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Commitment to Health and Safety 
NPA Ltd. is committed to the provision of a safe and healthy work environment to all our 

employees, clients and business partners. During the Covid-19 Pandemic, our objective is to 

develop an action plan that will protect and maintain the Health and Safety of all employees, 

visitors, the public and contractors in the vicinity of all NPA Ltd. worksites including their 

physical, psychological and social well-being.  

NPA Ltd. is also committed to the continuance of delivery of services to our clients in a 

manner that will ensure the safety of all. This continuity will be developed on guiding 

principles of Prevention of Infection, Response if infection is discovered, and Recovery to 

ensure projects are completed with as minimal delay as possible if our workforce or supply 

chains are impacted by situations beyond our immediate control. 

About this Guidance Document 
This Guidance Document provides a framework for the development, implementation, and 

sustainability of a unified, consistent response to an infectious disease contamination at NPA 

Ltd.  

Adoption, Review, and Communication of the Guidance Document 
The Crisis Management Team regularly reviews this document to ensure its currency, 

suitability and effectiveness. Any material changes are communicated to senior management 

for sign-off. It is stored in a corporate location available to all team members. 

Infectious Disease Management Capability  

NPA Ltd. is responsible for maintaining an incident management capability to identify, 

monitor, respond to, and recover in a timely manner from threats that may threaten our team 

members or disrupt operations. Various NPA Ltd. teams are charged with incident 

management responsibilities to address different types of threats, including threats to 

staffing, the telecommunications network, IT systems, supply chain and security. The Crisis 

Management Team (CMT) is responsible for strategically managing infectious disease 

incidents that are beyond the scope, mandate, or capabilities of regular operations to the 

extent that they require the coordinated management of response operations across business 

units, the determination of priorities, the management and procurement of resources, or the 

harmonized dissemination of internal and external communications.  

Scope 
All NPA Ltd. business units are covered by the guidance document. Colas Canada’s infectious 

disease management is managed separately by Colas Canada Inc., with support provided by 

the regional subsidiaries when required. 
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Guidance Document Assumptions  
The guidance document is based on the following assumptions.  

 The safety and well-being of team members is the first priority  

 The guidance document has the support of the NPA Ltd.  Management team and the 

Colas Canada Crisis Management team, who authorize the resources required to 

develop and sustain the guidance document 

 Any infectious disease contingency plans must be in compliance with all applicable 

corporate policies, including security, privacy and ethics governance  

 Team members assigned to planning and incident management roles have sufficient 

authority, training, and resources  

 Team members in incident management roles have alternates assigned as appropriate 

to ensure that their business areas will be appropriately covered during extended 

incidents  

 Infectious disease contingency plans are regularly reviewed and exercised to ensure 

their currency, suitability, and viability in a disruptive incident  

 Plans and critical supporting documentation are appropriately stored so that they will 

be available to applicable team members during a disruptive incident 

Planning Assumptions  

Infectious disease planning at NPA Ltd. is based on the assumptions listed below. These 

assumptions are based on information from external sources including medical experts, the 

Public Health Agency of Canada (PHAC), the World Health Organization (WHO), and others. 

Historical information indicates that Infectious disease outbreaks typically have the following 

characteristics, though each event will have unique characteristics. 

Assumptions about Viruses 
 An infectious disease outbreak could strike at any time of year 

 An infectious disease outbreak is an inevitability, though it is difficult to make long-

term predictions of when it might occur  

 Unlike other disasters, an infectious disease outbreak may touch everyone in every 

part of the country, and every part of the world  

 An infectious disease outbreak may affect regions of Canada and the world differently 

in terms of timing, severity, and duration. Some regions may be hit earlier, longer, or 

harder 

 An infectious disease may be highly contagious and spread quickly, depending on the 

specific strain and virulence 

 A primary means of spreading a virus is through droplets (cough, sneeze). Most 

viruses can live on hard surfaces for up to 72 hours. Each virus has its own 

characteristics, so NPA Ltd. will seek qualified medical guidance in each instance 

 An effective vaccine takes 9-12 months to produce and will be limited in terms of 

mass availability; anti-viral effectiveness may be limited 
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Impacts to Infrastructure and Community 
 Schools may be closed forcing parents to stay home and care for children  

 Public transportation may be impacted affecting team member attendance at work 

 The health system may be overwhelmed, especially testing facilities 

 Transportation disruptions—delivery of supplies and materials, border closures, etc.–

may occur  

 Telecommunications and other critical infrastructure may face service degradations 

due to reduced maintenance as a result of infected employees  

Business and Workforce Impacts  
 All businesses, hospitals and government agencies will feel the effects of an infectious 

disease outbreak 

 Businesses with regional offices may need to consider rotating service delivery from 

hard hit areas to virus-free areas, or areas that have been declared to be in a 

transition or inter-pandemic phase 

 The infectious disease outbreak will similarly impact supply chains. Some goods may 

be in high demand and difficult to obtain (particularly, masks and gloves); logistics 

may also be impacted  

 Organizations may face significant financial impacts, such as increased bad debt due 

to business customers impacted by infectious disease outbreak 

 A large percent of employees are likely to become ill at some time during the 

estimated eight weeks of the infectious disease outbreak; however, total absenteeism 

during an infectious disease outbreak may be as high as 50 percent of employees 

(including those who are ill as well as those who are care givers for family members 

and cannot come to work or are in fear of attending) 

 Every person who becomes ill is expected to miss several days of work  

 

Assumptions for NPA Ltd. 
 NPA Ltd. will leverage the Infectious Disease Planning Framework, and develop 

infectious disease checklists to support the management of the impacts of an 

infectious disease outbreak 

 NPA Ltd. will monitor health threats and their potential impacts on the organization 

 NPA Ltd. will develop processes to monitor absenteeism and manage resources in an 

infectious disease outbreak 

 NPA Ltd. will implement policies, strategies, and initiatives to mitigate or prevent the 

spread of the virus in the workplace in a pandemic threat or infectious disease 

outbreak  

 Team members may be re-assigned to backfill critical functions  

 Work-from-home strategies by NPA Ltd. and other organizations may impact normal 

network traffic patterns. 
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About Coronaviruses and Covid-19 
Coronaviruses are a large family of viruses. Some cause illness in people and others cause 
illness in animals. Human coronaviruses are common and are typically associated with mild 
illnesses, similar to the common cold. 

COVID-19 is a new disease that has not been previously identified in humans. Rarely, animal 
coronaviruses can infect people, and more rarely, these can then spread from person to 
person through close contact. 

There have been 2 other specific coronaviruses that have spread from animals to humans and 
which have caused severe illness in humans. These are the: 

1. Severe Acute Respiratory Syndrome coronavirus (SARS CoV) 
2. Middle East Respiratory Syndrome coronavirus (MERS CoV) 

Know the Symptoms of Covid-19 
Those who are infected with COVID-19 may have little to no symptoms. You may not know 

you have symptoms of COVID-19 because they are similar to a cold or flu. 

Symptoms may take up to 14 days to appear after exposure to COVID-19. This is the longest 

known infectious period for this disease. Health officials are currently investigating if the virus 

can be transmitted to others if someone is not showing symptoms. While experts believe that 

it is possible, it is considered to be rare. 

Symptoms have included: 

 Fever 

 Cough 

 difficulty breathing 

 pneumonia in both lungs 

If you have symptoms: 
Anyone who has symptoms, including cough, runny nose, fever or sore throat, must also self-

isolate for 14 days. Please do not visit a hospital, physician’s office, lab or healthcare facility 

without consulting Health Link (811) first. 

Self Isolation Fact Sheet: https://open.alberta.ca/dataset/44e7c639-7bb6-4bb4-9138-

1abf5c56a7b8/resource/91cd86ac-7eaf-4376-9f9a-0b600a9af2fa/download/health-self-

isolation-information-sheet.pdf  

If you need immediate medical attention, call 911 and advise them that you may have COVID-

19 

If you have no symptoms or exposure concerns, but have questions about COVID-19 or novel 

coronavirus, please visit the following resources: 

https://www.canada.ca/en/public-health/services/diseases/coronavirus.html
https://www.canada.ca/en/health-canada/services/health-concerns/diseases-conditions/sars-severe-acute-respiratory-syndrome.html
https://www.canada.ca/en/public-health/services/diseases/middle-east-respiratory-syndrome-mers.html
https://open.alberta.ca/dataset/44e7c639-7bb6-4bb4-9138-1abf5c56a7b8/resource/91cd86ac-7eaf-4376-9f9a-0b600a9af2fa/download/health-self-isolation-information-sheet.pdf
https://open.alberta.ca/dataset/44e7c639-7bb6-4bb4-9138-1abf5c56a7b8/resource/91cd86ac-7eaf-4376-9f9a-0b600a9af2fa/download/health-self-isolation-information-sheet.pdf
https://open.alberta.ca/dataset/44e7c639-7bb6-4bb4-9138-1abf5c56a7b8/resource/91cd86ac-7eaf-4376-9f9a-0b600a9af2fa/download/health-self-isolation-information-sheet.pdf
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https://alberta.ca/covid19 – Learn about COVID-19 and actions being taken to protect the 

health of Albertans 

https://www.albertahealthservices.ca/topics/Page16997.aspx – Information for Albertans and 

Health Professionals 

https://www.albertahealthservices.ca/assets/info/ppih/if-ppih-ncov-2019-public-faq.pdf - 

Frequently asked questions 

Health Hygiene 

Limit potential spread by practice proper hygiene techniques at all times 

 Wash your hands frequently using soap and water, preferably a gel-based hand 
sanitizer with at least 60% alcohol content 

 Stay home if you are sick (so you do not spread the illness to other people). 
 Use a tissue, or cough and sneeze into your arm, not your hand. Turn away from other 

people 
 Use single-use tissues. Dispose of the tissue immediately. 
 Wash your hands after coughing, sneezing or using tissues 
 Do not touch your eyes, nose or mouth (viruses can transfer from your hands and into 

the body) 
 Do not share cups, glasses, dishes or cutlery 

Infection Prevention Measures implemented at NPA Ltd. 
All employees 

 We have adopted a “no hand-shake policy” 

 We have asked any employee not feeling well to stay at home if you have symptoms, 
and call Health Link 811 as well as your Human Resources Representative 

 We have limited business travel to only that essential to operating our business, and to 
conduct meetings by phone or video wherever possible 

 We have suspended all planned training events, seminars and conferences that were 
scheduled in the month of March and April. As the pandemic evolves, we will be 
reviewing whether employee attendace will be permitted for other such events into 
May and beyond 

 As per Alberta’s Chief Medical Officer of Health, Dr. Hinshaw advises on March 12th, 
2020, those travelling outside the country need to self-isolate for 14 days upon their 
return, no matter where they were travelling.  Upon your return call your Human 
Resources Representative and your direct supervisor  

 Staff that are able to are being encouraged to work from home or remotely. We have 
reinforced our remote working capability and are continually working to make remote 
working easier and more accessible 

https://alberta.ca/covid19
https://www.albertahealthservices.ca/topics/Page16997.aspx
https://www.albertahealthservices.ca/assets/info/ppih/if-ppih-ncov-2019-public-faq.pdf
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Deliveries to Office and Shop 

 Access to the office, warehouse and shop by third parties making deliveries has been 
restricted.  

 Doors will remain locked with a posted contact number to gain access. Deliveries are 
to be left in the foyer and will be collected after departure.  

 There will be no signing for deliveries and hygiene practices are mandatory after 
handling 

Work from Home Security 

 Working from home brings risks to the NPA Ltd. organization. Workers must respect 
strict security rules to ensure they don’t introduce viruses to our system 

 With many homes having children/teenagers it is imperative that you logout from the 
Cisco AnyConnect VPN system every time you leave your computer 

 The risk of phishing or other attacks is on the increase as the hackers are literally 
seeking to exploit the situation 

 

Office and fixed locations, including Asphalt Plants, Shop and Project Trailers 
 Daily sanitizing of office, shop and project trailers by cleaning staff 

 Employees shall not share pens for signing documents 

 Plant personnel will sanitize daily common surfaces such as handrails, door handles, 

light switches and bathroom fixtures. 

 Additional fixed hand sanitizer stations have been provided in the office, shop and 

project trailers 

 Job toolbox meetings to be held with appropriate social distancing or have 

Workers call in. No signatures or transfer of documents. Site Supervisor signs on the 

crews behalf 

 FLRA’s will be placed in a box and not handed directly from the worker to the 

Supervisor. Supervisor sign-off is not required during shift to minimize exchange of 

papers and potential spread of virus. Paperwork will not be collected for a minimum of 

24hrs after deposit at which time the Supervisor can review and sign-off. Employees 

shall not share pens for completing FLRA’s 

 Social distancing will be mandatory at all times (i.e. stay at least 2 meters away from 

any person, avoid any gather of 10 people or more). To be most effective, these social 

distancing measures must: 

o Be undertaken when the contagion is still weak; which is the current case in 

Canada today; (As of March 25, Public Health Agency of Canada has assessed the 

public health risk as high). 

o Be strictly followed by everyone 

 Gatherings or meetings of more than 10 people will not be allowed at any NPA Ltd.  

office, Shop, project site or plant facility 
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Office and fixed locations (continued) 

 Allowance of staff to eat at their desks and having staggered breaks to avoid crowded 

lunch rooms 

 Meetings will be held in boardrooms that can accommodate the minimum social 

distancing requirements 

 Remove all personal effects from desks in order to facilitate cleaning  

 Remove all personal effects from common areas (kitchens, etc.) 

 Gyms (in offices) are not to be used effectively immediately 

 If possible, keep your office or workspace unlocked for cleaning staff 

 Wipe all surfaces with provided wipes located in business centers 

 

Shop and Parts Room  
 Access to the warehouse and parts room is restricted to only warehouse and parts 

room personnel 

 Prior to picking orders, the warehouse or parts room attendant will thoroughly clean 

their hands with provided hand sanitizer 

 There will be no direct handing of parts or materials from person to person. Items will 

be placed on the counter for collection. The counter will be sanitized several times 

throughout the day 

 

Mobile Worksites 
 All crews will be provided with disinfectant wipes for the purpose of cleaning 

equipment, tools, vehicle door handles & steering wheels, etc. throughout their shift 

 Hand sanitizers will be provided to every crew, based on available supplies 

 No more than one employee is permitted within a company vehicle. Employees 

required to bring their personal vehicles to work will be permitted mileage as per 

company guidelines 

 Job toolbox meetings to be held outside, with appropriate social distancing or have 

     Workers call in.  

 No signatures required on paper or PAD’s or transfer of documents. Site Supervisor 

signs on the crews behalf 

 Packing slips and truck tickets will be placed in a box and not handed directly from one 

person to another. Paperwork will not be collected for a minimum of 24hrs after 

deposit 

 FLRA’s will be placed in a box and not handed directly from the worker to the 

Supervisor. Supervisor sign-off is not required during shift to minimize exchange of 

papers and potential spread of virus. Paperwork will not be collected for a minimum of 
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24hrs after deposit at which time the Supervisor can review and sign-off. Employees 

shall not share pens for completing FRLA’s 

 

 

Mobile Worksites (continued) 
 There will be circumstances where employees must be in contact closer than 2 meters 

due to the nature of the work. These will be analyzed on a per-case basis and additional 

control measures put in place. These will include; 

o Always: N95 Masks (reference NPA Ltd.  Policy on Respiratory Protective 

Equipment)  ***Based on available supplies*** 

o Sometimes: Disposable latex or nitrile gloves 

o Rarely: Disposable Tyvek suits 

Site Access: 
 Post signs at all site entrances that say, “Site Sign in/out by texting Supervisor at (xxx) 

xxx – xxxx 

 PM to update sign-in log regularly throughout the day to know who is at site. 

 All site orientations to be done verbally without signature outside the job trailer. The 

PM to maintain a list of attendees 

 No transfer of papers. Site supervisor to sign on their behalf. 

Response Measures to potential or confirmed exposure or cases of 
Covid-19 
 

Potential Exposure 
 If you have had contact with someone who is being tested or has been confirmed of 

COVID-19:   DO NOT GO TO WORK.  Contact your Supervisor and Human Resourses 
Representative to discuss the situation. Be prepared that you may be required to self-
isolate and work from home (if possible) until results are confirmed. 

 Any employee who has or is showing symptoms, including cough, runny nose, fever or 
sore throat, must self-isolate for 14 days. Please do not visit a hospital, physician’s 
office, lab or healthcare facility without consulting Health Link (811) first.  

 These measures will apply for anyone who was in prolonged and direct contact (within 
2 metres) with an ill person up to 14 days prior to the onset of symptoms, or after the 
onset of symptoms 

 

Confirmed Exposure or Diagnosis 

 NPA Ltd.  takes seriously its legal obligations of an employees right to know as outlined 
in the Alberta Occupational Health & Safety Act. A confirmed case of Covid-19 by any 
employee will immediately be communicated to all internal staff as well as clients 
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who’s sites the employee attended. An investigation into the employees business 
activities will be conducted to determine who they made direct contact with prior to 
the confirmation and the identified people will be asked to contact Alberta Health 
Services and self-isolate. 

 Their workspace, common areas and any other surfaces they may have come into 
contact with will be cleaned and sanitized beyond the standard daily cleaning 

 Out of an abundance of caution, we will be isolating all team members from the 
affected area, as well as from necessary surrounding areas 

 

Employee requires leave to care for family member sick with an Infectious 
Disease 

 The employee is to contact their Human Resources Representative and supervisor 

 Before their return to work, they will need to comply with any prescribed self-isolation 

period, which begins after the ill person has received medical clearance. 

 The employee is requested to keep HR and their supervisor updated on the situation 

 If NPA Ltd. mandates that employees are required to practice self-isolation they will be 

paid for shifts scheduled and missed during this isolation period in accordance with 

current Company guidelines 

References 
 

Public Health Agency of Canada - https://www.canada.ca/en/public-health.html 

Alberta Health Services - https://www.albertahealthservices.ca/ 

Alberta Construction Association - PANDEMIC PLANNING FOR THE CONSTRUCTION 

INDUSTRY. Version 1.0 – March 19th, 2020 
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Self-Isolation Information Sheet 
Why am I being asked to self-isolate?  Self-isolation can help prevent the spread of 

infections, such as novel coronavirus (2019-nCoV).  
When you are exposed to an illness, there is a time 
between the exposure and when you start to feel 
sick. This is known as the incubation period (usually 
2 to 10 days for 2019-nCoV, and up to a maximum of 
14 days).  
There is a very small chance that you can spread the 
germs during this time (the few days before a feeling 
of sickness starts).  
More importantly, staying home means that if you do 
start to feel sick, you won’t run the risk of this 
happening while you are in a public place. Self-
isolation is a cautious action used to lower the 
chance that the virus could spread to others.  
It is important to remember that not everyone who is 
exposed will get sick, and anyone who feels well for 
the full 14 days after an exposure of concern is not 
considered to be infectious.  

What does self-isolation mean?  Self-isolation means avoiding situations where you 
could infect other people.  
This means all situations where you may come in 
contact with others, such as social gatherings, work, 
school/university, child care, athletic events, faith-
based gatherings, healthcare facilities, grocery 
stores, restaurants, shopping malls, and any public 
gatherings.  
You should, (where possible) not use public 
transportation including buses, taxis, or ride sharing.  
As much as possible, you should limit your contact 
with people and avoid having visitors to your home, 
but it is okay for friends, family or delivery drivers to 
drop off food or other things you may need.  
You can also use delivery or pick up services for 
errands such as grocery shopping.  
If you need to leave your home for an urgent errand, 
such as picking up essential medication, as a 
precaution to further reduce risk of spread, you can 
wear a surgical mask while you are out.  

What else can I do to stop the spread of 
infection?  

Wash your hands  
Wash your hands often and thoroughly with soap and 
water for at least 20 seconds. You can use a hand 
sanitizer if soap and water are not available and if 
your hands are not visibly dirty. Avoid touching your 
eyes, nose, and mouth with unwashed hands.  
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Working from Home 

Now that many N.P.A. Ltd. employees, have begun working remotely, a computer workstation may look more 

like a laptop computer on a couch, bed, or kitchen table. As comfortable as some options may sound, using an 

improper workstation setup for an extended duration can cause awkward posture which can increase the risk of 

ergonomic related issues.  

Many of us likely do not have the same workstation setup at home that is available in our typical offices. Review 

the simple tips below to modify your home workstation, using items you may already have in your home: 

Workstation Setup/Posture Tips 

 When using your computer: 

 Use a good chair if possible. If you don’t have a good chair, add pillows for back/leg 
support. If you have an active back mechanism on your chair, change the position to 
support your back. If your chair has armrests, adjust them so your shoulders are 
relaxed.  

 Raise your chair as most kitchen tables and desks are too high. Use a pillow as a seat 
cushion if needed. Support your lower back, pelvis and the natural curve of your 
spine.  

 Support your feet on a large book, step stool, etc., if they don’t firmly touch the 

ground while sitting. Your thighs should be resting horizontally with a       90 - 110 
angle at the hips.  

 Raise your monitor using books, old shoe boxes, etc. The top of the monitor should 

be at or slightly below eye level, shoulders relaxed with the elbows around 90. Keep 
your head upright over your shoulders in a comfortable position, with your eyes 
looking slightly downward. 

 Keep your wrists in a neutral (straight) posture. Keep your forearms held 

horizontally, elbows bent about 90 or slightly greater with your shoulders and 
upper arms relaxed. 

Rearrange Your Home Workstation 

Move documents, phone, books, pens and other work materials at your home workstation that are in the way of 
you not attaining a proper posture.   

Pauses and Breaks 

No matter how perfect the environment, prolonged static postures will inhibit blood circulation in the body.  

Remember to:  

 

 Take 1-2 minutes to stretch every 20-30 minutes. 

 After each hour of work, take a break or change tasks for at least 5-10 minutes.  

 Avoid eye fatigue by resting and refocusing your eyes periodically. 

 


