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Resource Guide
Positive COVID-19 Case:
City Services/Facilities

NOTE: If you are reading this document in printed format, please consult the online version available
on MyCity as printed versions may become out of date rapidly
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Introduction
This document is intended to provide guidance to Managers, Directors and General
Managers on how to manage situations where there is a positive COVID-19 case diagnosis
identified in the workplace or by the public accessing a City service or facility.
This process and procedure will be continually reviewed and updated as required.
Corporate Values


People matter, Safety in all we do
Our core values at the City include “People Matter” and “Safety in All We Do”, and the
health and safety of our employees is forefront of our decision making during these
unprecedented times.
It’s important to reinforce the values of “Safety in All We Do” as we continue to
experience positive COVID-19 cases. All work is still governed by the Saskatchewan
Employment Act and Occupational Health & Safety Regulations, which are in
alignment with City policies. We are reminding all staff to continue to work within the
Health & Safety Management System (HSMS).



Act and communicate with integrity
We provide information on positive COVID-19 cases to the public and our employees
to be fully transparent. The transparent participation of employees and guidance
provided by the Manager/Director are critical in effectively addressing the potential
exposure and continuing to prioritize the health and safety of employees and
contractors as we navigate this pandemic.

Privacy Statement
During emergent times as we have and are facing with COVID-19, all government institutions
must balance health and safety with protecting individual's privacy. We should never share
identifiable personal information of employees, such as their medical conditions, when
employees are away sick.
Health & Safety may have to collect, use and disclose personal information to prevent or
manage the risk and reality of COVID-19's rapid spread. The City has faced the difficult task
of balancing employees' right to privacy with the employer's obligation to maintain a safe
workplace.
The supervisor, as part of the Health & Safety Incident Investigation will notify employees who
may been in close contact with the staff member who has been diagnosed as COVID
positive. The Saskatchewan Health Authority (SHA) complete their own contact tracing
process.
In carrying out such notifications, the City makes reasonable efforts not to disclose
information that might identify the individual who may have initiated the COVID-19
City of Saskatoon
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transmission risk. Instead, the objective is to provide potentially exposed employees with
sufficient information to obtain medical advice and, if necessary, treatment.

Procedure Statement
Any positive COVID-19 case diagnosis will be managed in accordance with the City of
Saskatoon’s Incident Command System practices and Emergency Coordination Centre.
Distinct swim lanes identifying triggers and expected actions have been developed to assist
Managers, Directors and General Managers from the initial identification of a positive case.
The communications protocol is intended to be a step-by-step guide to disseminate the
appropriate level of communication to key audiences in accordance with the swim lanes.
Purpose




To establish an operational plan for how the City of Saskatoon will recover and restore
partially or completely interrupted l operations after a positive COVID-19 case
occurrence to maintain operations, protect our employees, customers, and our
vendor/supply chain.
To reduce the risk and impact to the City of Saskatoon and its employees, business
processes, and customers.

Tracking
Health & Safety Superintendents will be tracking and recording all positive employee cases
identified in the workplace.

Applicability
All City of Saskatoon employees and contractors.

City of Saskatoon
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POSITIVE COVID-19 CASE PROTOCOLS
I. Positive Public Case in City Facility/Using City Service
Abbreviations:
IC ........ Incident Command
ICC ..... Incident Command Centre
DH ...... Department Head
EMO ... Emergency Measure Organization

Media
Relations
Follows
communication
plan as outlined

The City is notified
of a positive COVID
case of Individuals
accessing shared
spaces

Manager

Director

Initiates positive
COVID Incident
Investigation
Process

Notifies Manager
of date and
location of
positive COVID

Notifies all
employees who
have come into
direct contact
with positive
COVID individual

Follows
communication
plan as outlined

Sends any
employees home
to self isolate, do
the self
assessment and
follow any
instructions from
SHA

Asks employees
to report back to
manager

Contacts
Facilities
Manager to
determine the
level of cleaning
based on
standards during
the pandemic

Renters,
Lease
Holders

Department
Head

EMO

SHA

Emergency Measure
Organization

Saskatchewan Health
Authority

Notifies
Department
Head(s) and
Director(s)
impacted, ECC
Safety Officer,
ECC Information
Officer and Media
Relations
Manager through
a Notifynow
Alert*

Notifies City of
COVID exposure
in City Facility

Gives specific
information
related to positive
COVID exposure

Initiates contact
tracing

Meets with
Manager for
update on
Incident
Investigation

All members
follow the COVID
positive response
plan.

Determines
impact of Incident
Investigation on
operations

Updates GM on
outcome of
Incident
Investigation and
impact to
operations

The City is notified of a
positive COVID case of
a member of public
accessing City Services
in a City Facility

Communicates
any operational
impact or
changes to City
Manager, City
Council and
Mayor,
Department
Heads, ECC,
Media Relations

Determines
public health
alerts
requirements

If necessary, as
determined by
DH, Director and
ECC-IC,
schedules a
virtual meeting
within 20 minutes
of notification

*If someone other than
EMO is notified, they
notify EMO to initiate the
process
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Incident Investigation Process
1. Information received from Chief Medical Officer:
2. Details of COVID-19 exposure:
Location

Date

Time

3. List of employee(s) identified in the work locations and timeframe above:
Name(First, Last)

Employee number

Time frame employee
was in the location

The following is a series of questions to ask each employee identified above.
 Start by assuring the employee that we are conducting a workplace investigation to ensure
that we quickly identify any risks of COVID 19 transmission in the workplace.
 SHA completes its own independent contact trace.
4. Were you following the Division Exposure Control Plan/Return to work plan? (Hygiene
processes, physical distancing and work identified as close contact and health screening) –
Yes/No
Explain if NO:

If the worker reported they did not follow the protocols in the return to work plan an
Incident Investigation is required to identify other employees’ that could be affected
and to identify corrective actions to prevent reoccurrence.
City of Saskatoon
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Please contact your Health & Safety Superintendent for guidance in completing
Incident Investigation.
5. Was there close contact with members of the public during the period identified? – Yes/No
Explain if YES:





Inform the employee to continue to self-monitor for their health.
Continue to follow current Fit for Duty processes.
Notify their Supervisors if SHA contacts the employee.

Important Note: Completed forms can be sent electronically or must be scanned and sent to
humanresources@saskatoon.ca
Health & Safety Contact Information:
Name

Division/Portfolio

Phone Number

Angela Wilcox

City Hall (Ave P Facilities):
 Human Resources
 Corporate Financial
 Strategy & Transformation
 Facilities Management
 Sustainability

(306) 986-0885

Jacquie Dionne

Ave P (Parks):
Parks, Rec & Community

(306) 975-2276

Kris Cruse

JD Building (Public Works):
 Water & Waste Operations

(306) 986-3658

David Neilson

JD Building (Public Works):
 Roadways, Fleet & Support
 Transportation
 Major Projects & Preservation
 Construction & Design

(306) 975-3115

John Stevenson

Civic Operations Centre (COC):
 Saskatoon Transit
 Planning and Development
 Saskatoon Light and Power
 Saskatoon Police Service
 Saskatoon Fire Department

(306) 975-3205

Richard Kropelnicky

WTP:





(306) 975-3851

City of Saskatoon
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Amanda Conway

Health & Safety Manager

(306) 975-8077

Wendy Manlapaz

Health & Safety Coordinator

(306) 975-3264
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Communication Plan & Templates
When notified of a public positive case by SHA
Priority/
Timing

Sent By

Received By

Information Provided

1

EMO via
Everbridge

Director(s)
(Impacted),
Department
Head(s)
(Impacted), ECC
Incident
Coordinator, ECC
Safety Officer,
ECC Information
Officer, Media
Relations Manager

Everbridge notification will contain:

5 Mins

2

Director
(Impacted
Area(s))

Manager
(Impacted Area(s))









10 Mins



3
30 Mins

Manager
(Impacted
Area(s))

Employees
impacted at
worksite identified
to be in ‘close
contact’
CC: Director,
Supervisors if
applicable

4
45 Mins

Director
(Impacted
Area(s))

Employees not
impacted at
worksite

City of Saskatoon

Information regarding a confirmed
COVID-19 individual
Specific facility/work area affected
and timeframe
Last contact with employees/the
public
Next steps

SEE TEMPLATE A – can be in the
form of a phone call
IF APPLICABLE:








CC: Supervisors/
Managers

Information regarding a confirmed
COVID-19 individual in City facilities
from SHA
Specific facility/work area affected
and timeframe
Last or any known contact with
employees/the public
Information regarding a meeting time
to ensure coordination of response.

Inform employees that were in close
contact
Direct to go home/not report in
Communicate next steps via SHA
Provide employee contact
information if requested by SHA
SEE TEMPLATE B
Inform employees that need to be
updated but are not impacted (not in
close contact)
If applicable, inform contractors
and/or stakeholders (rental groups,
Library Board) that need to be
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OTHERS:
 Contractors
 Rental groups
 Library Board
5
90 Mins

City Manager or
Dept Head

Mayor and Council
All employees



SEE TEMPLATE C
OPTIONAL:



6

Media Relations

Saskatoon Media



7

Customer Care

Citizens (phone,
social media)

Update to Mayor and Council if
appropriate
Update to all employees if
appropriate

SEE TEMPLATE D
OPTIONAL:


90 Mins

updated but are not impacted (not in
close contact)
Information via SHA



Provide statement to media with key
messages cc Customer Care
Social media post referencing SHA
alert
SEE TEMPLATE E
Use key messages to provide
answers to questions

Key Messages
The following messages should be used by Directors, Managers, Department Heads, Media Relations
and customer service to respond to staff and the public and is the foundation for all written templates.







The City has recently had confirmation of a positive COVID-19 diagnosis by the Saskatchewan
Health Authority (SHA) for an individual who visited <insert facility and/or work area>.
Due to the need to protect the privacy of the individual, we cannot answer specific questions
about the positive case. Privacy of the individual is of the utmost importance.
It is our understanding that SHA will be following up and contacting individuals as per their
contact tracing process and providing information to them on the next steps. The City will
support SHA in their contact tracing process as necessary.
The appropriate public communication will be issued by the SHA in collaboration with local
Medical Health Officer.
Enhanced cleaning and disinfecting have taken place in the impacted area since the positive
case was identified.

City of Saskatoon

For Internal Use Only

9













The City will also use their Health & Safety Incident Investigation process to identify which
employees need to be sent home if necessary or contact Health Line 811 for further
instruction.
If you have any questions, were at the facility during this time period or believe you may have
been in close contact with this individual:
o Employees: Please contact your manager, Health Line 811 and take appropriate advice
from SHA and their health experts.
o Public: Please refer to the COVID-19 Alert from the SHA for further information or
contact Health Line 811.
The City has implemented health and safety protocols and precautions to protect both
employees and the public; this situation stresses the importance of the safeguards that are in
place to prevent the transmission of COVID-19 within facilities. [note: Divisions can elaborate
on specific details if necessary, e.g. Transit, Leisure Centres]
City facilities re-opened in full compliance with the guidelines and restrictions as required by
the Chief Medical Health Officer and regulated under the Government of Saskatchewan’s Reopen Saskatchewan plan and following the City of Saskatoon Occupational Health & Safety
procedures.
This positive case reminds us that we all have a shared responsibility to limit the transmission
risk of COVID-19 in our community. Stay home if you are feeling unwell and take the
necessary precautions such as using proper hygiene, physical distancing when possible and
wearing a mask when visiting facilities and riding transit.
We are providing this information to the public and our employees to be fully transparent.

TEMPLATE A [CAN BE A PHONE CALL]
Director to Manager (Impacted Area(s))
We have recently had confirmation of a positive COVID-19 diagnosis by the Saskatchewan Health
Authority (SHA) for an individual who visited <insert facility and/or work area>. The potential exposure
timeframe is <insert date range>.
I will need you to quickly work to identify all employees who were in close contact with this individual
through our Health & Safety Incident Investigation process and ask that they leave work (or do not
report for work) and call Health Line 811 for next steps.
The SHA may contact these individuals as part of their contact tracing efforts. Individuals should be
directed to remain at home in self-isolation until advised by the SHA with next steps. Request an
update from these employees on the instructions they receive from the SHA.
We will need to immediately deploy our communications protocol to update staff through the
appropriate internal communications channels, and shortly thereafter, to members of the public
through a statement to the media.
We continue to work closely with the SHA to ensure necessary measures are in place to protect our
employees and the public. Impacted areas will be cleaned and sanitized thoroughly.
City of Saskatoon
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TEMPLATE B [IF APPLICABLE]
Manager to Employees Identified to Be in Close Contact
We have recently had confirmation of a positive COVID-19 diagnosis by the Saskatchewan Health
Authority (SHA) for an individual who visited <insert facility and/or work area>. The potential exposure
timeframe is <insert date range>.
We have worked to identify all employees who were in close contact with this individual through our
Health & Safety Incident Investigation process.
You have been identified to have recently been in close contact with this individual and we are
asking that you leave work (or do not report for work) and call Health Line 811 for next steps. Remain
at home in self-isolation until you are advised by the SHA with next steps. Please provide me with an
update on the instructions you received from the SHA.
We continue to work closely with the SHA to ensure necessary measures are in place to protect our
employees and the public. Impacted areas will be cleaned and sanitized thoroughly.
The information being shared with you is confidential in nature and we ask that you refrain from
sharing or disclosing this information any further.
If you have any questions, please let me know.
--TEMPLATE C
Director to Employees Not Impacted at Worksite + Stakeholders
i. If there are close contacts identified:
We have recently had confirmation of a positive COVID-19 diagnosis by the Saskatchewan Health
Authority (SHA) for an individual who visited <insert facility and/or work area>. The potential exposure
timeframe is <insert date range>.
We have worked to identify all employees who were in close contact with this individual through our
Health & Safety Incident Investigation process. Those individual staff members have been sent home
and will be following SHAs advice.
Due to the health and safety protocols we have in place, the list of people in close contact with this
individual is minimal. You are not identified as one of these people and there is no requirement to selfisolate or remove yourself from the workplace.
While the risk to you is low, we are providing this information to be transparent and open with our
employees, as well as a precautionary measure to ask that you self-monitor for symptoms of COVIDCity of Saskatoon
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19. For further information regarding COVID-19, please call Health Line at 811, and/or visit the
Saskatchewan Ministry of Health website at www.saskatchewan.ca/covid19.
We continue to work closely with the SHA to ensure necessary measures are in place to protect our
employees and the public. Impacted areas will be cleaned and sanitized thoroughly. <insert any
operational changes that have been made as a result of the onsite exposure.>
The safety of our employees and the public is our number one priority. We commit to keeping you
informed as these situations may occur.
The information being shared with you is confidential in nature and we ask that you refrain from
sharing or disclosing this information any further.
If you have any questions, please let me know or contact your immediate manager or supervisor.
ii. If there are NO close contacts identified:
We have recently had confirmation of a positive COVID-19 diagnosis by the Saskatchewan Health
Authority (SHA) for an individual who visited <insert facility and/or work area>. The potential exposure
timeframe is <insert date range>.
We have worked to identify all employees who were in close contact with this individual through
our Health & Safety Incident Investigation process and our process has not identified any employee
close contacts.
Since our processes have found that there are no employees who have had any contact with this
individual, as per the Health & Safety Incident Investigation process, there is no requirement for staff
to self-isolate or leave the workplace.
While the risk to you is low, we are providing this information to be transparent and open with our
employees, as well as a precautionary measure to ask that you self-monitor for symptoms of COVID19. For further information regarding COVID-19, please call Health Line at 811, and/or visit the
Saskatchewan Ministry of Health website at www.saskatchewan.ca/covid19.
We continue to work closely with the SHA to ensure necessary measures are in place to protect our
employees and the public. Impacted areas will be cleaned and sanitized thoroughly.
The safety of our employees and the public is our number one priority. We commit to keeping you
informed when these situations may occur.
The information being shared with you is confidential in nature and we ask that you refrain from
sharing or disclosing this information any further.
If you have any questions, please let me know or contact your immediate manager or supervisor.
--TEMPLATE D [OPTIONAL; MODIFY AS NEEDED]
City Manager or Department Head to Mayor and Council AND/OR Everyone Work Related
City of Saskatoon
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We have recently had confirmation of a positive COVID-19 diagnosis by the Saskatchewan Health
Authority (SHA) for an individual who visited <insert facility and/or work area>.
We have worked to identify all employees who were in close contact with this individual through our
Health & Safety Incident Investigation process. If close contacts were identified, those individuals are
requested to leave the workplace and follow the advice of the SHA.
Due to the health and safety protocols we have in place, the list of people in close contact with this
individual is minimal. While the risk to staff is low, we are providing this information to be transparent
and open with our employees, as well as a precautionary measure. We are asking staff that have
been at <insert work area> during <timeframe> self-monitor for symptoms of COVID-19. For further
information regarding COVID-19, please call Health Line at 811, and/or visit the Saskatchewan
Ministry of Health website at www.saskatchewan.ca/covid19.
We continue to work closely with the SHA to ensure necessary measures are in place to protect our
employees and the public. Impacted areas will be cleaned and sanitized thoroughly.
The safety of our employees and the public is our number one priority. We commit to keeping you
informed when these situations may occur.
The information being shared with you is confidential in nature and we ask that you refrain from
sharing or disclosing this information any further.
If you have any questions, please contact your immediate manager or supervisor. [Change closing
line for Mayor and Councillors]
--TEMPLATE E [OPTIONAL]
Media Relations to Saskatoon Media + Social Media

Statement from the City of Saskatoon on Positive COVID-19 Case
The City has recently had confirmation of a positive COVID-19 diagnosis by the Saskatchewan Health
Authority (SHA) fort an individual who visited <insert facility and/or work area>. The potential exposure
timeframe is <insert date range>.
Due to the need to protect the privacy of the individual, we cannot answer specific questions about the
positive case.
It is our understanding that SHA will be following up and contacting individuals as per their contact
tracing process and providing information to them on the next steps. The City will support SHA in their
contact tracing process as necessary.
Through our already enhanced cleaning protocols, enhanced cleaning and disinfecting have taken
place in the impacted area since the positive case was identified.
The City also has processes in place so supervisors can be aware of which employees need to be
sent home if necessary or contact Health Line at 811 for further instruction.
City of Saskatoon
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If the public has questions or visited the facility during this time period, please refer to the COVID-19
Alert from the SHA for further information or contact Health Line 811.
The City has implemented health and safety protocols and precautions to protect both employees and
the public; this situation stresses the importance of the layers of protection that are in place to prevent
the transmission of COVID-19 within facilities. [note: elaborate on specific details if necessary, e.g.
Transit, Leisure Centres]
This positive case reminds us that we all have a shared responsibility to limit the transmission risk of
COVID-19 in our community. Stay home if you are feeling unwell and take the necessary precautions
such as using proper hygiene, physical distancing when possible and wearing a mask when visiting
facilities and riding transit.
Social Media – reshare SHA Alert URL; use COVID Notice for Saskatoon Residents image

@SaskHealth / Saskatchewan Health Authority (FB) advises <the public or riders> <who visited
FACILITY or on the following routes> & times from <date range> to self-monitor for symptoms of
COVID-19 & call HealthLine 811 to arrange for testing if symptoms occur. #YXE

City of Saskatoon
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II. Positive Employee or Contractor Case

Department
Head
GM Notifies
Department
Heads, ECC
Incident
Coordinator, ECC
Information
Officer, ECC
Safety Officer
within 10 minutes
of receiving
notification using
communication
plan as outlined

Communicates
any operational
impact or changes
to City Manager,
City Council and
Mayor,
Department
Heads, ECC
Incident
Coordinator and ,
Media Relations

The City is notified
by a contractor of
positive COVID-19
results

Employee is notified
by SHA of a Positive
COVID-19 result

Director

Manager/
Supervisor

Employee

Saskatchewan Health
Authority

Notifies their GM

Notifies Director

Follows
communication
plan as outlined

Initiates positive
COVID Incident
Investigation
Process

Contacts Manager
to inform of
Positive COVID-19
diagnosis

Contacts COVID
positive employee
for a list of people
and places in the
14 days prior to
the diagnosis

Notifies the Union
that affected
employees were
contacted

Meets with
Manager for
update on Incident
Investigation

Determines
impact of Incident
Investigation
operations

Updates GM on
outcome of
Incident
Investigation and
any impact to
operations

Notifies all
employees who
have come into
direct contact with
positive COVID
individual

SHA

Follows all
directions as
outlined by SHA

Updates Manager
on instructions
from SHA and
potential return to
work timelines

Follows internal
processes
including
contacting
individuals who
they deemed
close contacts

Sends any
employees home
to self isolate, do
the self
assessment and
follow any
instructions from
SHA

Asks employees to
report back to
manager

Contacts Facilities
Manager to
determine the
level of cleaning
based on
standards during
the pandemic

*Manager due diligence is
required by OHS regs

City of Saskatoon
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Incident Investigation Process
The following is a series of questions to ask an employee during the contact trace
investigation process.
Start by assuring the employee: “We are asking the following questions to understand the
potential effect to the workplace, and to take the appropriate steps to protect all employees
and the public.”
1.

How long have you been feeling unwell?

2.

When did you first call 811? (Date)

3.

When did you get tested? (Date)

4.

When did you get the results of your test? (Date)

5.

At any point, were you instructed to self-monitor or self-isolate? ☐ Yes

(Time)
(Time)
(Time)
☐ No

a. If yes, why were you given that direction?

6.

When was the last time you were at work? (Date)?

7.

Did you have symptoms while at work? ☐ Yes
a. If so, did you notify your supervisor? ☐ Yes

8.

☐ No
☐ No

Where have you been in the work place in 14 days prior to your first symptom? (To
identify area’s requiring immediate disinfecting and identify other employees)?

9.

Were you following the Division Exposure Control Plan/Return to work plan?
(Hygiene processes, physical distancing and work identified as close contact and health
screening) - Yes/No
Explain if NO:

If the worker reported they did not follow the protocols in the return to work plan, an
Incident Investigation is required to identify other employees’ that could be affected
City of Saskatoon
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and identify corrective actions to prevent reoccurrence.
Please contact your Health & Safety Superintendent for guidance in completing the
Incident Investigation.
10. Was the employee adhering to the hand washing and hand sanitizing procedures when
they were last at work?
☐ Yes
☐ No
11. Who in the workplace have they been in contact with in the 14 days prior to your
first symptom? Get names – consider other Divisions/Sections that they may
interacted with:





Inform the employee to continue to self-monitor for their health.
Continue to follow the current Fit for Duty processes.
Notify their Supervisors if SHA contacts the employee.

Important Note: Completed forms can be sent electronically or must be scanned and sent to
humanresources@saskatoon.ca
Health & Safety Contact Information:
Name

Portfolio

Phone Number

Angela Wilcox

City Hall (Ave P Facilities):
 Human Resources
 Corporate Financial
 Strategy & Transformation
 Facilities Management
 Sustainability

(306) 986-0885

Jacquie Dionne

Ave P (Parks):

(306) 975-2276



Parks, Rec & Community

Kris Cruse

JD Building (Public Works):
 Water & Waste Operations

(306) 986-3658

David Neilson

JD Building (Public Works):
 Roadways, Fleet & Support
 Transportation
 Major Projects & Preservation
 Construction & Design

(306) 975-3115

John Stevenson

Civic Operations Centre (COC):
 Saskatoon Transit
 Planning and Development
 Saskatoon Light and Power

(306) 975-3205

City of Saskatoon
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Richard Kropelnicky

Saskatoon Police Service
Saskatoon Fire Department

WTP:






(306) 975-3851

Saskatoon Water
Community Standards
Building Standards
Saskatoon Police

Amanda Conway

Health & Safety Manager

(306) 975-8077

Wendy Manlapaz

Health & Safety Coordinator

(306) 975-3264

City of Saskatoon
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Communication Plan & Templates
When notified of a positive case by Employee via their Manager or Contractor*
Priority/
Timing

Sent By

Received By

Information Provided

1

Director
(Impacted
Area(s))

Department Head
(Impacted Area(s))

Department Head
(Impacted
Area(s))

Department
Heads, Director of
impacted area,
ECC Incident
Coordinator, ECC
Safety Officer,
ECC Information
Officer, Media
Relations Manager

Recommend a phone call with the following:
 Information regarding a confirmed
COVID-19 employee and/or
contractor
 Specific work area affected and
timeframe
 Last contact with employees/the
public
 Next steps
 Information regarding a confirmed
COVID-19 employee and/or
contractor
 Specific work area affected and
timeframe
 Last contact with employees/the
public
 Next steps
 NOTE: Disclosure of the diagnosed
individual’s identity should be
restricted as much as possible

5 Mins

2
10 Mins

3
30 Mins

Manager
(Impacted
Area(s))

Employees
impacted at
worksite identified
to be in ‘close
contact’
CC: Director,
Supervisors if
applicable

4
45 Mins

Director
(Impacted
Area(s))

City of Saskatoon

Employees not
impacted at
worksite

SEE TEMPLATE F
IF APPLICABLE:
 Inform employees that were in close
contact
 Direct to go home/not report in
 Communicate next steps via SHA
 Provide employee contact
information if requested by SHA
 NOTE: Disclosure of the diagnosed
individual’s identity should be
restricted as much as possible



SEE TEMPLATE G
Inform employees that need to be
updated but are not impacted (not in
close contact)
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CC: Supervisors/
Managers
OTHERS::
 Other
contractors
 Rental groups
 Library Board

5
90 Mins

6

City Manager or
GM

Media Relations

Mayor and Council
All employees

Saskatoon Media






SEE TEMPLATE H
OPTIONAL:
 Update to Mayor and Council if
appropriate
 Update to all employees if
appropriate



90 Mins


7

Customer Care

Citizens (phone,
social media)

Inform other contractors and/or
stakeholders (e.g. rental groups,
Library Board) that need to be
updated but are not impacted (not in
close contact)
Information via SHA
NOTE: Disclosure of the diagnosed
individual’s identity should be
restricted as much as possible




SEE TEMPLATE I
Have a prepared statement or
messages for the media in case we
are contacted
NEW: For positions where
employees interact closely with
the public (Transit, leisure
facilities, City Hall customerfacing staff), a news release is
recommended - SEE SAMPLE J
Share with Customer Care
Use key messages to provide
answers to questions, especially for
positions where employees interact
closely with the public.

*See TEMPLATE K for Letter to Contractor for COVID-19 notification requirements.
TEMPLATE F
Department Head (Impacted Area) to Department Heads, ECC Incident Commander, ECC
Safety Officer, ECC Information Officer, Media Relations Manager
We have recently been informed that an individual within <insert work group or area> has tested
positive for COVID-19. The potential exposure timeframe is <insert date range>.
City of Saskatoon
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We are quickly working to identify all employees who were in close contact with this individual through
our Health & Safety Incident Investigation process and will be asking that they leave work (or do not
report for work) and contact Health Line 811 for next steps. Individuals will be directed to remain at
home in self-isolation until advised by the Saskatchewan Health Authority (SHA) with next steps. We
will be requesting an update from these employees on the instructions they receive from the SHA.
We will immediately deploy our communications protocol to update staff through the appropriate
internal communications channels.
We continue to work closely with the SHA to ensure necessary measures are in place to protect our
employees and the public. Impacted areas will be cleaned and sanitized thoroughly.
We will be monitoring our services delivery to determine if there are any adjustments required as a
result of the impact of this event. <insert any operational changes that have been made as a result of
the onsite exposure.>
If you have any questions, please contact me.
--TEMPLATE G [IF APPLICABLE}
Manager to Employees Identified to Be in Close Contact
We have recently been informed that an individual within <insert work group or area> has tested
positive for COVID-19. The potential exposure timeframe is <insert date range>.
We have worked to identify all employees who were in close contact with this individual through our
Health & Safety Incident Investigation process.
You have been identified to have recently been in close contact with this individual and we are
asking that you leave work (or do not report for work) and call Health Line 811 for next steps. Remain
at home in self-isolation until you are advised by the Saskatchewan Health Authority (SHA) with next
steps. Please provide me with an update on the instructions you received from the SHA.
We continue to work closely with the SHA to ensure necessary measures are in place to protect our
employees and the public. Impacted areas will be cleaned and sanitized thoroughly.
The information being shared with you is confidential in nature and we ask that you refrain from
sharing or disclosing this information any further.
If you have any questions, please let me know.
--TEMPLATE H
Director to Employees Not Impacted at Worksite + Stakeholders
i. If there are close contacts identified:
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We have recently been informed that an individual <insert work group or area> has tested positive for
COVID-19. The potential exposure timeframe is <insert date range>.
We have worked to identify all employees who were in close contact with this individual through our
Health & Safety Incident Investigation process. Our understanding is that the Saskatchewan Health
Authority (SHA) will be calling those in close contact with next steps as per their protocols.
Due to the health and safety protocols we have in place, the list of people in close contact with this
individual is minimal. Through the Health & Safety Incident Investigation process you have not been
identified as one of these people and there is no requirement to self-isolate or remove yourself from
the workplace.
While the risk to you is low, we are providing this information to be transparent and open with our
employees, as well as a precautionary measure to ask that you self-monitor for symptoms of COVID19. For further information regarding COVID-19, please call Health Line at 811, and/or visit the
Saskatchewan Ministry of Health website at www.saskatchewan.ca/covid19.
We continue to work closely with the SHA to ensure necessary measures are in place to protect our
employees and the public. Impacted areas will be cleaned and sanitized thoroughly. <insert any
operational changes that have been made as a result of the onsite exposure.>
The safety of our employees and the public is our number one priority. We commit to keeping you
informed when these situations may occur.
The information being shared with you is confidential in nature and we ask that you refrain from
sharing or disclosing this information any further.
If you have any questions, please let me know or contact your immediate manager or supervisor.
ii. If there are NO close contacts identified:
We have recently been informed that an individual in the <insert work group or area> has tested
positive for COVID-19. The potential exposure timeframe is <insert date range>.
We have worked to identify all employees who were in close contact with this individual through
our Health & Safety Incident Investigation process and our process has not identified any employee
close contacts.
Since our processes have found that there are no employees who have had any contact with this
individual, as per the Health & Safety Incident Investigation process, there is no requirement for staff
to self-isolate or leave the workplace.
While the risk to you is low, we are providing this information to be transparent and open with our
employees, as well as a precautionary measure to ask that you self-monitor for symptoms of COVID19. For further information regarding COVID-19, please call Health Line at 811, and/or visit the
Saskatchewan Ministry of Health website at www.saskatchewan.ca/covid19.
We continue to work closely with the SHA to ensure necessary measures are in place to protect our
employees and the public. Impacted areas will be cleaned and sanitized thoroughly.
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The safety of our employees and the public is our number one priority. We commit to keeping you
informed when these situations may occur.
The information being shared with you is confidential in nature and we ask that you refrain from
sharing or disclosing this information any further.
If you have any questions, please let me know or contact your immediate manager or supervisor.
--TEMPLATE I [OPTIONAL; MODIFY AS NEEDED]
City Manager or Department Head to Mayor and Council AND/OR Everyone Work Related
We have recently been informed that an individual <insert work group or area> has tested positive for
COVID-19.
We have worked to identify all employees who were in close contact with this individual through our
Health & Safety Incident Investigation process. If close contacts were identified, those individuals are
requested to leave the workplace and follow the advice of the Saskatchewan Health Authority (SHA).
Due to the health and safety protocols we have in place, the list of people in close contact with this
individual is minimal. While the risk to staff is low, we are providing this information to be transparent
and open with our employees, as well as a precautionary measure. We are asking staff that have
been at <insert work area> during <timeframe> self-monitor for symptoms of COVID-19. For further
information regarding COVID-19, please call Health Line at 811, and/or visit the Saskatchewan
Ministry of Health website at www.saskatchewan.ca/covid19.
We continue to work closely with the SHA to ensure necessary measures are in place to protect our
employees and the public. Impacted areas will be cleaned and sanitized thoroughly.
The safety of our employees and the public is our number one priority. We commit to keeping you
informed when these situations may occur.
The information being shared with you is confidential in nature and we ask that you refrain from
sharing or disclosing this information any further.
If you have any questions, please contact your immediate manager or supervisor. [Change closing
line for Mayor and Councillors]
--SAMPLE J
News Release Sample (for situations involving public-facing staff)
Two Saskatoon Transit Employees recently test positive for COVID-19 outside workplace
The City has recently been informed that two Saskatoon Transit Operators have tested positive for
COVID-19. The first individual received a positive diagnosis on Friday, November 13 and the second
individual received their diagnosis on Monday, November 16.
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"Neither of these cases are related and unlikely to be linked to transmission within the workplace. Both
individuals have relayed that they were exposed to the virus in settings outside of the workplace,"
says Mike Moellenbeck, Operations Manager for Saskatoon Transit. "Due to the need to protect the
privacy of the individuals, we cannot provide further details about the positive cases."
The City has implemented health and safety protocols and precautions to protect both employees and
the public. This includes mandatory masks for all riders, proper hygiene and vinyl barriers for drivers
"We understand this may cause concern for bus riders. This situation stresses the importance of the
layers of protection the City has put in place to prevent the transmission of COVID-19 on Saskatoon
Transit."
Below are the affected routes and time periods. If you were riding the bus during these time periods, it
is always a good idea to self-monitor for symptoms of COVID-19 and stay home and call HealthLine
811 to arrange for testing if symptoms occur.








Nov 7, 9, 10, 11, 12, 13, 14: Route 15 Civic Operations Centre
Nov 7, 4:45 pm to 11:45 pm: Route 2 Meadowgreen
Nov 8, 3:00 pm to 10:00 pm: Route 50 Lakeview/University
Nov 10, 5:00 pm to 11:45 pm: Route 1 Exhibition and Route 7 Dundonald
Nov 11, 4:45 to 10:30 pm: Route 12 River Heights and Route 19 Centre Mall
Nov 14, 4:00 pm to 1:30 am: Route 2 Meadowgreen
Nov 15, 3:00 pm to 10:00 pm: Route 50 Lakeview/University

Enhanced cleaning and disinfecting have taken place in all impacted busses and areas since the
positive cases were identified.
"It is our understanding that Saskatchewan Health Authority (SHA) will be following up and contacting
individuals identified as close contacts as per their contact tracing process and providing information
to them on the next steps. The City will support SHA in their contact tracing process as necessary,"
says Moellenbeck.
The City also has processes in place so supervisors can be aware of which employees need to be
sent home if necessary or contact Health Line at 811 for further instruction.
Moellenbeck emphasizes that, "this positive case reminds us that we all have a shared responsibility
to limit the transmission risk of COVID-19 in our community. Stay home if you are feeling unwell,
follow all Public Health Orders and take the necessary precautions to protect yourself and others."
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TEMPLATE K
Letter to Contractors
Can also be used for: Rental Groups, Lease Holders and/or Partners
Good afternoon <NAME OR ORGANIZATION>,
RE: Positive COVID-19 Cases
On behalf of the City of Saskatoon, I want to thank you for your efforts in creating and putting into
practice your exposure control plans and the pandemic preparedness plans. The spread of COVID19 was an unexpected development in 2020, but together, we can ensure the right precautions are
in place to keep everyone safe while working on the City projects and within City facilities.
In order to continue to ensure the health and safety of your staff and ours, we would like to request
that your organization notifies the City of Saskatoon of a positive diagnosis of COVID-19.
Likewise, the City of Saskatoon will notify you of positive COVID-19 diagnosis with which your
workers may have been in contact. This notification is in addition to formal contact-tracing
processes conducted by the Saskatchewan Health Authority (SHA). We understand the importance
of ensuring that the investigation and documentation are completed in a manner that protects the
privacy of all employees so detailed circumstances about exposure or symptoms are not required.
Action required by Contractor to notify City:
Send an email to <insert email address>
Include the following information:
 Company name
 Location(s) and date(s) the COVID-19 positive individual worked for the past 14 days (or since
exposure, if known)
 Isolation start date for the individual
Do not include personal information that identifies the individual or relays unnecessary private health
information.
With this information, we will advise our employees that if they may have been at those locations on
those dates, they need to ensure vigilance in self-monitoring for symptoms and other controls, such
as physical distancing, wearing masks and hand hygiene. If they have any questions or concerns,
they can call Health Line 811 or complete the self-assessment on the Saskatchewan Ministry of
Health COVID-19 website. If they are deemed to be at risk of exposure from a confirmed case, it is
our understanding that they will be contacted by SHA for further instructions.
Once again, thank you for your continued cooperation during this unprecedented time.
Should you have any questions on the above matter or require further clarification, please contact
me.
Thank you,
Director Name
Title
Dept
City of Saskatoon
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