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SECTION 1: INTRODUCTION  
 
1.1 WHAT IS ACUTE RESPIRATORY ILLNESS AND WHAT ARE ITS SYMPTOMS?  
 
Symptoms can range from common to severe respiratory illness and can include:  
• Shortness of breath/difficulty breathing  
• Fever  
• Cough  
• Pneumonia and kidney failure  
In rare cases, death can occur.  
 
1.2 WHAT IS PANDEMIC INFLUENZA?  
 
Epidemic influenza occurs in our communities every year, usually in the winter. A pandemic is 
an epidemic that occurs worldwide or covers a large area crossing international boundaries, and 
usually affects a large number of people. Planning and preparedness activities for such an 
emergency have begun and are ongoing, with the goal of minimizing illness, death, and societal 
disruption. Vancouver Coastal Health (VCH) is the lead health agency for pandemic influenza 
planning, preparedness and response in the lower mainland.  
 
WHAT IS THE NOVEL CORONAVIRUS (COVID-19)? 
 
 On December 31, 2019, cases of undiagnosed viral pneumonia were first reported by health 
authorities in Wuhan, China. The cause has now been confirmed as a new coronavirus, known 
as COVID-19, which has not previously been identified in humans. Coronaviruses are a large 
family of viruses that circulate in animals including humans and may cause illness in them. 
Human coronaviruses are common and can range from mild illnesses such as the common 
cold, to severe illnesses such as Severe Acute Respiratory Syndrome Coronavirus (SARS CoV) 
and Middle East Respiratory Syndrome Coronavirus (MERS CoV).  
 
1.3 HOW IS THE NOVEL CORONAVIRUS COVID-19 SPREAD?  
 
Coronaviruses enter the body from the nose, eyes and throat. When people with influenza 
cough or sneeze, large droplets containing the virus are produced and can travel up to one 
metre in the air. Inhaling these droplets or having them come into contact with your mouth, 
eyes, or nose can result in infection.  
This can occur by:  
• Hand-to-hand contact with infected individuals, or by touching surfaces or handling objects 
contaminated by infected individuals  
• Contact with live animals  

 



Infected persons can be contagious from the day before they develop symptoms and up to 
seven days afterwards. This time frame may be longer for children and people with decreased 
immune system functioning. Not everyone who comes in contact with the influenza virus will 
become ill; however they may still spread it to others.  
 
 
1.4 HOW WILL PANDEMIC INFLUENZA IMPACT US?  
 
The impact of illness on the KGMS community may be significant. Over the course of a 
moderately severe pandemic, an estimated fifteen to thirty-five percent may become ill and be 
unable to continue with regular activities for a period of time (a minimum of half a day). About 
thirty to fifty percent of those infected with influenza may not have symptoms, while the 
remainder of individuals may experience a range of symptoms from mild to severe.  
Employee absenteeism will be affected by illness, care for ill-dependents, child care needs, 
bereavement, and anxiety about infection. Total absenteeism from these factors could affect up 
to 20–25 percent of the workforce at the peak of the first wave. In the event of widespread and 
possible severe illness, supply chains of goods and services will likely be interrupted and social 
disruptions will occur. The psychological impact on the public will likely be significant.  
 
1.5 WILL OUR SCHOOL CLOSE?  
 
Settings where children gather, face particular infection prevention and control challenges 
because children shed the virus longer than adults and because children (particularly young 
children) may not be capable of implementing some practices independently (e.g. hand 
washing, using tissues). According to the Vancouver Coastal Health Pandemic Influenza Plan, 
public health officials may recommend school closures prior to or during a pandemic, especially 
if the novel virus strain preferentially affects school age children or causes unusually severe 
illness in this age group. If schools are closed it would likely be done early in the pandemic in 
order to have the greatest possible benefit. The decision to close schools would be made by the 
Medical Officer of Health (VCH) in consultation with the Ministry of Health and Long-Term Care, 
Ministry of Education, neighbouring jurisdiction North Vancouver School District 44 and other 
affected school boards. School boards should identify other situations that could result in school 
closures (e.g. insufficient number of staff). Schools may decide to limit large indoor student 
gatherings (e.g. recess, assemblies, or sporting events). Whenever possible, student activities 
should be limited to the classrooms.  
 
EMERGENT ILLNESS AMONG STUDENTS WHILE AT SCHOOL:  
 
In the event that the outbreak results in a public health emergency, children who become ill 
while at school must report to the school office in order to be assessed. The office will then 
contact the parent(s)/guardian(s) and the parent(s)/guardian(s) will be expected to pick up the 
child and take him/her home as soon as possible. Ill children will stay in the office until the 

 



parent(s)/guardian(s) arrives. KGMS will communicate any VCH advice on return to school 
timelines with students, parents and caregivers.  
 
POTENTIAL SPREAD OF INFECTION AT SCHOOL:  
 
Measures to reduce interpersonal exposure will be balanced with the need to maintain normal 
routines, school operations and societal functioning. KGMS will establish a clear and well- 
communicated message that stresses the need for students and staff to stay home if they are 
displaying signs of Acute Respiratory Illness (ARI). KGMS will promote personal hygiene 
practices by educating and reminding students and others of the importance of preventative 
measures.  
 
PREVENTION:  
 
Steps can be taken to prevent people from becoming infected and from spreading infection to 
others. These steps may include the following:  
1. Encouraging and teaching proper hand hygiene.  
2. Teaching proper sneezing and cough etiquette (‘sneeze in the sleeve’).  
3. Limited interpersonal contact (i.e. fist bump, elbow bump - avoid handshakes) 
4. Routine cleaning and disinfecting of common spaces and surfaces 
5. Educating students, staff and faculty on the signs and symptoms of ARI, so that they can  
monitor their health closely.  
6. Encouraging responsible absenteeism.  
7. KGMS will provide its community with reliable resources where they can find up to date 
information on how to prepare themselves and their families for a pandemic and what to do if 
they become infected.  
 
See further information at Health Link BC.  
 
 

 
SECTION 2—PANDEMIC PLANNING MANDATE  
 
The mandate of KGMS is to continue to operate during a pandemic unless otherwise notified 
and to do the following:  
• Provide a safe environment for students and staff before, during and following a pandemic.  
• Maintain instruction and services.  
• Continue to provide essential services (e.g. supervision, curricular requirements, student 
supports).  
• Communicate accurately and in a timely manner with management, staff, students and 
families regarding operations before, during and after a pandemic period.  

 

https://www.healthlinkbc.ca/health-feature/coronavirus-covid-19


• Track and monitor the activities and additional costs of responding to the pandemic.  
• To fulfil this mandate,KGMS has formulated Pandemic Preparedness Guidelines that address 
the needs of its staff, students and their families and that complements the work of the existing 
emergency plan.  
 
 

SECTION 3—ACADEMICS  
 
3.1 KGMS’S RESPONSIBILITY TO STUDENTS AND FAMILIES  
 
1. As we face the threat of a pandemic, KGMS commits to honouring within reason, its 
academic responsibilities to its students, using any and all means at the School’s disposal.  
 
2. Students will be educated, at an age-appropriate level, about flu prevention and  
symptoms before a pandemic and will be encouraged to make appropriate personal health 
decisions during a pandemic.  
 
3. During a pandemic, every effort will be made to continue to offer school services as  
normally as possible.  
 
4. KGMS will provide students and parents/guardians with timely communication regarding the 
School’s plans and expectations for continued instruction.  
 
5. Decisions on day-to-day instructional matters will be the responsibility of the Head of  
School in consultation with the Senior Leadership Team. 
 
6. Decisions will be made at the school level regarding students who have missed or not  
completed work due to illness, class cancellations, or other reasons connected to the pandemic.  
 
9. In the event of school closure, KGMS will provide parents with as much lead time as  
possible, the reasons for the closure and if possible, an estimate of the duration of the closure 
as determined by Vancouver Coastal Health.  
 
3.3 STUDENTS’ RESPONSIBILITIES TO KGMS 
 
1. As Vancouver Coastal Health advises, parents are to keep children out of school if they are ill 
or showing signs of acute respiratory illness.  
 
2. All students will be asked to remain away from school and not attend classes if they are  
showing flu symptoms. Parents and guardians will be asked to contact the school and inform 
the office of the reason for the student’s absence.  
 

 



3. If a closure of the school has been announced, students will be expected to do the  
following 
• Remain away from the school during the closure.  
• If well enough to do so, keep up with academic responsibilities as directed by their teachers 
supporting peers and using the Internet for curriculum content and communication.  
• Monitor the KGMS website and social media platforms to determine the state of the alert at the 
school and for timely updates.  
 
4. Once a re-opening of the school has been announced, students will be expected to do  
the following:  
• Report to school.  
• If they are unable to report to school because they are in quarantine, nursing an infected 
person, or are ill with the pandemic influenza, parents are asked to follow usual absence 
reporting protocol by calling the office.  
 
3.4 EMERGENT ILLNESS AMONG STUDENTS WHILE AT SCHOOL  
 
The main office is the designated area where children who become ill at school can be 
accommodated until their parents can be contacted to take them home. Ill children will stay in a 
separate area and be kept a metre apart whenever possible even if they are not displaying  
characteristic influenza symptoms. This serves to minimize the likelihood of transmission 
between those with influenza and those ill due to other causes.  
KGMS will communicate VCH Health advice on return-to-school timelines to students and 
parents.  
 
3.5 POTENTIAL SPREAD OF INFECTION AT SCHOOL  
 
Measures to reduce interpersonal exposure will be balanced with the need to maintain normal 
routines, school operations and societal functioning. KGMS will establish a clear and well- 
communicated message that stresses the need for students and staff to stay home if they are 
displaying acute respiratory illness. KGMS will promote personal hygiene practices by educating 
and reminding students and others of the importance of preventative measures.  
 
3.6 PREVENTION  
 
Steps can be taken to prevent people from becoming infected and from spreading infection to 
others. These steps may include the following:  
 
1. Encouraging and teaching proper hand hygiene.  
2. Teaching proper sneezing and cough etiquette (‘sneeze in the sleeve’).  
3. Limited interpersonal contact (i.e. fist bump, elbow bump - avoid handshakes) 
4. Routine cleaning and disinfecting of common spaces and surfaces 
5. Educating students, staff and faculty on the signs and symptoms of ARI, so that they can  

 



monitor their health closely.  
6. Encouraging responsible absenteeism.  
7. KGMS will provide its community with reliable resources where they can find up to date 
information on how to prepare themselves and their families for a pandemic and what to do if 
they become infected.  
 

SECTION 4—COMMUNICATIONS  
 
In the event of a pandemic, communications will flow through the Head of school or designated 
Proxy.  
• Pandemic information will be obtained by consulting the VCH and reviewing material on the 
VCH website.  
• All communications will be culturally appropriate to the school population and community.  
• Communication mechanisms may include the following:  

● KGMS website updated on a regular and timely basis.  
● Written communications such as memos, posters, etc.  
● E-mail—distribution to various stakeholders.  
● Social media platforms. 

 
  
4.1 SHARING KGMS’S PANDEMIC PREPAREDNESS GUIDELINES WITH EMPLOYEES  
 
The Pandemic Preparedness Guidelines document will be shared with the Senior Leadership 
Team first, and then a general staff meeting will provide the information to the staff. Additionally, 
a copy of the Guidelines will be posted on the school’s intranet for access by employees.  
 
4.2 SHARING PRE-PANDEMIC INFORMATION WITH EMPLOYEES  
 
Once a pandemic has been declared but not yet arrived in British Columbia (the pre-pandemic 
stage), KGMS will review its pandemic preparedness guidelines with staff through orientation 
sessions. KGMS will provide its employees with reliable sources where they can find information 
on how to prepare themselves and their families for a pandemic and what to do if they become 
infected by referring to this link: Vancouver Coastal Health. 
 
 
4.3 SHARING PRE-PANDEMIC INFORMATION WITH PARENTS AND STUDENTS  
 
KGMS will provide parents and students with reliable sources where they can find information 
on how to prepare themselves for a pandemic and what to do if they become infected. These 
sources will include those listed previously in this section under Sharing Pre-Pandemic 
Information with Employees, the school will do the following:  

 

https://sneezesdiseases.com/resource/vch-regional-pandemic-outbreak-response-plans


• Communicate the measures that are being taken to remain operational and to provide a safe 
and healthy environment for their employees and students.  
• Explain how closures and other changes will be communicated to students and parents.  
 
 
4.4 SHARING INFORMATION WITH EMPLOYEES DURING A PANDEMIC 
 
The school will keep employees appraised of changes to operations within the school via email 
and the intranet.  
 
4.5 SHARING INFORMATION WITH PARENTS AND STUDENTS DURING A PANDEMIC  
 
• Reinforce messages from the pre-pandemic phase.  
• Keep parents and students appraised of changes to school services. This messaging will 
provide concise, factual information regarding the following:  

● The impact of the pandemic on the school.  
● What students/parents can expect from KGMS.  
● What they can do to work with KGMS.  
● When suspended services or reduced services are likely to be restored.  

 
4.6 SHARING INFORMATION WITH THE COMMUNITY AND REGIONAL HEALTH 
AUTHORITY DURING A PANDEMIC  
 
KGMS will communicate as necessary with the community and regional health authority 
regarding issues, needs identification, and support that KGMS may be able to provide.  
 
4.7 SHARING INFORMATION WITH EMPLOYEES, PARENTS AND STUDENTS AFTER A 
PANDEMIC  
 
Following a pandemic, KGMS will do the following:  
• Continue to communicate with employees, parents and students regarding the return to normal 
operations.  
• Help students and their families identify community resources to help cope with stress caused 
by the pandemic.  
• Communicate strategies for catching up on missed instructional time or backlogged work.  
 

SECTION 5—HUMAN RESOURCES  
 
During a pandemic, KGMS will implement measures to minimize or slow the spread of influenza 
within its facilities. Clear, well-communicated messages will stress that coming to work while 
sick is strongly discouraged. Messages will also focus on compensation issues and assurances 

 

https://sites.google.com/kgms.ca/kgmsintranet/home?authuser=2


a system is in place to cover the work of those who are ill. KGMS will communicate with 
Vancouver Coastal Health on advice for the return to school and work timelines to staff, 
students and parents.  
 
 
5.1 KGMS’S RESPONSIBILITIES CONCERNING ENVIRONMENTAL HEALTH AND SAFETY  
 
1. The School, as far as reasonably practicable, will continue to provide a safe and healthy  
environment in which to carry on its affairs during a pandemic.  
2. The School will rely on the appropriate public health authorities (e.g. VCH, Ministry of Health) 
to provide advice, guidance, and support to KGMS on safety, health and environmental matters 
as resources permit during a pandemic.  
3. The School will respond to requests for assistance based on a prioritized risk  
assessment of the issue/hazards.  
4. The School will evaluate and promote measures that are proven effective during a  
pandemic in protecting employees as endorsed by the public health authorities of BC.  
 
5.2 KGMS’S RESPONSIBILITIES TO EMPLOYEES  
 
1. Managers and human resources will work with employees to develop an efficient and  
appropriate reassignment process in order to cover critical services.  
 
2. Employees who are unable to attend work due to illness will be covered by the existing sick 
leave provisions in Human Resource Policies—2009, page 25. This document can also be 
accessed through the KGMS “MySchoolApp” page – Faculty and Staff section – Key 
Documents.  
 
3. Where appropriate, employees may be requested to work from home.  
 
4. Maintenance of payroll, pension and benefits will be given priority. In instances where 
inaccurate disbursements are being made, the School will take corrective steps in the post- 
pandemic stage.  
 
5. Employees will be educated on flu symptoms and will be required to stay home if they  
show symptoms.  
 
6. In the event of a school closure, employee income and benefit information will be  
communicated to the affected employees.  
 
7. In the event of a school closure, KGMS may consider deferring staff leaves for non-health  
reasons, for example professional development, vacation or other reasons, if staff members are 
needed to cover for absent employees.  
 

 



8. Initially, if the School is shut down, regular employees who would be scheduled to work  
will continue to be paid. This decision will be reviewed as the duration of the shutdown is being 
assessed.  
 
 
5.3 EMPLOYEES’ RESPONSIBILITIES TO KGMS  
 
1. Employees will be expected to do the following:  
a. Immediately contact their supervisor if they are experiencing any influenza  
symptoms.  
b. Follow the directions of their supervisor, including immediately departing the  
School and contacting their physician by telephone.  
 
2. If a School closure has been announced while the employees are at work, employees  
will be expected to do the following:  
a. Report to their supervisors/managers/administrators prior to leaving the School.  
b. Follow their supervisor’s/manager’s/administrator’s directions, such as reporting  
to a temporary reassignment, or remaining away from work until notified. If the School is closed, 
this may include an off-campus reassignment of duties as required. 
c. Keep in contact with their supervisor/manager/administrator by phone or email to  
determine the state of alert and establish when they are to return.  
 
3. Once a re-opening of the School has been announced, employees will be expected to do  
the following:  
d. Report to work on the identified day, unless they have been advised otherwise by  
their supervisor/manager/administrator.  
e. If they are unable to report to work, they are to contact their  
supervisor/manager/administrator to indicate the reason, (e.g. under quarantine, nursing an 
infected person, ill with the pandemic influenza, etc.)  
 
 
5.4 KGMS’S RESPONSE PLAN FOR EMPLOYEE ABSENTEEISM  
 
If the pandemic causes illness in 35 percent of the population, employers should expect up to 
25 per cent of their staff to be away from work during the peak two weeks of a pandemic wave 
of activity. Public health officials are using 25 per cent absenteeism rates for planning purposes. 
Absenteeism among staff may be due to either personal or family illness. KGMS may consider 
these measures in response to high rates of employee absenteeism:  
 
• Designate backups for key decision makers and arrange for delegation of decision making and 
financial authority if they are unavailable.  
• Discuss possible response measures with the staff currently filling key roles.  

 



• Establish a system for tracking the availability of all employees for the purposes of managing 
and re-assigning personnel as needed.  
 
 
5.5 KGMS’S RESPONSE PLAN FOR ADMINISTRATIVE ACTIVITIES  
 
The School may consider these strategies for addressing periods of high administrative 
absenteeism:  
 
• Document any administrative activities that might be added during a pandemic or might 
increase in terms of workload (i.e. contacting the parents of absent children, compiling and 
disseminating absentee information, etc.)  
• Prepare written instructions so that partially trained employees or volunteers can complete 
essential tasks.  
• Document location of key information and means of access (e.g. passwords, keys).  
• Prepare to report excessive absenteeism to health officials for pandemic surveillance 
purposes. At a time of pandemic, Vancouver Coastal Health will provide absenteeism reporting 
guidelines.  
 
5.6 KGMS’S RESPONSE PLAN FOR TEACHING ACTIVITIES  
 
• Draw from internal coverages.  
• Use administrative personnel, retired teachers, parents, volunteers or education students to 
assist teachers.  
 
ALTERNATIVE SERVICE DELIVERY  
 
• Combine similar grades, since student absenteeism will likely reduce class sizes.  
• Provide alternative activities that can be accommodated by fewer teaching staff.  
• Continue instruction for students who are home and well enough to do school work, including 
homework and/or virtual instruction on the internet with phone contact.  
• Consider Saturday classes or vacation school when conditions improve to make up for lost 
instructional time.  
 
SCALE BACK SERVICES  
 
• Postpone or cancel classes or events when necessary.  
• Close the School until service can resume at an acceptable level (as a last resort). 
 

 



For more information about workplace response to COVID-19, please visit the following link 
Coronavirus (COVID-19) Advice For Canadian Employers 

 
 
 

SECTION 8—OPERATIONAL SERVICES  
 
In the event of a pandemic, operational services will fulfill the following responsibilities:  
 
8.1 PRE-PANDEMIC  
 
• Document and review building maintenance activities and prioritize maintenance functions by 
the length of recovery time (a day, a week, two weeks, a month).  
• Identify essential services to be continued in the event of a closure (heat, security).  
• Consider any changes to maintenance during a pandemic (e.g. increased cleaning).  
• Cross-train maintenance staff with regard to any specialized or technical activities, including 
cross-training staff who normally perform other functions and work in other buildings.  
• Prepare written instructions so that untrained employees or volunteers can complete some 
essential tasks.  
• Document the locations of critical equipment, building systems (service panels) and means of 
accessing them (e.g. passwords, keys).  
 
 
8.2 DURING A PANDEMIC  
• Services will be maintained as long as possible provided there are adequate supplies and 
staffing levels.  
• Cleaning of washrooms and public areas will be a priority.  
• The custodial staff will promote building hygiene by following the measures outlined in 
Appendix D: Building Hygiene.  
• KGMS will continue to rely on BC Hydro and other major utility providers to provide service.  
• In the event of a shutdown, only essential services will be maintained. Buildings will be 
monitored.  
 
 
8.3 KGMS/MAHS USAGE BY EXTERNAL GROUPS  
 
All weekend and evening activities held at KGMS/MAHS may be postponed or cancelled for the 
duration of the pandemic. Depending on the severity of the pandemic, KGMS/MAHS will 
determine whether external groups, such as those who rent our facilities including the Church 

 

https://cphrbc.ca/coronavirus-covid-19-advice-for-canadian-employers/?utm_source=Informz&utm_medium=Email&utm_campaign=Association%20Communications&_zs=4CmHM1&_zl=dDEX1


group, should be permitted to continue to operate. The Head of School will advise outside 
groups of KGMS closure plans and clarify arrangements and refunds during this period.  
 
8.4 ANIMALS AT KGMS 
 
 If there are animals in the School (e.g. classroom pets, lab animals), KGMS will make the same 
kinds of arrangements that occur during holiday breaks. (See Appendix D– Building Hygiene)  
 

SECTION 9—FINANCE DEPARTMENT  
 
In the event of a pandemic, there may be a variety of financial implications for KGMS. These 
could include the following:  
• Incremental costs associated with preparing for, responding to and recovering from the 
emergency. This could include the cost of substitute staff, additional supplies, alternative 
instruction venues, counselling and communication associated with emergency responsibilities 
for the School population. There may also be extra costs associated with duties assigned for the 
broader community (if any). The Finance Department will include emergency preparedness in its 
financial management processes. This will include the following:  
• Budgeting processes.  
• Tracking preparation, response, and recovery activities and costs for the following:  
• Legal issues that may arise.  
• Reimbursement of eligible costs under any announced disaster recovery programs.  
• insurance policies that may include business continuity insurance which normally covers 
temporary costs (e.g. temporary space) that arise from a disaster.  
 
KGMS will plan to track incremental costs (the extra costs due to pandemic activities, less any 
savings from not having to provide some services).  
 
 

SECTION 10—RECOVERY PLANS  
 
A pandemic may come in two or more waves and last up to two years. It may affect KGMS in a 
variety of ways, including the following:  
• Significant loss of some instructional time and backlog of work was postponed due to the 
pandemic.  
• Disruption of communication with students, families and others.  
• Psychological stress and low morale. Individuals’ coping abilities will be challenged by a 
variety of issues such as: deaths of colleagues, friends and loved ones, financial hardship 
associated with unemployment, incomplete schooling and other issues.  
• Additional costs to KGMS.  
• Permanent loss of employees and their corporate knowledge due to death or disability.  

 



• KGMS will consider developing the following as part of its recovery plans:  
• Strategies for catching up on missed instructional time or backlogged work.  
• Continued communications with employees, parents and students regarding the return to 
normal operations.  
• Rebuilding corporate knowledge of KGMS’ processes or systems.  
• Implementing programs for students and staff to help them deal with stress and the impact of 
the pandemic.  
• Identifying resources for stress counselling for employees, students and their families.  
• Recruiting and training of replacement employees and the temporary or permanent 
reassignment of employees to maintain operations.  
• Compiling necessary information to participate in any financial recovery programs.  
 
 
 
 

APPENDICES  
 
APPENDIX A: HAND HYGIENE  
Staff and students are reminded to observe the following hygiene practices:  
 
HAND WASHING PROCEDURE  
• Wet hands.  
• Apply soap.  
• Lather for 15 seconds. Rub between fingers, back of hands, fingertips, under nails.  
• Rinse well under running water.  
• Dry hands well with a paper towel or hot air blower.  
• Turn taps off with a paper towel, if available. 
  
HAND SANITIZING PROCEDURE  
• Apply sanitizer (minimum 60 per cent alcohol-based).  
• Rub hands together.  
• Work the sanitizer between fingers, the back of hands, fingertips, under nails.  
• Rub hands until dry.  
APPENDIX B: WHAT CAN I DO TO PREVENT MYSELF FROM GETTING INFECTED WITH 
INFLUENZA DURING A PANDEMIC?  
 
Clean your hands frequently with an alcohol-based hand sanitizer or soap and water, especially 
after you cough, sneeze, or blow your nose. A 60 to 90 per cent alcohol-based hand sanitizer is 
the preferred agent for hand hygiene unless your hands are visibly soiled. If your hands are 
visibly soiled, you should wash them with soap and water. If you are not near water and your 
hands are visibly soiled, clean your hands with a moist towelette to remove visible debris, and 

 



then use an alcohol-based hand sanitizer. The influenza virus is easily killed by soap, hand 
wash or hand sanitizer products. Therefore gloves or special antibacterial hand wash products 
are not needed. Hand washing/sanitizing is a very important method to prevent the spread of 
pandemic influenza.  
 
PRACTISE RESPIRATORY ETIQUETTE  
 
People should be encouraged to cover their mouth and nose when they cough or sneeze. This 
will help stop the spread of germs that can make people sick. It is important to keep your 
distance (e.g. more than one metre/three feet) from people who are coughing or sneezing, if 
possible.  
 
COVER YOUR COUGH PROCEDURE  
 
• Cover your mouth and nose with a tissue when you cough, sneeze or blow your nose.  
• Put used tissues into the wastebasket.  
• If you don’t have a tissue, cough or sneeze into your sleeve, not in your hands.  
• Wash your hands with soap and water or hand sanitizer (minimum 60 per cent alcohol- 
based).  
 
 
AVOID TOUCHING YOUR EYES, MOUTH AND NOSE 
 
Influenza spreads when the infected respiratory secretions from the mouth or nose of one 
person comes into contact with mucous membranes (mouth, nose or eyes) of another person. 
Without even realizing it, you may touch the infected nose and mouth secretions of someone  
 
who has influenza (e.g. by shaking hands). If you go on to touch your mouth, nose or eyes, the 
influenza virus may gain entry into your body causing infection.  
 
SOCIAL DISTANCING IN THE WORKPLACE  
 
During an influenza pandemic, the more people you are in contact with, the more you are at risk 
of coming in contact with someone who is infected with influenza. Social distancing means 
reducing or avoiding contact with other people as much as possible. Some workplace strategies 
to achieve this may include:  
 
• Minimizing contact with others by using stairs instead of crowded elevators; canceling non- 
essential face to-face meetings and using teleconferencing, e-mails, and faxes instead; staying 
one metre (three feet) away from others when a meeting is necessary.  
• Avoiding shaking hands, hugging, or kissing people.  
• Bringing lunch and eating at your desk or away from others.  
 

 



 
APPENDIX C: HOW CAN I CARE FOR MYSELF IF I HAVE THE FLU?  
 
• Stay home and rest.  
• Drink plenty of fluids  
• Take medication for your symptoms.  
• For a sore throat, gargle a glass of warm water mixed with a half teaspoon of salt. Throat 
lozenges can also be effective.  
• For a stuffy nose, adults can take a decongestant, but consult with a healthcare professional 
such as a pharmacist, nurse or doctor.  
• Wash your hands frequently.  
• If you require further advice contact a health care provider.  
 
SHOULD I WEAR A MASK?  
 
The use of masks is a difficult and unresolved issue. According to the Canadian Pandemic 
Influenza Plan, there is no evidence that the use of masks in public will protect an individual 
from infection when the influenza virus is circulating widely in the community. However a person 
wearing a mask properly at the time of exposure to influenza may benefit from the barrier that a 
mask provides. Toronto City Council has urged the federal and provincial ministers of health to 
give further consideration to the wearing of masks in situations where potential exposure to 
infectious individuals is unavoidable.  
 
WHEN SHOULD I SEE A DOCTOR? 
 
If you or your child experiences any of the following:  
• Shortness of breath or difficulty breathing;  
• Chest pain or pressure;  
• Coughing up dark-colored or bloody sputum;  
• Wheezing;  
• Extreme ear pain;  
• Fever for three or more days that is not going down or if you do not start feeling better in a few 
days;  
• You have started to feel better and suddenly feel much worse;  
• Confusion, extreme drowsiness, or difficulty waking up.  
 
 
APPENDIX D: BUILDING HYGIENE  
 
The following steps are recommended to maximize hygiene in schools during a pandemic. They 
focus on reducing the speed of viral infection. Most of these activities are standard in schools 
and should be undertaken routinely. These activities will be equally important during a  

 

https://www.canada.ca/en/public-health/services/flu-influenza/canadian-pandemic-influenza-preparedness-planning-guidance-health-sector.html
https://www.canada.ca/en/public-health/services/flu-influenza/canadian-pandemic-influenza-preparedness-planning-guidance-health-sector.html


pandemic. Building hygiene should be addressed in school contingency plans, including supply 
and human resource management. 
 
 
GENERAL  
 
 
• Surfaces must not show any visible soil before they are sanitized.  
• Cleaning equipment should be maintained in a clean dry state after use. Cloth, mop heads and 
other supplies should have single purpose use (floors or walls or furnishings only) and be 
changed when soiled after use.  
• Waste baskets for disposal of soiled tissues are needed throughout the school, close to the 
point of use.  
 
PRODUCTS FOR CLEANING AND SANITIZING  
 
• Cleaning with detergent and water is generally acceptable. 
• For wiping services, etc. mix one tablespoon (15 millilitres) in four litres (3.5 quarts) of water.  
• Mix fresh solutions daily.  
• Liquid soap will be used in washrooms. Liquid soap containers should not be topped up, 
instead liquid soap should be supplied in disposable bags in wall containers by sinks or in small, 
non-refillable containers to avoid product contamination. Bar soap should be stored in racks 
which allow drainage of excess water (disease producing organisms can survive in stagnant 
water).  
• Disposable (paper) towels should be used in public washrooms. If possible, install dispensers 
that require no hand contact to remove a towel.  
 
CLEANING METHODS  
 
• Cleaning should proceed from least to most soiled. Cleaning solutions should be changed 
when they appear dirty and/or after a spill clean-up.  
• Cleaning primarily involves horizontal surfaces, e.g., desks, countertops, tabletops, floors, and 
surfaces that are frequently handled (i.e. door knobs, telephones, bathroom fixtures).  
 
CLEANING SCHEDULES  
 
Cleaning schedules should be established to the type of surface to be cleaned and the type of 
soiling that occurs. For example, spills should be cleaned immediately.  
• Surfaces used for food preparation should be cleaned after each use.  
• Kitchen, bathrooms, classrooms, tutor pods, office space — clean daily and as necessary.  
• Offices, countertops, computer keyboards, phones, appliances—clean as often as necessary.  
 
APPENDIX E: PANDEMIC PREPAREDNESS GUIDELINES SUMMARY SCHOOL CLOSURE 

 



  
• School closure will be determined by the Head of School or designate.  
• The Head of School  or designate will direct the process for notifying the community regarding 
school closure.  
• The Head of School  or designate will inform the community of current and prospective steps 
for recovery in the event of a school closure.  
 
STAFF  
 
• Staff should remain at home if symptoms appear during the pandemic to reduce or minimize 
the spread of influenza.  
• When a staff member becomes ill at school, he/she will go home immediately. If a staff 
member is unable to go home on his/her own he/she will report to the Health Centre. There will 
be immediate communication with family members if the staff member is unable to go home on 
his/her own.  
• If a staff member is late, preparations will be made to cover classes until he/she arrives.  
 
STUDENTS  
 
• Students should remain at home if symptoms appear during the pandemic to reduce or 
minimize the spread of influenza.  
• When a student becomes ill at school, he/she will go home immediately if contact can be made 
with a parent/guardian. If the student is unable to go home, he/she will report to the Health 
Centre until a parent/guardian is notified.  
 
EXTRACURRICULAR ACTIVITIES  
 
• Extracurricular activities may be postponed or cancelled during a pandemic to minimize the 
spread of influenza.  
 
FIELD TRIPS  
• Field trips may be postponed or cancelled during a pandemic to reduce or minimize the 
transmission of influenza.  
• The Head of School  or designate will provide communication information to the School. This 
will include but not be limited to information regarding School closure, alternative locations, 
transportation, reliable websites, reliable pandemic information, information to put on 
websites/newsletters.  
 
CUSTODIAL OPERATIONS  
 
• Essential services will be provided by custodial staff as arranged by the maintenance 
department.  
 

 



VOLUNTEERS  
 
• Volunteers will be permitted to assist with classroom responsibilities as long as they have 
submitted a child abuse record check and are on the approved list of volunteers.  
 
DELIVERIES  
 
• Deliveries will be reduced to essential services to reduce or minimize the spread of influenza.  
 
VISITORS  
 
• Visitors will be limited to essential services to reduce or minimize the spread of Influenza  
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