






















RISK ASSESSMENT 
RISK ASSESSMENT 

TITLE 
COVID-19 Pandemic Planning Occupational 
Evaluation – Probation Services ACCEPTED BY  DATE May 21, 2020 

  RISK LEVEL  

NEXT REVIEW DATE 

Trigger is any change in COVID-19 related 
recommendations from the CPHO, changes in phases 
as identified by the CPHO or incident reported 
within Probation Services where potential exposure 
to COVID-19 occurs. 

SIGNATURE 

 

VERSION 1 
COMPLETED BY Mandi Bolstad/Darin Strain 

CONTEXT GNWT response to COVID-19 is multi-tiered and tied to both the international and national levels of response. The NWT Public Health Act authorizes 
specific powers and duties of the Chief Public Health Officer (CPHO) and the Minister of Health and Social Services. The Department of Health and 
Social Services and CPHO are the leads for pandemic planning response in the NWT. As the pandemic evolves, continuous assessments will take place 
to assist in decision making, resource allocation, and prevention and treatment options.  
Department of Justice is responsible to ensure the safety and health of employees within its own department.  It is difficult to know with certainty, 
what impacts may result from a novel coronavirus but planning assumptions are made based on knowledge from previous pandemics. Some key 
planning assumptions are as follows: 

• Pandemics can be serious threat to the health and well-being of anyone and contingency plans should be in place; 
• DOJ staff will need to be self-reliant in many ways and may have limited external resources in the case of a pandemic; 
• DOJ facilities and human resources could quickly become overtaxed; 
• The levels of preparedness will vary by location; 
• A DOJ risk assessment for pandemic plan cannot cover every potential eventuality and must support flexibility among staff and stakeholders 

 
Infection Control 
To prevent the spread of infection within DOJ workplaces, respiratory hygiene/cough etiquette and hand washing protocol should be encouraged for 
everyone.  Standard hand hygiene practice is being promoted throughout all program areas (See Appendix C).  No COVID-19 vaccine is available at 
this time. 
 
Environmental Cleaning 
Increased frequency of cleaning high-tough surfaces is significant in controlling the spread during a respiratory infection outbreak.  Enhanced cleaning 
protocol must be followed where applicable at worksites. 
 
Contacti and Dropletii Precautions 
Physical distancing is encouraged in all areas.  Where distancing is not possible, personal protective equipment will be supplied in accordance with 
contact and droplet precautions.  DOJ recognizes that some personal protective equipment materials are in short supply worldwide; however, adequate 
supply is currently available for staff. Every effort will be made to ensure PPE is readily available for staff. Redistribution of any DOJ supplies will be 
determined by the Director of Corporate Services as the lead for business continuity for the department.   



Waste Management  
No staff should be handling garbage, standard practices are sufficient at this time.   
 
 
 
 

N
um

be
r Occupation Risk Risk Treatment Risk Level 

1 Probation Officers Court duties 
- Close contact with the others for extended 

times 
- Close proximity to members of the public 

at courtroom entrances (less than 2m) 

Court operational procedures have been 
modified for covid-19.  A copy of Courts 
Exposure Control Plan is available to all 
staff.  All probation officers attending court 
will be required to wear a mask and will be 
screened at facility entrances.  Physical 
distancing and appropriate hygiene practices 
reinforced. 

Low 

  Circuit travel to communities. 
- Close contact with the public and travel 

exposure. 
 

All duty travellers will be provided masks 
for use on aircrafts.  In accordance with the 
Courts Exposure Control Plan, hygiene 
practices and physical distancing will be 
required at all court sites.  Where physical 
distancing is not possible a mask must be 
worn. If travelling in a vehicle with more 
than one person, masks must be worn and as 
much distance as possible must be 
maintained. 

Low 

  Client Meetings 
- Close contact with the public 

 

Where possible, all in person client meetings 
are to occur in the secure interview rooms 
with barriers in place. Due to sheer volume, 
this may not always be possible in the 
Yellowknife probation office. At any time a 
client is required to enter the office space, a 
a WSCC Covid-19 Client Screening 
(appendix E) will be conducted, masks for 
employee and client will be mandatory as 
well as a temperature reading. Covid – 19 
office procedures will be explained to the 

Low 



client.  Enhanced cleaning protocols to be 
followed following client visitation. Client 
and staff area to be wiped down following 
each meeting. Gloves for cleaning client 
areas provided to staff. 

  Use of general office space 
- Indirect contact on surfaces 
- Close contact with co-workers 

Office space has individual offices which 
supports physical distancing.  In areas where 
2m can’t be maintained, employee to wear 
mask.   
 
Enhanced cleaning protocols to be followed 
on all high contact areas. 
 

Low 
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i Contact Precautions – wear gloves and long-sleeved gown for direct care; dedicate equipment to patient or 
disinfect before use with another 
 
ii Droplet Precautions – wear mask and eye protection within 2 metres of patient, gloves, long-sleeved gown; 
patient must wear a mask, dedicate equipment to patient or disinfect before use with another 
 
 
 



PROBATION SERVICES RECOVERY PLAN 

DIVISION/WORKUNIT NAME: Probation Services 

Services Delivered:  
Supervision of probation clients pursuant to court orders. 

Number of Employees:  Including 3 Regional Managers, 4 senior Probation officers, 16 current 
Probation Officers and 2 administrative assistants, there are a total of 26 employees who fall under 
these plans. There are also 4near future job openings expected to be filled in the coming months (3 PO 
positions, 1 senior PO position.  

Description of the worksite: 

Yellowknife – Centre Square Mall – 2nd Floor 
Operating Area Physical Location Description of 

Employee 
Workspaces 

Description of 
entry/Exit 

Communal Areas 

2nd Floor – 
Centre Square 
Mall Office 
Tower 

Shared floor with Individual Office’s 2 entrances/exits 
to workspace on 
floor.  One 
entrance to 
building, two 
stairwells and two 
elevators to floor.   

Photocopy room, 
kitchen, 
washroooms 

Yellowknife 
Courthouse 

 Floors 1-3 Enclosed court 
rooms. 

One entrance to 
building, two 
elevators to floor 
and one entrance 
to courtrooms 

Washroom areas 
and entrances 

Behchoko 
Office 

Nishi Kon 
Building, 1st floor 

Individual offices Two 
entrances/exits to 
work space 

Photocopy room, 
kitchen, 
washroooms 

Hay River 
office 

105, 321 Capitol 
Dr 

Individual offices Two 
entrances/exits to 
work space 

Photocopy room, 
kitchen, 
washroooms 

Ft Smith office McDougal centre, 
1st floor 

Individual offices Two 
entrances/exits to 
work space 

Photocopy room, 
kitchen, 
washroooms 

Ft Simpson 
Office 

2nd floor, 9706-
100 st. Nahendeh 
Kue Building 

Individual offices Two 
entrances/exits to 
work space 

Photocopy room, 
kitchen, 
washroooms 

Ft Liard office PO Box 80 Individual offices One entrance one 
exit 

Photocopy room, 
kitchen, 
washroooms 

Ft Providence 
office 

PO Box 144 Individual office Two 
entrances/exits to 

Washrooms 

[July 9, 2020]



work space 
Ft Resolution 
office 

1403 Office 
Complex 

Individual office Two 
entrances/exits to 
work space 

washrooms 

Inuvik Office 3rd floor 
courthouse 

Individual offices 3 entrances and 
exits 

Photocopy room, 
kitchen, washroms 

Tuktoyaktuk 
office 

Government 
building  

Individual office 2entrances and 
exits 

washroom 

Ft Macpherson 
office 

John Tetlichi Bldg, 
Tetlichi Rd 

Individual office 1 entrance/exit Washroom 

Norman Wells 
office 

31 Mackenzie Dr Individual offices 2 entrance/exits Washroom 

Ft Good Hope 
office 

Land corporation 
building 

Individual office 2 entrance/exits washroom 

Deline office  Individual office 1 entrance/exit washroom 
Tulita Office 1st floor Robert 

Clement Bldg 
Individual office 1 entrance/exit washroom 

 
 
Should employees in this division return to the worksite? 
Probation Services is an essential service mandated by the Courts.  Client supervision can’t be 
suspended.  Probation Officers were transitioned to remote work environments however 
difficulties with phone reporting have occurred which are impacting service levels and adequate 
supervision of clients. It has been manageable to this point only due to the fact that the courts have 
been delayed along with sentencings. Once courts reopen in full, it will be imperative that probation 
offices are functioning at full capacity in order to process the work they will generate. PO’s will 
need to be physically in their offices to meet with new clients directed to report by the courts, input 
client information on our information systems and to complete assessments in accordance with our 
supervision policies. This necessitates the return to the worksite.  Furthermore our administrative 
assistants are vital to our operations to assist with directing communications within their offices 
and regions, directing and assisting the clients and public, monitoring waiting room capacities, 
processing PPE orders, opening and closing files and many other things that they cannot do off site. 

 
Impacts on Business: 
Some person centred services will be difficult to continue with the shift to meeting in secure 
interview rooms only.  Employee availability will continue to be a challenge as isolations, childcare, 
etc. create challenges for staff. 
 
Employee Information: 
 

Job Category # Available to be 
at Worksite 

# Not Available to 
be at Worksite 

# Available for 
Remote Work 
Opportunities 

# Unable to 
Work at Home 

Probation 
Manager 

3 0 0 3 



Probation Officers 16 1 intermittently 
(childcare) 

0 16 

Senior Probation 
Officers 

4 0 0 4 

Administrative 
Assistants 

2 0 0 2 

 
Full employee listing attached as Appendix A (confidential). 
 
Employee Requirements to Continue Working from Home: 
If staff were to continue to work from home or return to work and be sent home again, we would 
need to properly equip them in order to least disrupt the quality of service desired. In the even this 
occurs, these requirements are likely to change due to staff compliment at any given time, but the 
current needs would be: cell phones with local numbers that can also accept collect calls for all PO’s 
and Sr PO’s. Currently only the RM’s have adequate phones. Currently the phones in the Inuvik 
region, that are in the communities (outside of Inuvik) have Inuvik numbers. Similarily, in the South 
Slave region, some cell phones are Yellowknife numbers (they are flip phones) and cannot accept 
collect calls. In Yellowknife, no staff have issued work cell phones outside of the regional manager. 
Staff should also be provided with laptops in order to enter offender records on the COMS system 
and to access their email and work drives. Currently only PO’s in the Inuvik region have this 
capability and this has required staff in the Hay River and YK regions to come to the office on 
scheduled days to enter this data. This is not a desired or timely way to do business. VPN access 
would be required as well. 

Plan to Enhance at Home Productivity: 

Due to the need to physically meet with clients and the small number of staff within the office space 
it is deemed that transitioning the employee back to the office in the near term is the most effective 
option.  In the event further technological solutions are available, a rotational schedule could be 
developed to reduce the number of employees in the workspace.  Currently given the low risk and 
need to ensure service levels are maintained, increasing at home productivity was not deemed 
optimal.   

Exposure Control Plan: 

An exposure control plan has been developed specific to probation services operations. 

Action items/Next Steps: 

Provide a list of steps that need to be taken to implement the work-unit’s Return to Worksite Plan 
or the Plan to Enhance At-Home Productivity. 

List everything here to cover of what needs to be done, some examples: 

1. Finalize exposure control plan and risk assessment and meeting with employees to go through 
and adjust as required.  Submit plans for approval. 



2. Ensure appropriate signage is posted in worksite on hygiene etiquette and enhanced cleaning 
protocols. 

3. Deliver training and ensure staff are aware of revised job task requirements. 

4. Procure required PPE for return to service. 

5. Tape physical distancing measurements to floor wherever possible, move furniture and office 
equipment where needed to facilitate social distancing 

 

 




