










Behchoko Probation Office – COVID 19 
 

Commencing Monday, July 13, 2020 staff protocol will include: 
 
 
OFFICE SETUP: 

 Distances of 6 feet are to be maintained within the office 
 X’s will be labelled on the floor and in each office (indicating 6 feet) 
 COVID signage (symptoms/precautions) will be placed in main lobby 
 COVID signage (symptoms/precautions) will be placed in office hallway 
 Signage indicating maximum of two people will be placed in lobby 
 Signage indicating client will only be seen by appointment placed in lobby 
 X’s will be placed on lobby floor for chairs (two chairs, 6 feet, no cloth) 
 Signage will be placed in kitchen (one person at a time/sanitize after) 
 Signage will be placed on photocopier (one person at machine/sanitize after) 
 PPE – gloves, masks, sanitizing wipes (in each office) 
 If 6 feet cannot be maintained in an area, staff are to wear masks 

 
 
CLIENT MEETING: 

 All client meetings will be in the enclosed interview room (no contact) 
 Client meetings will be scheduled in conjuction with the other Probation 

Officer using half hour slots (on the hour and 30 mins past the hour) to 
ensure a proper visit and allow for sanitization (room and lobby area) before 
the next client arrives  

 
 
GENERAL PUBLIC ADMITTANCE: 

 Should a member of the public (water delivery, maintenance, etc) need to 
enter the physical office the following must occur;  

o 1) fill out WSCC Client Screening Form  
o 2) complete temperature check  
o 3) be provided with alcohol based hand sanitizer  
o 4) be provided with mask to wear  
o 5) PO will direct public person where to walk (in office) 
o 6) PO will walk public person out (ensure mask is discarded in lobby) 

 
 
 
 
 



CLEANING: 
 Each Probation Office is to be sanitized daily (respective PO) 
 Lobby and intake room is to be sanitized after EACH visit (respective PO) 
 All areas entered by the public are to be sanitized after EACH visit  
 Kitchen area is to be sanitized after each use (taps, fridge, dishware, table) 
 Photocopier to be sanitized after each use 

 
 
OTHER: 

 Court attendance/duty travel will have its own guidelines and policies 
 PSR’s will be completed by telephone  
 Work cell phones will be maintained week days by Yellowknife Admin  
 Risk assessments will be completed by telephone (or in intake room if 

telephone will not suffice) 
 Work vehicle  – both staff wear masks / one sits in front and one sits in back 
 Both staff have been trained and signed off Template Training 
 Both staff have been provided with WSCC Worker Screening Forms for daily 

check in upon arrival to work (to be forwarded to Regional Manager daily) 
 Community visits with client will only be considered if mask is worn 

throughout and social distancing is maintained 
 Washroom use is under discussion with building management (due to public 

use and overall cleaning protocol) 
 

 
 
 
 
 



Shortness of breath or Fever

COVID-19  
Symptom Screening Tool

Use this COVID-19 screening tool before going to work

 

 
 

 
 

home and contact public health for next steps. 

1.

ONE or more

 
home and contact public health for next steps. 

Loss of sense of taste 

3. TWO or more

 
home and contact public health for next steps.

My local public health/health centre phone number: 

Sore throat Diarrhea
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Inuvik Region Probation  

Return to Office Protocol COVID 19 
 

All staff members are expected to review and adhere to this protocol. Should there be 
any concerns with the implementation this needs to be brought to the Managers 
attention for a decision.   
 
Office Set Up: 

 Waiting room chairs will be removed in all Probation Suites 
 Only wipeable chairs will be used in client interview rooms 
 Probation staff will ensure they have an inventory of the following items on site at 

all times in each of the 7 offices as well as any borrowed office space:  
 Gloves 
 masks  
 alcohol-Based Hand Sanitizer  
 disinfectant wipes  

 
Client meetings: 

 Staff will make efforts to avoid having more than one client/meeting booked (on 
site) at the same time 

 Staff are to see client as soon as possible to avoid unnecessary build up in the 
waiting room 

 Staff are to provide any person entering the probation suite with hand sanitizer 
and direction to apply the hand sanitizer. Where possible, hand sanitizer will be 
passed under the transaction window to avoid having staff done PPE to enter the 
waiting room.    

 All clients should be met with in a room with a physical barrier (ie. Transaction 
window/lexan). (Norman wells: waiting room) 

 In circumstances where a physical barrier is not available, prior to entrance the 
staff member will  

 Complete the client screening form (Submit to Supervisor)  
 Take clients temperature 
 Provide the client with a mask and instruct them to put it on 
 Done PPE provided  
 Ensure a 6 foot distance is maintained 

 
Cleaning 
 

 To clean using a dilution of bleach and water or Lysol/bleach wipes to wipe down 
surfaces, using latex gloves. 
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 Staff will clean any equipment/surfaces, used by more than one staff, 
immediately after use.  Surfaces include: photocopier, microwave, kettle, fridge, 
cabinet handles, alarm, door knobs, shredder, door knobs, light switches, 
bathroom, etc. 

 Staff will clean ALL areas of the probation suite once each day.  Staff in the 
Inuvik Regional Office will follow the attached cleaning zone checklist; community 
staff should use this as a tool. 

 Immediately after a client has left, the probation office will clean the area in which 
the client came into contact with (chairs, door knobs, tables, etc).  Staff will 
ensure that no other person will be allowed in the space until this has been 
completed. 

 
Social Distancing 

 No more than 1 person at a time should be in the common areas (washrooms, 
kitchen area, file room, copier rooms) unless a distance of 6 feet can be 
maintained at all times.   

 Markings (tape) will be placed on the floor to assist with visually identifying a 
distance of 6 feet 

 In the event that a distance of 6 feet cannot be maintained staff will done a mask 
 
Other 

 All staff will complete training and complete worker screening each day 
 All Probation staff will be familiar with and support any requirements set out by 

the courts during which time they are attending court  
 Public washrooms will be kept closed. Should there be an unexpected situation 

that requires use of the washroom, staff will place sign on door asking for the 
washroom to be cleaned and remove the sign once it has been cleaned 

 Whenever staff are on duty travel, attending court or other functions outside of 
the office they are required to carry Lysol wipes, face masks and gloves 

 Individual plans will be made for any travel to communities in which a physical 
barrier (transaction glass/lexan) is not available in the probation suite.  This 
includes: Aklavik, Uluhaktuk, Paulatuk, Sachs, Tsiighetchic, Tulita, Deline and 
Colville Lake. These plans require the approval of the Regional Manager in 
advance.  
 
 

Nancy Chinna, Regional Manager, Probation 
Date: July 10, 2020 
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Inuvik Region Probation - Protocol COVID 19 
Revision Date: August 19, 2020 

All staff members are expected to review and adhere to this protocol. Should there be any 
concerns with the implementation this needs to be brought to the Managers attention for a 
decision.   

This protocol is separated into two sections (A and B) with each of the 13 communities 
categorized as A or B.   
 
Section A applies to communities in which there is a designated Probation Suite 

 Inuvik,  
 Fort Good Hope 
 Norman Wells 
 Tuktoyaktuk  
 Fort Mcpherson 

 
Section B applies to communities with probation offices (not suites) without a secure 
interview room and communities without a designated probation office 

 Tulita (designated probation office) 
 Deline (designated probation office) 
 Paulatuk 
 Sachs Harbour  
 Ulukhaktok 
 Aklavik 
 Tsiigehtchic 
 Colville Lake  

 
 
SECTION A:  
Communities in which there is a designated Probation Suite (Inuvik, Fort Good Hope, 
Norman Wells, Tuktoyaktuk and Fort Mcpherson) 

Office Set Up: 
 Waiting room chairs will be removed in all Probation Suites 
 Only wipeable chairs will be used in client interview rooms 
 Staff will ensure they have an inventory of the following items at all times in each 

office:  
 Gloves 
 masks  
 alcohol-Based Hand Sanitizer  
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 disinfectant wipes  
 Staff will ensure that designated signage and this protocol is posted in each 

probation suite (interview rooms/waiting room/staff area)  

Client meetings: 
 Staff will make efforts to avoid having more than one client/meeting booked (on 

site) at the same time 
 Staff are to see client as soon as possible to avoid unnecessary build up in the 

waiting room 
 Staff are to provide any person entering the probation suite with hand sanitizer and 

direction to apply the hand sanitizer. Where possible, hand sanitizer will be passed 
under the transaction window; otherwise staff will done PPE to enter the waiting 
room and provide hand sanitizer.    

 All clients should be met with in a room with a physical barrier (ie. Transaction 
window/lexan). (Norman wells: waiting room) 

 Should a situation arise where a physical barrier is not available, prior to permitting 
entrance the staff member will  

 Complete the client screening form (Submit to Supervisor)  
 Take clients temperature 
 Provide the client with a mask and instruct them to put it on 
 Done PPE provided  
 Ensure a 6 foot distance is maintained 

Cleaning 

 To clean using a dilution of bleach and water or Lysol/bleach wipes to wipe down 
surfaces, using latex gloves 

 Staff will clean any equipment/surfaces, used by more than one staff, immediately 
after use.  Surfaces include: photocopier, microwave, kettle, fridge, cabinet handles, 
alarm, door knobs, shredder, door knobs, light switches, bathroom, etc. 

 Staff will clean ALL areas of the probation suite once each day.  Staff in the Inuvik 
Regional Office will follow the attached cleaning zone checklist; community staff 
should use this as a tool 

 Immediately after a client has left, the probation office will clean the area in which 
the client came into contact with (chairs, door knobs, tables, etc).  Staff will ensure 
that no other person will be allowed in the space until this has been completed. 

 
Social Distancing 

 No more than 1 person at a time should be in the common areas (washrooms, 
kitchen area, file room, copier rooms) unless a distance of 6 feet can be maintained 
at all times.   

 Markings (tape) will be placed on the floor to assist with visually identifying a 
distance of 6 feet 

 In the event that a distance of 6 feet cannot be maintained staff will done a mask 
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Other 
All staff will complete training and complete worker screening each day

 All Probation staff will be familiar with and support any requirements set out by the 
courts during which time they are attending court  

 Public washrooms will be kept closed. Should there be an unexpected situation that 
requires use of the washroom, staff will place sign on door asking for the washroom 
to be cleaned and remove the sign once it has been cleaned 

 Whenever staff are on duty travel, attending court or other functions outside of the 
office they are required to carry Lysol wipes, face masks and gloves 
 
 
 
 

SECTION B:  
Communities with probation offices (not suites) without a secure interview room 
(Tulita and Deline) or communities without a designated probation office:  

 Paulatuk – Visitor Centre 
 Sachs Harbour - TBD 
 Ulukhaktok - Hamlet 
 Aklavik – Buck Storr Building  
 Tsiigehtchic - TBD 
 Colville Lake - TBD 

 
Office Set Up: 

 staff will ensure they have an inventory of the following items with them at all 
times:  

 Gloves 
 masks  
 alcohol-Based Hand Sanitizer  
 disinfectant wipes  
 thermometer 
 forms: client screening form, worker screening form 

 Staff will ensure that designated signage as well as this protocol is posted in each 
probation office (Deline/Tulita) 
 

Client meetings: 
 Staff will make efforts to avoid having more than one client/meeting booked (on 

site) at the same time 
 Staff are to see client as soon as possible to avoid an unnecessary build up in the 

waiting area  
 Staff are to provide any person entering with hand sanitizer and direction to apply 

the hand sanitizer  
 Prior to meeting the staff member will  

 Complete the client screening form (Submit to Supervisor)  
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 Take clients temperature 
 Provide the client with a mask and instruct them to put it on 
 Done PPE (mask) 
 Ensure a 6 foot distance is maintained 

Cleaning 

 To clean using a dilution of bleach and water or Lysol/bleach wipes to wipe down 
surfaces, using latex gloves 

 Staff will clean equipment/surfaces used by more than one person immediately 
before and after use   

 Immediately after a client has left, the staff will clean the area in which the client 
came into contact with (chairs, door knobs, tables, etc).  Staff will ensure that no 
other person will be allowed in the space until this has been completed. 

 
Social Distancing 

 No more than 1 person at a time should be in the common areas  unless a distance of 
6 feet can be maintained at all times 

 In the event that a distance of 6 feet cannot be maintained staff will done a mask and 
practise good hand sanitation  

 
Other 

 All staff will complete training and complete worker screening each day 
 All Probation staff will be familiar with and support any requirements set out by the 

courts during which time they are attending court  
 Whenever staff are on duty travel, attending court or other functions outside of the 

office they are required to carry Lysol wipes, face masks and gloves 
 
 
 

Nancy Chinna, Regional Manager, Probation 
Date: August 19, 2020 
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Inuvik Probation Office Cleaning Zones & Schedule 
Each zone is to be cleaned DAILY 
 
Zone 0 – Individual offices (ALL STAFF) 

� Pens 
� Stapler, hole punch 
� Keyboard, mouse 
� Telephone  
� Inside/outside door handles 
� Chairs  

 
Zone 1 – program room (NANCY) 

� Sink taps 
� Kettle 
� Cupboards 
� Door handles (to main office space and exit/entry) 
� Light switch  

 
Zone 2 – photocopy room & inside secure interview room (DONNA) 

� Photocopier screen and tray handles and lid 
� Light switches  
� Inside/outside door handles 
� Chair  
� Counter  

 
Zone 3 – kitchen & service window area (BRITTENIE) 

� Microwave  
� Kettle 
� Sink tap 
� Cupboard handles  
� Shredder button  
� Stapler, hole punch, items on file cabinet  
� Service window counter, tray, and entry buttons  
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Zone 4 – waiting room & secure interview client entry room (ALEX) 
� Countertops 
� Inside/outside door handles  
� Pens  
� Chair  
� Security keypad  
� Light switches  

 
Zone 5 – unsecure interview room (OBINNA) 

� Inside/outside door handles 
� Light switches 
� Table 
� Chairs 
� Light switch  

 
Zone 6 – file room & hallway  (BRITTNEY) 

� Inside/outside door handles 
� Light switches  
� File cabinet handles  
� Supply cabinet handles 

 
 



 

 | 
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Cindy Caudron,  
Regional Manager – South Slave Region 
Date: January 28, 2021 

Hay River / Deh Cho Regions 
Probation - Protocol COVID 19 

Revision Date: January 28, 2021 

All staff members are expected to review and adhere to this protocol. Should there 
be any concerns or questions, please direct them to the Regional Manager.  
 
Office Set Up: 

 Waiting room chairs will be removed in all Probation waiting rooms 
 Only chairs that can be readily cleaned (non-fabric, plastic) will be used in the 

intake room 
 Staff will ensure they have an inventory of the following items at all times in 

each office:  
 Gloves and masks  
 alcohol-Based Hand Sanitizer  
 disinfectant wipes  
 Staff will ensure that designated signage and this protocol is posted in 

each probation office (Office entry, waiting room) 
 
Client meetings: 

 Staff will make every effort to avoid having more than one client/meeting 
booked (on site) at the same time.  

 Staff are to see client as soon as possible after arrival. 
 Staff are to provide any person entering the waiting room with direction to 

apply the hand sanitizer. Please ensure a table with hand sanitizer is set up in 
the waiting room to mitigate you having to go in there, otherwise you will 
then need to wear a mask and gloves; 

 All clients must be seen in a room with a physical barrier (ie. Intake room).  
 Should a situation arise where a physical barrier is not available, prior to 

permitting entrance the staff member will:  
 

 Obtain approval from senior probation officer or RM 
  Complete the client screening form (Submit to Supervisor) 
 Take clients temperature 
 Provide the client with a mask and instruct them to put it on 
 Done PPE provided  
 Ensure a 6 foot distance is maintained 

*Hay River Staff are required to complete this list for those who are conducting 
PSR interviews in the boardroom.  
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Cindy Caudron,  
Regional Manager – South Slave Region 
Date: January 28, 2021 

Cleaning: 

 To clean using a dilution of bleach and water or Lysol/bleach wipes to wipe 
down surfaces, using latex gloves. 

 Staff will clean any equipment/surfaces, used by more than one staff, 
immediately after use.  Surfaces include: photocopier, microwave, kettle, 
fridge, cabinet handles, alarm, door knobs, shredder, door knobs, light 
switches, bathroom, etc. 

 Immediately after a client has left, the supervising probation officer will clean 
the area in which the client came into contact with (chairs, door knobs, tables, 
etc).  Staff will ensure that no other person will be allowed in the space until 
this has been completed. 

 
Social Distancing: 
 

 No more than 1 person at a time should be in the common areas (washrooms, 
kitchen area, file room, copier rooms) unless a distance of 6 feet can be 
maintained at all times.   

 Markings (tape) will be placed on the floor to assist with visually identifying a 
distance of 6 feet. 

 In the event that a distance of 6 feet cannot be maintained staff will wear a 
mask. 

 
Other: 
 

 All staff will complete training and complete worker screening each day. 
 All Probation staff will be familiar with and support any requirements set out 

by the courts during which time they are attending court.  
 Public washrooms will be kept closed to the public. 
 When staff are on duty travel, attending court or other functions outside of 

the office they are required to carry Lysol wipes, face masks and gloves. 
 
I have read and understand the protocol.  
 

 
Date      Signature 
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Hay River Probation Office Cleaning Zones & Schedule 
 
Each zone is to be cleaned DAILY 
 
Zone 0 – Individual offices (ALL STAFF) 

� Pens 
� Stapler, hole punch 
� Keyboard, mouse 
� Telephone  
� Inside/outside door handles 
� Chairs  

 
Zone 1 – Kitchen area (Name) 

� Sink taps 
� Kettle 
� Cupboards 
� Door handles (to main office space and exit/entry) 
� Light switch  
� Microwave  
� Kettle 
� Sink tap 
� Cupboard handles  
� Alarm Panel 

 
Zone 2 – photocopy room & inside secure interview room (Name ) 

� Photocopier screen and tray handles and lid 
� Light switches  
� Inside/outside door handles 
� Chair  
� Counter 
�  Shredder button  
� Stapler, hole punch, items on file cabinet  
� Service window counter, tray, phone  
� Computer including key board 
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Zone 3 – waiting room & secure interview client entry room (NAME) 

� Door knobs: outside / inside; 
� Administrative assistant transaction window and slide through; 
� Light switches; 

 
Zone 4 – file room / board room / server room  (NAME) 

� All Inside/outside door handles 
� All Light switches  
� All file cabinet handles  
� Key cabinet 
� Supply cabinet handles 
� All board room chairs (high touch areas) 
� Board room table including trim 

 
 
 



 

You do not need to submit this to WSCC.  
Keep screening information for your records. 

COVID-19  Worker Screening  
Workplaces and workers must follow public health orders 

 NT: https://www.gov.nt.ca/covid-19/en/covid-19 
 NU: https://gov.nu.ca/health/information/covid-19-novel-coronavirus 

Use this form if you need to screen workers before they come to work. You must determine whether the 
worker presents a risk of exposing anyone at the site to COVID-19. 

1. Screen for risks of exposure to COVID-19 according to your Exposure Control Plan 
2. Inform the worker of safe work procedures they must follow: 

a. check in procedure 
b. use of Personal Protective Equipment (PPE) 
c. hand washing or hand sanitizing 
d. cleaning surfaces (before and after use) 
e. controlled movement within the space  
f. check out procedure 

3. Keep worker screening information in your files.  

Worker’s Name: 

Name of person conducting screening:   Self-screen 

Date and time of screening:  At entry of the business 
 Over the phone 

 Email (self-screen) 
 

Supervisor’s name: 

1. Does the worker have any symptoms of COVID-19 (such as cough, fever, difficulty breathing)? 
 No – Proceed to 2.  Yes – Assess the risk and follow your Exposure Control Plan. 

 Inform the worker to follow all relevant public health orders. 
2. Has the worker recently travelled out of the Territory? 

 No – Proceed to 3.  Yes – Assess the risk and follow your Exposure Control Plan.  
 Inform the worker to follow all relevant public health orders. 

3. Does the worker work or volunteer at another work place considered to be high risk? 
 No – Proceed to 4.  Yes – Assess the risk to determine additional safety requirements. 

 Proceed to 4. 
4. Has the worker been in close contact with: 

 someone confirmed to have COVID-19; 
 someone who is being investigated for COVID-19;  
 someone who has symptoms of COVID-19; or, 
 someone who has recently travelled out of the Territory? 

 No – Proceed to 5.  Yes – Inform the worker to follow all relevant public health orders. 
5. Has the worker been informed of safe work procedures for:  

 2-meter distancing  Hand washing or sanitizing  Check in/out process 
 Controlled movement in space  Cleaning surfaces  Use of PPE  

Other considerations: 
 
 
 
 

✔

✔



Shortness of breath or Fever

COVID-19  
Symptom Screening Tool

Use this COVID-19 screening tool before going to work

 

 
 

 
 

home and contact public health for next steps. 

1.

ONE or more

 
home and contact public health for next steps. 

Loss of sense of taste 

3. TWO or more

 
home and contact public health for next steps.

My local public health/health centre phone number: 

Sore throat Diarrhea
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COVID-19 – Hay River Office Movement Procedures 

Commencing July 13, 2020 – All Community Corrections offices will be reopening and staff 
will be returning to work full time. The following guidelines are required to maintain social 
distancing measures which are intended to protect both staff and the public. 

Checklist (To be completed upon return to work): 
 Staff complete training forms (Exposure plan, worker risk assessments, hand 

washing and mask training). 
 Risk Assessment to be completed daily and submitted by 9:00 AM 
 Ensure inventory exists in office of: Gloves, hand sanitizer (alcohol based), 

disinfecting wipes, masks, 
 Fabric surfaces removed. All chairs and surfaces should be easily sanitized.  

Main Building Entry/Exit 

Staff should enter through the front main entryway of the greenway building. The rear 
parking lot entrance is being utilized by other departments that don’t interact with the 
public as frequently as Probation Services. Therefore, to help preserve a sanitary 
environment, staff and clients will utilize the main entryway while the rear door can be 
used by those departments.  (See Figure 1. – attached document) 

Hay River Office Movement 

Staff will need to be cognizant of what 6’/2M separation looks like. Pre-determined 
measurements have been taken to help staff familiarize themselves with standard social 
distancing while working.  (See attached floor plan) 

Every reasonable effort should be taken to prevent inadvertent contact within 6’/2M. As a 
general rule of thumb, all common objects and surfaces within the office should be 
sanitized after use. This includes the alarm pad, door handles, refrigerator/freezer, 
sink, cabinets, coffee machine, condiments, water cooler, Fax machine, Xerox, 
shredder, etc. 

1.) One person may utilize the common area consisting of the fridge/sink/coffee 
machine/ water cooler at one time. Due to the close proximity of the common 
area and adjacent offices, staff will need to wait to enter/exit their office or 
bypass the area if someone is already utilizing the common area. 
Communication will be required to avoid inadvertent contact. (See Figure 2. – 
attached document) 
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2.) The Administrative Assistant workstation is situated in an area that is 10’/3M 
from the wall adjoining the Regional Manager’s office. Staff heading to the 
waiting room or intake room will need to remain close to this wall adjoining the 
RM’s office to avoid closing within 6’/2M of said workstation. If the 
Administrative Assistant is present, communication will be required prior to 
entering that work station area, including use of the fax machine. (See Figure 3. 
– attached document) 

3.) The maximum amount of people who are able to meet within the boardroom 
while maintaining social distancing is four (4). (See Figure 4. – attached 
document) 

 
 
Client Entry into Building  

As of July 13, 2020 – staff may grant access to clients to enter the main building and office. 
Particular attention will be required as to scheduling. At this point in time, no more than 
six clients per day will be granted access to account for sanitization and longer than usual 
reporting appointments. Planning will need to occur between Probation Officers prior to 
scheduling clients into time slots. Clients attending the office will be required to enter 
through the main door as per usual.  
 
Note: As per the COVID-19 Pandemic Planning Occupational Evaluation/Risk Assessment 
for Probation Services, all client interactions ideally will be conducted behind a physical 
barrier, such as the intake room where glass exists. If a physical barrier exists between staff 
and the public, neither the staff member or client is required to don a facemask.  
 
Client Entry into Office  

After entering the main building hallway through the front entrance, clients will enter into 
the main waiting room area. They will be required to lock the waiting room door behind 
them and disinfect their hands utilizing the hand sanitizer station (located in a central 
location in the waiting room so the Admin Asst. can verify that hand sterilization has taken 
place). The client will be directed into the intake room for their scheduled appointment.  
(See Figure 5. – attached document) 

Note: Once a client has entered the waiting room, staff should avoid entry into the waiting 
room from the main office until it enhanced cleaning protocols have been carried out. This 
area will be treated like it is potentially contaminated until it has been rendered sanitized 
by the officer who is supervising that client. The officer who is conducting the reporting 
session will flip the placard mounted on the door from the office to the waiting room to 
“Closed” – to indicate the room is now un-sanitized. This will alert other staff members that 
this room has not been sanitized and is not safe for them, or future clients. 
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All clients must be met with in the intake room, with the exception of the boardroom which 
will be utilized for PSR’s.  

Following the reporting session, the client will leave the office again via the waiting room. 
The Probation Officer who is supervising the client will then carry out enhanced cleaning 
protocols (sanitization). All common surfaces that the client touched will need to be 
sanitized. This includes door handles, chair, hand sanitizer station pump, intake window 
glass – anything the individual may have touched. 

Once enhanced cleaning protocols has been complete, the placard mounted on the door 
between the waiting room and main office will be flipped to the ‘Open’ side, signalling to all 
other staff members that the area has been sanitized and is safe to enter and/or that the 
area is safe for the next client to enter.  

Should staff need to enter the waiting room in-between client visits, they must sanitize 
whatever was touched to ensure the area is safe for the next client. (See figure 6. – 
attached document) 

PSR Interviews  

PSR interviews will be carried out in the boardroom as to not interfere with the intake 
room schedule. As per the COVID-19 Pandemic Planning Occupational Evaluation – any 
member of the public being seen by staff members without a physical barrier (intake room) 
must: 
 

 Complete a WSCC Client Screening Form. This form must be retained. 
 Their temperature must be checked using an infrared thermometer gun aimed at 

the forehead/temporal area.  
 Staff members greeting members of the public in the hallway must wear a mask and 

gloves. 
 Members of the public must don a mask prior to entering. 

 
The above steps must be completed in the hallway before entering. The screening 
form can be completed by phone beforehand in some cases. 
 
Staff may let PSR Interviewee’s in through the rear file room door. (See figure 7. – 
attached document) Once completed, Enhanced cleaning protocols/sanitization 
will be required prior to staff re-entering the boardroom from the main office. A 
placard on the door between the main office and the boardroom will indicate 
whether the area has been sanitized. ‘Closed’ indicates the area has not been 
sanitized, ‘Open’ indicates the area has been sanitized.  
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Public/Contractor Entry:  

At various times, members of the public in a working capacity will be required to enter the 
staff section of office. Examples of this include other GNWT staff from IT Services, 
Infrastructure, etc. They will enter the waiting room area and sanitize their hands. As per 
the COVID-19 Pandemic Planning Occupational Evaluation – any member of the public 
being seen by staff members without a physical barrier (intake room) must: 
 

 Complete a WSCC Client Screening Form. This form must be retained. 
 Their temperature must be checked using an infrared thermometer gun aimed at 

the forehead/temporal area.  
 The visiting contractor will be required to don a mask. Any staff that will be in 

contact with the contractor will be required to don a mask.  
 Enhanced cleaning protocols to be carried out after they depart.  

 
The above steps must be completed in the hallway before entering. The screening 
form can be completed by phone beforehand in some cases. 
 

 
Enhanced Cleaning Protocols: 

Enhanced cleaning protocols will consist of cleaning equipment and surfaces immediately 
after use by staff or clients, by: 

 Sanitation wipes or a combination of water and bleach. 
 Hay River Office to be cleaned daily, including individual offices
 Staff to follow cleaning schedule 

 
 
Other: 

 Probation Staff who are on duty travel, attending court or other functions outside of 
the office are required to carry PPE (Wipes, gloves, mask). 

 Public washrooms will be kept closed. Should there be an unexpected situation that 
requires use of the washroom, staff will place sign on door asking for the washroom 
to be cleaned and remove the sign once it has been cleaned. 

 
 
 
 






































