VISITOR / CONTRACTOR POLICY - COVID 19

[bookmark: _GoBack]NOTICE - IF YOU HAVE TRAVELLED OUTSIDE OF CANDA IN THE LAST 14 DAYS OR HAVE SYMPTOMS OF COVID-19 YOU ARE NOT TO ENTER THE FACILTY

In accordance to our company’s policy during a government declared pandemic, there are to be no external visitors are permitted at our sites or offices, except for essential services required to run the business. 
Examples of essential services include pest control, laundry services, services for legislative compliance, temporary agency workers. 

CHECKING IN:
For essential services, limit visitors/contractors/agency workers to essential, time-sensitive visits only (e.g., equipment repairs), as well as require all visitors/contractors/agency workers be overseen by a responsible contact and limit access to essential areas required for the visitor/contractor/agency worker to be on-site. 
Prior to arrival at the site, all visitors/contractors/agency workers will be screened based on health concerns or recent travel using our company COVID-19 Screening Tool.
Visitors / contractors are required to report to the main office immediately upon arrival prior to entering the plant. All visitors will wear a white coat, gloves, face mask where available, hair net and a beard net if required.  Anyone who does not have appropriate footwear (sandals, high heels) will not be permitted to the plant for safety reasons.
All visitors / contractors must be accompanied by plant personnel, unless otherwise authorized.  Upon departure, all visitors must return or dispose of all borrowed protective equipment. 
Visitors / contractors must wash their hands upon entering the plant.  Visitors are not to touch any product for any reason.  If a visitor is given permission to handle product, they may do so after washing their hands and putting on disposable gloves.  If the product contains an allergen or it is required to work with more than one species, the visitor shall be made aware of the proper sanitary practices (ie. changing personal protective equipment, cleaning/sanitizing of surfaces, etc) to minimize potential cross contamination. 
All contractors are required to comply with Health & Safety Requirements.  Contractors will be accountable for the health and safety and actions of all employees under their supervision. 
ILLNESS REPORTING:
If a visitor/contractor tests positive for COVID-19, it is expected that either a local public health unit or the visitor/contractor will notify YOUR  COMPANY NAME HERE immediately.
VISITOR / CONTRACTOR LOG BOOK 
All visitors / contractors must sign in and out and include the following: 
· Date
· Visitor Name
· Company Name	
· ON SITE Contact Person	
· Purpose of Visit	
· Time In	
· Time Out
· Initial verification of Travel and Notification Statement
· Contact Person Initials


COVID-19 SCREENING TOOL FOR VISITORS/CONTRACTORS/AGENCY WORKERS

Visitors/Contractors/Agency workers must complete YOUR COMPANY NAME HERE COVID-19 Screening prior to arrival at the facility. The following questions must be answered either electronically or by phone:  
a. Have you, someone living in your household, someone with you have been in close or frequent contact with, or someone you are caring for been diagnosed with COVID-19 (coronavirus 2019) or had any contact with a confirmed case of COVID-19? 
b. In the last 14 days, have you or someone living in your household, or someone with you have been in close or frequent contact with, or someone you are caring for returned from international travel? 
c. Do you currently have, or have you had, within the last 24 hours, any cold or flu symptoms with a fever greater than 38.0°C or 100.4°F or acute respiratory distress (e.g., shortness of breath and coughing)? 
If they are allowed to visit following the screening and their visit is deemed to be essential to run the business, the visitors/contractors/agency workers must provide: 
1) Name; 
2) Point of contact; and 
3) Estimated arrival or appointment time for all visitors/contractors/agency workers at least 24 hours in advance of the visit, except for emergency repairs.  


