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1. Introduction

This guide is intended to be used to direct the selection and use of Personal Protective 
Equipment (PPE) for tasks being completed. Key documents referenced are the 
Rational Use of Personal Protective Equipment for Corona Disease (COVID19), and The 
Preparedness, Prevention and Control of COVID-19.

2. Purpose

The Ministry of Social Services is committed to ensuring workplace health, safety and 
wellness. Due to the incubation period of COVID-19, the potential exists for Ministry 
employees to encounter possible exposure(s) to the virus in the performance of their 
daily tasks. The purpose of this guide is to provide standards for the assessment and 
proper controls to protect employees from a potential exposure and spread of COVID-19.

3. Informing Employees

Employees will be informed by their supervisors/managers about the potential 
infectious control material before proceeding. 

4. Roles and Responsibilities

4.1  Supervisors

Supervisors will notify and educate employees of exposure symptoms and hazards, and 
the controls to protect themselves.

4.2  Employee

Employees will need to ensure they are wearing appropriate work attire (long sleeve 
shirt, pants and shoes). The employee will be required to notify their supervisor of any 
potential risks that they become aware of such as length of exposure time with a client.
In the event of contact with a high-risk or infected individual, or identified area, 
employees shall notify their supervisor as quickly as possible to discuss risk of exposure 
and personal protective equipment usage. 
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5. COVID-19

As defined by the Government of Canada, COVID-19 is an illness caused by a coronavirus. 
Human coronaviruses are common and are typically associated with mild illness similar 
to the common cold. Symptoms may be very mild or more serious.

5.1  Symptoms

Those who are infected with COVID-19 may have little to no symptoms. Symptoms, 
similar to a cold or flu, may take up to 14 days to appear after exposure to COVID-19. 
Symptoms include:

• fever
• cough
• difficulty breathing
• pneumonia in both lungs

5.2  Transmission

COVID-19 is transmitted via droplets and fomites during close unprotected contact 
between an infected person and an uninfected person.  There is consistent evidence 
that airborne spread has not been reported for COVID-19 and not believed to be a major 
driver of transmission. 

5.3  Precautions

In the absence of effective drugs or vaccines, infection prevention and control (IPC) 
strategies to prevent or limit transmission of COVID-19 include:

• prompt identification
• appropriate risk assessment by screening 
• management and placement of probable and confirmed cases
• investigation and follow up of close contacts

6. Early Recognition and Source Control

The key to exposure control is to have a multi-faceted plan that limits the spread of the 
virus and limits the number of employees who could be exposed to the virus. Signage 
should be posted to alert ministry employees. 
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6.1  Universal Precautions

The most important first steps for protection is early recognition. Please refer to the 
COVID-19 symptoms, transmissions and precautions. If you suspect that you have 
contracted COVID-19, please contact the Health Line at 811 and inform your supervisor 
of your symptoms. Measures such as these are critical in reducing the likelihood of 
exposure to employees and clients (refer to the symptoms listed above in Section 5).

6.2  Risk Assessment – Point of Care Assessment

The application of universal precautions and additional precautions is based on a point-
of-care risk assessment. All employees should use a risk assessment approach before 
and during each interaction to evaluate the likelihood of exposure and follow the 
outlined PPE based on results.

7. Personal Protective Equipment
All employees should be familiar with self-monitoring and self-isolation precautions 
in order to keep themselves and their co-workers safe. Where possible, maintain a safe 
distance from others (2 meters or 6 feet). Perform hand hygiene using alcohol-based 
hand rub or soap and water (as seen in your universal precautions) and especially after 
removing soiled PPE.

7.1  When to Use Personal Protective Equipment

When an individual is displaying symptoms or is confirmed to have COVID-19, if you 
cannot maintain physical distancing (2 meters or 6 feet), or are entering their room, 
follow the  contact and droplet precautions in addition to universal precautions. This 
includes the appropriate selection and use of all the following personal protective 
equipment (PPE):

• Gloves (disposable)
• facial protection (procedure mask)
• eye protection (full shield or safety glasses)
• Hand hygiene should be performed, paying particular attention after the removal 

of PPE

7.2  Gloves

When an individual is displaying symptoms or is confirmed to have COVID-19, if you 
cannot maintain physical distancing, or are entering their room, follow contact and 
droplet prevautions and wear gloves. See donning and doffing of PPE for additional 
information.



COVID-19    |    Page 6 of 8

7.3  Facial Protection – Procedure Mask

Such as surgical/procedural mask. Change mask when task is completed. Proper wearing 
of masks requires a snug fit over the nose and under the chin. See donning and doffing 
of PPE for additional information.

7.4  Eye Protection – Full Shield or Safety Glasses

Face shield, or Level III Procedural mask with visor attachment (prescription glasses do 
not meet the OH&S regulations for eye protection).

*Refer to donning and doffing posters below for details on the careful removal of all PPE.

7.5  Hand Hygiene

Wash your hands often with soap and water for at least 20 seconds, especially prior to 
using the PPE and after using the PPE. Use alcohol–based hand sanitizer if soap or water 
are not available. Avoid touching your eyes, nose or mouth with unwashed hands.
 

8. Procedures

8.1  Self-Monitoring

Speak to your supervisor on how to self-isolate if you develop fever, cough or difficulty 
breathing when at work.

When there are no symptoms, continue with your daily activities. At the first sign of 
symptoms, such as increase in body temperature or development of a cough or sore 
throat or shortness of breath, you should call Health Line 811 for assessment and 
direction and notify your supervisor.

8.2  Exposure

All first point of contact employees should complete a Point of Care Risk Assessment 
by way of a Symptom Screening (refer to work plan COVID-19 procedures for these 
questions). Remember to track your exposure time when unable to follow social distance 
procedures of 2 meters (6 feet) from a client. 

8.3  Transporting Individuals 

The procedural mask shall remain on until the task is completed or social distancing can 
take place.
 

8.4  Disposal of PPE and Garbage

Single-use disposable equipment should be discarded into a no-touch waste receptacle 
after use. No special precautions are recommended; universal precautions are sufficient.
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Putting on (Donning) Personal Protective Equipment (PPE)
Infection Prevention and Control – see steps 1 - 4

              HAND HYGIENE

 

 A Using an alcohol-based 
hand rub is the preferred 
way to clean your hands.

 B If your hands look or feel 
dirty, soap and water must 
be used to wash your 
hands.

1 PROCEDURE/  
SURGICAL MASK

 • Secure the  
ties or  
elastic  
around your  
head so the 
 mask stays  
in place.

 • Fit the moldable band to 
the nose bridge. Fit snugly 
to your face and below the 
chin.

2

EYE PROTECTION 
OR FACE SHIELD

 • Place over the eyes (or 
face)

 • Adjust to fit.

3

             GLOVES

 

 

   
 
 

4

 • Pull the cuffs 
of  the gloves 
over the cuffs 
of the gown.

9. How to Don and Doff Personal Protective Equipment
See the link provided below for a video on how to properly don and doff PPE.

https://ahamms01.https.internapcdn.net/ahamms01/Content/AHS_Website/modules/
ipc-guide-to-ppe-update/story_html5.html

mailto:/ahamms01/Content/AHS_Website/modules/ipc-guide-to-ppe-update/?subject=
mailto:/ahamms01/Content/AHS_Website/modules/ipc-guide-to-ppe-update/?subject=
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              HAND HYGIENE

 

 A Using an alcohol-based 
hand rub is the preferred 
way to clean your hands.

 B If your hands look or feel 
dirty, soap and water must 
be used to wash your 
hands.

2 MASK OR N95  
RESPIRATOR

• Bend forward slightly and 
carefully remove the mask 
from your face by touching 
only the ties or elastic 
bands.

 • Start with the bottom tie, 
then remove the top tie.

 • Throw the mask in the 
garbage.

All personnel MUST receive 
FIT testing/training and 
be clean-shaven before 
donning any respirator.

4             GLOVES

 

 

 

A Grasp the outside edge of 
the glove near the wrist and 
peel away from the hand, 
turning the glove inside-out.

• Hold the glove in the 
opposite gloved hand.

B Slide an ungloved finger or 
thumb under the wrist of the 
remaining glove.

C Peel the glove off and over 
the first glove, making a bag 
for both gloves.

• Put the gloves in the 
garbage.

1

EYE PROTECTION 
OR FACE SHIELD

 • Handle only by headband or 
ear pieces.

 • Carefully pull away from 
face.

 • Put reusable items in appro-
priate area for cleaning.

 • Put disposable items into 
garbage.

3
              HAND HYGIENE

• Clean your hands. (See  
No. 2)

 

5

Taking off (Doffing) Personal Protective Equipment (PPE)
Infection Prevention and Control – see steps 1-5



PPE Training verification and Sign out sheet 
- Please sign the following form prior to taking the PPE equipment.
- Please initial each box

SIGN IN SHEET FOR SUPPLIES 

DATE NAME 

Training 
Received 

  (Yes)  |  (No) 

PPE KIT (gloves, 
procedural mask 

and alcohol wipes) Face Shield Returned 
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