitize hands immediately after any exchange of products or 
paperwork with customer. 

 
Programs and Lessons: 

1. Instructors will meet their clients at the lesson sign outside. 
2. Instructors will ensure they carry enough masks for themselves and their clients.  
3. Should the instructor require closer than 2m contact with a client, all parties are 

required to wear a mask.  
4. All lessons of more than one rider will ensure that physical distancing is 

maintained at all times unless clients are living in one household.  
5. Instructors will refrain from touching the property of the client. 
6. Instructors will begin lesson with a Covid Self assessment verbal checklist. 

 
Maintenance and Vehicles: 

1. Cleaning and disinfecting fleet vehicles and equipment should occur at various 
times throughout the day by the user. These times include: the start of shift, 
between employee usages, and at the end of shift.  

2. Keep the vehicle’s doors open for ventilation and clean outdoors when 
possible. 

3. When cleaning vehicles vigorously wipe down the dash, indoor 
and outdoor door handles, steering wheel, shifter, radio dials/dash 
touch screens and any other frequently touched items in the 
vehicle.* 



4.  Latex/ nitrile gloves will be provided specifically for frequently contacted 
equipment that is shared between employees (i.e. at vehicle fueling stations).  

5. As always, if you require safety gloves for PPE, these safety gloves are to be 
worn in the usual manner and are not to be replaced with latex/nitrile gloves.  

6.  For your consideration, if you are using fabric gloves, be mindful that some 
viruses can remain viable on fabrics for anywhere between several hours to 
several days.  

7. Disinfect the high contact areas of the diesel and gasoline refueling areas 
(i.e. pump handles) after each use.  

8. In an effort to control the spread of the virus, this cleaning practice also applies 
to any tools that are shared between employees, as well as our unlicensed fleet 
(i.e. tractors).  

9. During the pandemic, and in order to maintain social distancing, only one staff                         
member should be assigned to one enclosed vehicle at any given time.                       
Remember to keep a distance of at least 6 feet (2 arms lengths) from others as                               
much as possible.  
 

 
HQ 

1. Door knobs to building and washrooms will be disinfected twice daily.* 
2. Kitchen touch point surfaces (fridge, faucet, etc) shall be disinfected as 

required.* 
3. Any meetings shall take place in locations allowing participants to keep 2m 

distance.  
 

Personal workstations 
Each employee will be responsible for their own work station.   

1. Wash hands or use hand sanitizer prior to approaching workstation to 
minimize any contamination. 

2. Disinfect all surfaces on desk, chair, lights switches and door knobs at least 
twice daily (including prior to close).  

3. Disinfect all electronics (keyboards, mouse, radio) at least twice daily 
(including prior to close). 

 

 



Training Log 
 

COVID 19 Awareness and Precautions 
Signing of this form indicates that you have reviewed this policy with your supervisors, and you 
understand and accept and incorporate these safe work practices into your daily routine. 
 
Employee Name Department Date of Training Employee/Volunteer 

Sign off 
Yuri Binewych Pro Shop Mon April 13 2020 Yuri 

Bob Picken Retail 4/22/20 BP 

Arienne Strong Programming 4/22/20 AS 

Christine Sharpe Marketing 4/23/20 C.I. Sharpe 

Heather Finn Guest Services 5/06/20 HF 

Julia Barker Accounting 5/10/20 JB 

Luke Lambert Outdoor  5/10/20 LL 

Jared Robertson  Outdoor  5/11/2020 JR 

Glenn Meeuwisse Outdoor 5/11/2020 GM 

Martine Gossoin  Instructor  6/2/2020 MG 

Michael Houlden Instructor 2/6/2020 MH 

Marion Tilstra instructor 6/4/2020 MT 
 

Logan Macdonald Rentals 6/12/2020 LM 

Cal McArthur Camp Hardwood 6/12/2020 CM 

Lucas Norman Camp Hardwood 6/13/2020 LN 

Troy von Svoboda Camp Hardwood 6/23/2020 TV 

Callum Evans  Camp Hardwood 6/23/2020 CE 

Graham Buchan Camp Hardwood 6/23/2020 GB 



Becky Gross Camp Hardwood 6/23/2020 BG 

Samantha Coulter Camp Hardwood 6/23/2020 SC 

Laura Skjelmose Instructor 6/22/2020 LS 

Rene Fex Camp Hardwood 6/23/2020 RF 

Gareth Houben GM 6/23/2020 Gh 

Matthew Gordon Camp 6/25/20 MG 

Ben Brown Camp Hardwood 6/25/2020 BB 

Matt Doerr 
 

Camp Hardwood 6/25/2020 MD 

Cameron Knox Camp 6/25/2020 CK 

Eric McFadden Camp 6/25/2020 EF 

Kelly Lawson Camp 
Hardwood/Instructor 

6/26/20 KL 

Ondrej Cabak Camp hardwood 6/28/2020 OC 

Amanada Samuelson Radical Riders / 
Instructor 

6/29/2020 AS 

Erica Leonard Radical Riders 
Instructor 

7/02/2020 EL 

Taylor Haw Guest Services 7/04/2020 TH 

Laila Osman Guest Services 7/05/2020 LO 

Austin Valjas Retail / Rental  7/05/2020 AV 

 


