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SECTION 1 - PURPOSE AND WHAT IS COVID-19 
 
PURPOSE 
The purpose of this safety plan is to provide information about COVID-19 to all employees, 
volunteers and guests of the Royal Canadian Theatre Company (RCTC) and steps taken to prevent 
and reduce the spread of the virus. 
 
This plan has been developed in compliance with WorkSafe BC requirements and will be updated 
and amended as the emerging COVID-19 situation develops. 
 
WHAT IS COVID-19? 
COVID-19 is a respiratory illness caused by a new strain of coronavirus. The virus is contagious and 
can spread from person to person. Currently, there is no vaccine or treatment for COVID-19. It was 
first discovered December 2019 in Wuhan City in China. Coronaviruses are a large family of viruses 
and can cause diseases ranging from the common cold to more serious viruses such as Severe Acute 
Respiratory Syndrome (SARS).  
 
SYMPTOMS 
COVID-19 often presents with flu-like symptoms. Some people recover easily, but others can get 
sick very quickly. As of December 1, 2020, there have been 33,238 cases of COVID-19 in British 
Columbia. 5% of these cases have been hospitalized and 1% have been fatal (BCCDC COVID-19 
Dashboard). People with COVID-19 may experience symptoms such as: 

● Fever (37.5 degrees celsius or higher) 
● Coughing 
● Sneezing 
● Sore throat  
● Shortness of breath/Difficulty 

breathing 
● Runny nose 
● Headache 

● Muscle/joint pain 
● Nausea 
● Diarrhea 
● Vomiting 
● Loss of sense of smell/taste 
● Loss of appetite 
● Fatigue 
● Chills 

 
In more severe cases, infection can cause pneumonia, severe acute respiratory syndrome, kidney 
failure and even death.  
To help stop the spread of COVID-19, anyone presenting symptoms (especially respiratory 
symptoms) is encouraged to stay away from others (ie. isolate at home) and get tested safely. If you 
are presenting with symptoms but are unsure, you can call 8-1-1 Health Link BC for guidance. 
 
HOW DOES IT SPREAD? 
COVID-19 spreads in the same way as influenza. The virus spreads through infected liquid 
respiratory droplets. Exposure to the virus may occur in a variety of ways, including: 
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● Close, unprotected contact with an infected person. Examples including: 
○ Infectious droplets from a person breathing, talking, singing, coughing or sneezing 

and landing in the eye or inner surfaces of the nose or mouth of another person 
○ Close physical contact with an infected person (hugging or shaking hands) 
○ Inhaling infectious droplets or particles 
○ Infectious droplets can travel approximately 2 metres and land on surfaces, 

contaminating them. The virus is not known to be airborne. 
● Touching a surface contaminated by infected droplets.  

○ Touching the surface and then touching one’s eyes, nose or mouth can transfer the 
virus 

○ If an infected person coughs into their hands, they can transfer the virus onto things 
that they touch 

○ The virus can survive on surfaces between 4 and 72 hours depending on the type of 
surface, temperature, and humidity of the environment. 

 
A small percentage of people do not show any symptoms while still being infected. It is important to 
keep yourself safe by washing your hands often or using hand sanitizer, not touching your face and 
maintaining physical distancing guidelines.  
 
SELF-SAFETY 
There are some simple ways to keep yourself safe in lieu of COVID-19. These safety measures 
include: 

● If you are feeling sick, stay at home. 
● Wash your hands thoroughly (for at least 20 seconds) with soap and water. 
● If you cannot wash your hands, use hand sanitizer and continue rubbing your hands 

together for at least 20 seconds or until the sanitizer dries. 
● Maintain a physical distance of 2 metres (6 ft) from other people. Especially people you 

don’t live with or interact with often. 
● Keep your ‘bubble’ small (As of November 19, 2020: No social gatherings of any size with 

anyone other than your household or core bubble. The core bubble refers to your 
immediate household.) 

● Do not share drinks or food. 
● Do not touch your face (as you can transfer infected droplets to your eyes, nose or mouth) 

unless you have washed or sanitized your hands. 
● Avoid crowds and parties. 
● Cover your mouth when sneezing or coughing (ie. cough into your elbow). Dispose of used 

tissues in a waste basket. 
● Wear a mask if you are staying indoors or cannot maintain 2 metres (6 ft) physical 

distancing. 
● Stay up to date with the latest health orders which can be found 

here:https://www2.gov.bc.ca/gov/content/safety/emergency-preparedness-response-reco
very/covid-19-provincial-support/restrictions 
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SAFETY IN THE STUDIO 
The RCTC studio is not very large and is limited to 10 people to maintain physical distancing 
guidelines. Our recommendations to keep yourself safe in the studio space include: 

● Mainting 6 feet (or 2 metres) distance from other people in the studio. This is expected out 
of anyone choosing to come into the studio. 

● There are taped out pathways and spots in the studio to make physical distancing easier for 
everyone in the studio. 

● Wash your hands frequently or use hand sanitizer. 
● Before starting and finishing work, clean your work area with a sanitizing spray bottle. 
● Everyone must wear a mask or face covering at all times, unless they are currently being 

filmed and stationary during the filming. 
● Limited class sizes so our maximum still has capacity in case of an emergency. 

 

SECTION 2 - General Safety Plan 
 
RESPONSIBILITIES 
Responsibilities of the Employer, Royal Canadian Theatre Company: 

● Ensure a safe workplace. 
● Post information related to Health and Safety and COVID-19 in accordance with WorkSafe 

BC legislation. 
● Identify safety risks related to COVID-19 and take steps to reduce or eliminate these risks. 
● Involve employees in discussions related to COVID-19 risk areas. 
● Communicate and provide training to employees on COVID-19 safety procedures. 
● Monitor ongoing situations to ensure that safety procedures are followed by employees. 
● Provide Personal Protective equipment (PPE) and cleaning supplies, as required. 
● Communicate applicable safety procedures for outside contractors and visitors to facilities, 

as applicable.  
● Model and follow all safe work procedures. 
● Monitor and update the COVID-19 Safety Plan as needed. 

 
Responsibilities of Employees/Volunteers 

● Take required steps (limit personal contacts, wash/sanitize hands, use of face coverings, 
etc.) to reduce their exposure to the virus, both at home and at work. 

● Follow all RCTC health and safety policies, procedures and training.  
● Self-screen, using the Screening Questions, before attending work and follow RCTC sick 

policy if unwell at any time. 
● Report any safety concerns immediately to their supervisor.  
● Report any accidents or injuries immediately to their supervisor. 

 
Process of Risk Reduction 
Royal Canadian Theatre Company has undertaken the following steps to reduce the spread of 
COVID-19:  
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1. Risk Assessment 
2. Implementation of protocols to reduce the risk of spread of COVID-19 
3. Development of Policies to reduce the risk of spread of COVID-19 
4. Development of Communication Plans and training to reduce the risk of spread of COVID-19 
5. Monitoring the workplace and updating the COVID-19 safety plan as necessary. 
6. Assessing and addressing the risk from resuming operations. 

 
STEP 1: ASSESS THE RISKS AT YOUR WORKPLACE 
COVID-19 can spread in multiple ways. By understanding how coronavirus spreads, you can take 
the right steps to protect yourself and others. 
 
Person-to-Person Transmission 
Experts believe the virus that causes COVID-19 spreads mainly from person to person. The risk of 
person-to-person transmission increases the closer you come to other people, the more time you 
spend near them, and the more people you come near.  There are several ways this can happen: 

● Droplets: When an infected person coughs, sneezes, sings or talks, droplets with the virus 
fly into the air from their nose or mouth. Anyone within 6 feet of that person can breathe 
those droplets into their lungs. 

● Aerosolized transmission: Research shows that the virus can live in the air for up to 3 
hours. If you breathe in the virus floating in the air, it can get into your lungs. 

● Surface transmission: Coronavirus can live on surfaces (like plastic or stainless steel) for 4 
hours to 72 hours. If you touch these surfaces and then touch your eyes, nose or mouth, you 
can get infected. To help stop the spread: clean and disinfect all counters, knobs, light 
switches and other surfaces that are touched several times a day. These are called high 
touch points. 

● Fecal-oral: Studies also suggest that virus particles can be found in infected peoples fecal 
matter. Experts aren’t sure whether the infection can spread through contact with an 
infected person’s stool. If that person uses the bathroom and doesn’t wash their hands, they 
could infect High touch points and people that they come in contact with. 

 
The virus most often spreads through people who have symptoms, but it can also spread from 
people who are asymptomatic. COVID-19 can be passed on before you notice any signs of illness, 
called pre-symptomatic spread.  
 
Involve Workers When Assessing Your Workplace 
❏ We have involved frontline workers, supervisors and the joint health and safety committee 

(or worker health and safety representative, if applicable). 
❏ We have identified areas where people gather, such as break rooms, production lines and 

meeting rooms. 
❏ We have identified job tasks and processes where workers are close to one another or 

members of the public. This can occur in your workplace, in worker vehicles, or at other 
work locations (if you workers travel offsite as part of their jobs). 

❏ We have identified the tools, machinery and equipment that workers share while working. 
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❏ We have identified surfaces that people touch often, such as doorknobs, elevator buttons, 
and light switches. 

 
1. Areas where people gather:  

● Outside of the studio space, members of the public will gather to await entrance into 
the Studio 

● Inside of the studio, there are acting classes where people will share similar space.  
● The kitchenette area could be used by multiple members/volunteers 
● People may gather outside of the washroom 
● People could gather in the storage/workshop space 

 
2. Job tasks and processes where workers are close to one another or members of the 

public:  
● During a class, a member of the public and instructor may come into close vicinity 

with each other 
● Pre-registration for classes may involve interaction with members of the public 
● Organizing the studio for classes and cleaning after classes may lead to close contact 
● Building sets or props brings people close together when working 
● Acting and rehearsing brings people close together 

 
3. Tools, machinery, and equipment that workers share while working 

● Tables 
● Chairs 
● Writing utensils 
● Woodworking tools 
● Large tools  
● Cups 

 
4. Surfaces the people touch often:  

● Door knobs/handles 
● Toilet 
● Sinks 
● Table tops 
● Light switches 
● Fan switches 
● Chairs 
● Cupboard handles 
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STEP 2: IMPLEMENT PROTOCOLS TO REDUCE THE RISKS 
Select and implement protocols to minimize the risks of transmission. Look to the following for 
information, input, and guidance. 

To identify the protocols to minimize the risks, RCTC will follow the WorkSAFE BC checklists below 
prior to reopening. The protocols chosen are identified below.  
❏ Review industry-specific protocols on worksafebc.com to determine whether any are 

relevant to your industry. Guidance for additional sectors will be posted as they become 
available. If protocols are developed specific to your sector, implement these to the extent 
that they are applicable to the risks at your workplace. You may need to identify and 
implement additional protocols if the posted protocols don’t address all the risks to your 
workers. 

❏ Frontline workers, supervisors, and the joint health and safety committee (or worker 
representative). 

❏ Orders, guidance, and notices issued by the provincial health officer and relevant to your 
industry. 

❏ Your health and safety association or other professional and industry associations. 
 
Reduce the Risk of Person-to-Person Transmission 
To reduce the risk of the virus spreading through droplets in the air, implement protocols to protect 
against your identified risks. Different protocols offer different levels of protection. Wherever 
possible, use the protocol that offers the highest level of protection. Consider controls from 
additional levels if the first level isn’t practicable or does not completely control the risk. You might 
likely need to incorporate controls from various levels to address the risk at your workplace. 
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First Level Protection: Elimination (Limit the number of people at the workplace and enforce 
physical distancing wherever possible) 
❏ We have established and posted an occupancy limit for our premises. Public health has 

advised that the prohibition on gatherings of greater than 50 people refers to “one-time or 
episodic events” (weddings and public gatherings) and is therefore not intended to apply to 
workplaces. However, limiting the number of people in a workplace is an important way to 
ensure physical distancing is maintained. Public Health has developed guidance that 
requires at least 5 square metres of unencumbered floor space per person. This allows for 
variation depending on the size of the facility, and may be a sensible approach for 
determining maximum capacity for employers from other sectors that do not have specific 
guidance on capacity from Public Health. 

❏ In order to reduce the number of people at the worksite, we have considered 
work-from-home arrangements, virtual meetings, rescheduling work tasks, and limiting the 
number of customers and visitors in the workplace. 

❏ We have established and posted occupancy limits for common areas such as break rooms, 
meeting rooms, change rooms, washrooms, and elevators. 

❏ We have implemented measures to keep workers and others at least 2 metres apart, 
wherever possible. Options include revising work schedules and organizing work tasks. 

 
First Level Protection at RCTC 

● Post occupancy limits on the front of the building advising people of the limited number of 
people in the space 

● Limit number of people in the space to 10 
● Limit class sizes to 6 people 
● Class sizes will be limited to 5 students and 1 instructor 
● Access to the Kitchenette will not be available to the public 
● 1 employee in the kitchenette at a time 
● Access to the shop will be blocked to the public 
● 1 employee in the shop at a time 
● Spacing markers (ie. pylons) will be placed outside of the entrance for people to queue 
● Students will be spaced at least 12 feet apart before the start of each class 
● The floor will have taped out spaces 

 
Second Level Protection: Engineering (Barriers and Partitions) 
❏ We have installed barriers where workers can’t keep physically distant from co-workers, 

customers, or others 
❏ We have included barrier cleaning in our cleaning protocols. 
❏ We have installed the barriers so they don’t introduce other risks to workers 

 
Second Level Protection at RCTC 

● People will be screened outside the facility before entering 
● Tables will be used as a barrier at check-in of attendees 
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Third Level Protection: Administrative (Rules and Guidelines) 
❏ We have identified rules and guidelines for how workers will conduct themselves inside and 

outside the studio. 
❏ We have clearly communicated these rules and guidelines to workers through a 

combination of training and signage. 
 
Third Level Protection at RCTC  

● An Employee Handbook for COVID-19 has been written and is kept at the studio 
● Employees will receive an orientation on the handbook 
● Follow Worksafe BC’s reopening checklist and RCTC’s policies prior to reopening the studio 
● A sign in sheet for staff/volunteers will be collected anytime the studio is occupied. Collect 

names of those present at RCTC premises as well as date and time. Keep for 30 days then 
dispose of safely. 

● Establish cleaning protocols and checklists to ensure staff follow cleaning guidelines 
● Ensure all staff and volunteers are trained on cleaning protocols and understand proper 

cleaning methods  
 
Fourth Level Protection: Personal Protective Equipment (Masks and gloves) 
❏ We have reviewed the information on selecting and using face coverings and instructions on 

how to use a mask. 
❏ We understand the limitations of masks/face coverings to protect the wearer from 

respiratory droplets. We understand that masks/face coverings will only be considered 
when other control measures cannot be implemented. 

❏ We have trained workers the proper way to don and doff masks, as well as how to wear 
them properly. 

 
Reduce the Risk of Surface Transmission through Effective Cleaning and Hygiene Practices: 
❏ We have reviewed the information on cleaning and disinfecting surfaces. 
❏ Our workplace has enough handwashing facilities on site for all our workers. Handwashing 

locations are visible and easily accessed. 
❏ We have policies that specify when workers must wash their hands and we have 

communicated good hygiene practices to workers. Frequent handwashing and good hygiene 
practices are essential to reduce the spread of the virus. 

❏ We have implemented cleaning protocols for all common areas and surfaces (eg. 
washrooms, tools, shared tables, light switches, and door handles) This includes the 
frequency that these items must be cleaned (number of times per day) as well as the timing 
(before and after shift, after lunch, after use) 

❏ Workers who are cleaning have adequate training and materials. 
❏ We have removed unnecessary tools and equipment to simplify the cleaning process (eg. 

coffee makers, shared utensils) 
 
Fourth Level Protection at RCTC  

● Include “how to use a mask” in employee orientation and Signage in the studio. 
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● Masks must be used while teaching in the studio. 
● Face coverings must be worn by students in the studio. 
● Class time must be limited so employees and the public have less time around each other 

(reducing risk of contamination). 
● Ensure adequate supply of cleaning materials in the Studio. 
● Ensure cleaning while inside and during operating hours are followed. 
● Studio must be disinfected twice during the it’s time of use. Ideally at the beginning and end 

of each use. 
 
STEP 3: DEVELOPMENT OF POLICIES TO REDUCE THE RISK OF SPREAD OF COVID-19  
RCTC has developed and amended current policies and procedures to reduce the risk of COVID-19. 
The following policies are to be implemented during operations of the RCTC Studio:  

● Physical Distancing Policies and procedures 
● Cleaning procedures while operating RCTC Studio 
● Screening Questions and Policies 
● Sick Time Policy  
● Expectations of Quarantine 
● Expectations of Employees/Volunteers while outside the Studio 
● Violence in the Workplace 
● Outbreak Policy 

 
STEP 4: DEVELOP COMMUNICATION PLANS AND TRAINING 
RCTC will ensure that all employees and volunteers entering the workplace understand how to 
keep themselves safe while in the RCTC Studio and how to adhere to the RCTC policies. Members of 
the public and workers from other organizations will also be informed of methods to keep 
themselves safe while in the RCTC Studio. The following actions are taken for communication and 
training:  

● A training plan will be developed and all employees and volunteers will be trained on the 
RCTC policies 

● Employees and Volunteers will receive the Sick Time Policy 
● Signage will be posted in the workplace regarding occupancy limits, hygiene practices and 

directions 
● Signage at the entrance will be posted to inform members of the public about restrictions on 

entering the RCTC Studio 
  
STEP 5: MONITOR YOUR WORKPLACE AND UPDATE YOUR PLANS AS NECESSARY 
RCTC will continue to monitor the ongoing pandemic and public health advisories. RCTC will 
continue to update safety plans and policies and procedures as new information becomes available. 
These plans will be updated as necessary with the involvement of employees and volunteers.  
 
STEP 6: ASSESS AND ADDRESS RISKS FROM RESUMING OPERATIONS 

12 



Before re-opening the RCTC Studio, the following Worksafe BC Re-opening Checklist will be 
followed. As the checklist is completed, new risks which arise will be updated and addressed 
through the management and Board of RCTC.  
 
Additionally, all protocols identified from the safety plan will be implemented to ensure the risk of 
exposure from COVID-19 is minimized and all ongoing public health recommendations are 
followed.  
 
RE-OPENING CHECKLIST 
 
A. Signage 
❏ Signage posted at each public entrance of the studio in inform all employees, volunteers and 

visitors that they must: Avoid entering the facility of they have flu-like symptoms (ie. fever, 
cough, fatigue, etc….) 

❏ Signage outside the entrance of the studio giving 6 ft distances for queues. Signage posted at 
the parking areas enforcing the 2 metre physical distancing protocol. 

❏ Occupancy limits are posted in the following locations: 
❏ Entrances of space/facility 
❏ Shop 
❏ Washrooms 
❏ Kitchenette 

❏ Hand Hygiene and Respiratory/Personal etiquette signage encouraging all employees, 
volunteers and guests to wash their hands often and cover their coughs and sneezes. 

❏ Clear signage is in place identifying entry and exit points, directional signage, and floor 
markings in place to manage traffic flow. 

❏ Posting of cleaning schedules for break rooms, washrooms and other common areas are in 
place. 

❏ Expectations for users to sanitize equipment, before and after each use is posted. 
❏ Signage about the precautions being taken by staff to keep the studio clean and maintain 

BCCDC guidelines. 
 
B. Communication 
STAFF CONSIDERATION 
❏ All employees have been instructed to maintain at least six feet (2m) from visitors and each 

other. 
❏ Copies of the COVID-19 Safety Plan have been distributed to all employees and posted on 

site. 
 
PUBLIC CONSIDERATIONS 
❏ Participant awareness - communication to participants in advance of their session about 

personal health, new expectations, rules and limitations for participation. Individuals 
exhibiting signs of illness onsite will be addressed. 

❏ The screening questions will be reviewed with all patrons, whether new or returning. 
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❏ Face coverings must be worn by the public if they wish to enter the studio. 
 
C. Education and Training 
❏ All Staff working in the Studio have received COVID-19 Safety and Awareness Training 

through the employee handbook. 
❏ The max number of staff working in the facility at any time is 6.  

The number of staff who have received COVID-19 Education and training is: 4 
❏ Employees understand the hazards of COVID-19 and the safety of wearing PPE - in 

accordance with the latest BC Health Guidelines, and will wear their masks inside the studio 
at all times.  

❏ Managers/Supervisors will conduct preventative measure reviews using online tools on a 
regular basis. 

❏ Discussed with Staff General Health and Safety - incident reporting, safety concerns, safe 
work procedures. 

❏ Instruction on cleaning, disinfection, and PPE including face coverings 
❏ Procedures for COVID-19 cases and/or outbreaks is in place and all staff are trained 

 
D. Measures to Protect Employee Health 
❏ All employees have been told not to come to work if they are sick or have flu like symptoms. 
❏ Reminder for staff to self-screen before coming into work (each shift). 
❏ Protections for Vulnerable Staff (i.e. Older workers with chronic medical conditions that put 

them at greater risk, staff with weakened immune systems) like working from home, or 
other modified job responsibilities. 

 
E. Public Coming into a Civic Facility (Considerations) 
❏ Use the screening questions as protocol to screen members of the public. 
❏ Screening patrons outside the studio to protect the studio from unnecessary outbreaks. 
❏ All public events will be scheduled and the public will need to reserve spots. 
❏ Keep contact tracing forms for 30 days in case of any outbreaks or exposures. 
❏ The studio must be cleaned before and after any public or new staff enters or exits the 

building (i.e. before and after an event) 
❏ The studio must be cleaned twice (at minimum) if used. 

 
F. Physical Distancing Considerations 
❏ Marking off seats that do not follow the 6 feet rule (i.e.couches) and moving chairs that are 

too close together. 
❏ Limiting the number of people in the kitchenette, shop and studio spaces as well as posting 

occupancy limits for each room. 
❏ Separate entrance and exits areas into the studio. 
❏ Markings for 2m distancing to the washrooms and any line queues . 
❏ Any equipment and furnishings that do not allow for 2m distancing are removed from 

public areas or taped off to follow physical distancing guidelines. 
❏ Pre-registration is in effect for all programs and classes 

14 



❏ Entrance and exit points for staff and public are clearly marked. 
❏ Remove seating and shared equipment from the studio and common areas to minimize 

congregating.  
 
G. Cleaning/Sanitization 
❏ Kitchenette items that need to be cleaned and disinfected: 

❏ Tables 
❏ Chairs 
❏ Counters 
❏ High touch points on refrigerators, microwaves, coffee makers and kettles 

❏ Staff have been instructed not to leave dirty dishes/cutlery in the sink or drying 
❏ Staff are assigned to disinfect items frequently touched, preferably after each use. Sanitizer 

must be left in high touch areas, like the bathrooms and kitchenette. 
❏ The kitchenette and studio are cleaned daily as part of regular rounds. 
❏ Touch points (such as door handles, light switches, etc.) are wiped down with disinfectant. 
❏ Soap and water available to all employees in the washrooms and the paint sink 
❏ Disinfectant is available in the kitchenette and the cleaning cupboard. 
❏ Upon entering the studio, all staff/public must sanitize their hands. 
❏ Hand sanitizer is available to the public at the entrance and in front of the shop entrance 
❏ Do not share tools or equipment unless it is immediately cleaned and disinfected. 
❏ Kitchenette, bathrooms and other common areas are being disinfected frequently, on the 

following schedule: Twice Daily via High Touch point procedure. 
❏ Provide and follow enhanced cleaning schedule and disinfection protocols. Increased rate of 

frequency is suggested for 2x daily. 
❏ Common areas are cleaned and disinfected a minimum of 2x daily 
❏ Disinfect all high-contact surfaces frequently. 
❏ Discourage the sharing of items that are difficult to clean, sanitize or disinfect. 
❏ Inventory of indoor high touch points/areas completed and identified in cleaning schedules. 

Consider propping open doors to reduce the need to touch door handles. 
 
H. Other considerations 
❏ Safe cash handling (all transactions must be done online) 
❏ Plan developed for events, classes and activities. 
❏ Water dispenser is closed. 
❏ Discourage staff from sharing any items that are food related. 

 
I. Emergency Protocol Considerations 
❏ Preparing when someone gets sick - Facilities must consider: 

❏ Isolating those who are sick. 
❏ Immediately separating staff and patrons with COVID-19 symptoms. 
❏ Notifying health officials and close contacts. 
❏ Immediately notifying local health officials, staff and patrons, of any case of 

COVID-19 while maintaining confidentiality. 
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❏ Informing those who have had close contact with a person diagnosed with COVID-19 
to stay home and self-monitor for symptoms and follow BCCDC guidance if 
symptoms develop. Call 8-1-1. 

❏ Cleaning and disinfection - closing off areas used by a sick person and not using the 
areas until after cleaning and disinfecting them. 

❏ Ensuring safe and correct use and storage of chemicals. 
❏ Update facility emergency plans - first aid, PPE, Response to fire alarms (mustering stations) 

crowd control, and protocol response to cases or outbreaks of COVID-19. 
❏ First aid attendants have reviewed the COVID-19 first-aid protocol 

 
J. Personal Protective Equipment (PPE) 
❏ Staff who wish to utilize reusable cloth or disposable face coverings for work may do so.  
❏ One use masks will be kept at the studio to give to students who may forget a face covering 

the first time they come to the studio. 
❏ Staff  must utilize disposable gloves for work that requires frequent contact with the 

disinfectant. This may include, but is not limited to, cleaning public spaces, point of sale, and 
first aid related emergencies. 

❏ Care must be taken to not cross contaminate other areas or workspaces when disposable 
gloves are utilized. Before putting on gloves staff must clean hands with soap and water 
following hygiene guidelines noted above. Gloves that become worn or visibly contaminated 
must be replaced. After removing PPE, always wash hands with soap and water for at least 
20 seconds. 

 
RCTC SICK POLICY 
If employees/volunteers/members are not feeling well, they must stay home until they’ve fully 
recovered. Everyone coming to the studio will receive an advanced email with expectations of 
conduct and a COVID-19 questionnaire. They will need to fill out the COVID-19 screening 
questionnaire online the night before the studio event and send it to the Artistic Director ( Ellie 
King at ellie@rctheatreco.com) and the Board of Directors (Linda McCrossin 
linda.mccrossin@sheratonguildford.com) to be reviewed.  
 
Employees and contractors (ex. Instructors and stage managers) must complete the emailed 
questionnaire as well as self screen before they enter the studio. They are in charge of screening 
any participants that enter the studio. If any participants answer “yes” to any of the screening 
questions (except for 4a), they will be asked to stay home, self-isolate and connect with their local 
doctor or the public health authority (8-1-1).  
 
If a person develops COVID-19 symptoms while at the studio, they will be asked to leave the facility 
immediately. If they cannot leave, they will be quarantined in the kitchenette until they can be 
safely taken home.  
 
The instructor/director/stage manager/Board volunteer in charge of the studio will stop any 
activity taking place in the studio (ex. Class, board meeting, rehearsal). Everyone will be asked to go 
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home as soon as possible and to get tested for COVID-19. Once everyone has left, the 
instructor/director/stage manager/Board volunteer will begin the Cleaning procedure and clean all 
the high touch points. 
If a person who has been in the studio during their infectious period informs us they have tested 
positive for COVID-19, the Studio will be shut down immediately for cleaning. Staff must call the 
Public Health Authority (8-1-1 or 1-888-268-4319) to inform them about the exposure or outbreak. 
Contact tracing will begin immediately by the Board of Directors who will confirm who on the 
contact tracing forms may have been exposed. Anyone exposed will be contacted and asked to 
quarantine.  
Any staff exposed will be asked to quarantine for 14 days and to self-monitor for symptoms. Any 
classes taught by staff will be cancelled until the staff has tested negative and/or recovered.  
The Studio may be closed for 14 days until all risks have been reassessed and the re-opening 
checklist has been completed. 
 
SCREENING QUESTIONS 

1.) Do you have any of the following symptoms: 
a.) Fever 
b.) Sore Throat 
c.) Shortness of breath or difficulty breathing 
d.) Muscle and/or joint aches or fatigue 
e.) Nausea, vomiting or diarrhea 
f.) Loss of sense of smell or taste 

2.) Have you travelled outside Canada within the last 14 days? 
3.) Have you been advised by the Public Health Authority, BC COVID-19 self assessment tool or 

your family physician to self-monitor or self-isolate in the last 14 days? 
4.) Have you been in close contact with a person who has tested positive for COVID-19? 

a.) If “yes”, If you work in close contact with people who have COVID-19, do you wear 
the necessary PPE? (“yes” is an acceptable answer for this questions) 

5.) Are you currently waiting for COVID-19 test results? 
6.) Are you living with anyone who is waiting for COVID-19 test results? 

 
If you have answered “Yes” to the questions 1-6, please stay home. If you answered “no” to 4a, 
please stay home. You will not be permitted into the Studio at this time. 
 
TURNING PARTICIPANTS AWAY FROM THE STUDIO 
If any participants have answered “yes” to answers 1-6 (except for 4a) on the COVID-19 
questionnaire, they will be asked to stay home and reimbursed if they paid for a class. If they come 
to the studio and answer “yes” during the outside screening, politely inform them that they will not 

be permitted to enter the studio at this time. Call the Artistic Director (Ellie King 604-629-8744) to 
communicate the close call. 
Fill out an incident report and send it to the Artistic Director ( Ellie King at ellie@rctheatreco.com) 
and the Board of Directors (Linda McCrossin linda.mccrossin@sheratonguildford.com) to be 
reviewed.  
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CAPACITY 
The RCTC studio is not very large and is limited to 10 people to maintain physical distancing 
guidelines. 6 is the max we will stick to for programming however we will have a max of 10 in case 
of an emergency in which we need to call EMS, RCMP or the fire department to allow needed 
emergency workers into the building.  
 
STUDIO: 1510 ft 
Static activities: 6 people 
 
KITCHENETTE: 185 ft 
1 Person 
 
SHOP: 587 ft 
1 Person 
 
BATHROOMS: 50 ft 
1 person 
 
SPECIAL CONSIDERATIONS 
BOARD MEETINGS  
These are the steps that must be taken before running a board meeting:  

1. Confirm who will be attending the board meeting and take down their information for 
contact tracing.  

2. Send out an email in advance with the screening questionnaire and remind all board 
members to wear a face covering (ie. mask) at the studio. Participants must email their 
finished questionnaire to Ellie King at ellie@rctheatreco.com and Linda McCrossin 
linda.mccrossin@sheratonguildford.com before coming to the studio. 

3. On the day of the meeting, a Board member must volunteer to come in early and sanitize 
high touch points using the checklist. 

4. Board volunteers will set up seats or tables in the allocated zones to maintain physical 
distancing.  

5. When other board members arrive, encourage physical distancing using cones/pylons to 
signify 6 feet/2 metres apart outside the studio at the public entrance (street entrance) 

6. Screen Board members outside. Use the screening questionnaire. 
7. Continue to wear face coverings inside the studio as recommended by the BC Health 

department. 
8. Assign board members one of the 6 spots in the studio clearly marked out by tape. Ask them 

to use the walkways when travelling to the washroom or the exits (also marked out by 
tape). 

9. After the board meeting, members must maintain physical distancing while exiting the 
building through the parking door (ie. exiting one at a time while others stay in their 
assigned spot) 
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10. Board Volunteer must take a picture of the registration/Contact tracing list in case of a 24 
hour COVID exposure or outbreak. 

11. Board Volunteers must sanitize high touch points before leaving the building. 
 
CLASSES 
These are the steps that must be taken before running a class:  

1. Open registration online for 5 spots. Keep the registration list (specifically for contact 
tracing) for 30 days. (Classes must be stationary or minimal movement as to keep physical 
distancing guidelines.)  

2. Send out an email in advance with the screening questionnaire and remind all students to 
wear a face covering (ie. mask) at the studio. Participants must email their finished 
questionnaire to Ellie King at ellie@rctheatreco.com and Linda McCrossin 
linda.mccrossin@sheratonguildford.com before coming to the studio. 

3. On the day of the class, instructors must come in early to sanitize high touch points using 
the checklist. 

4. When students arrive, maintain physical distancing using cones/pylons to signify 6 feet/2 
metres apart outside the studio. 

5. Screen the students outside using the screening questionnaire. Let students in one by one. 
6. Continue to wear face coverings inside the studio as recommended by the BC Health 

department. 
7. Assign students one of the 6 spots in the studio clearly marked out with tape and a number 

in the middle. Remind students to use the taped out walkways when travelling to their spot, 
the washroom and the exit door after class (also marked out by tape). 

8. After class, students must maintain physical distancing while exiting the building. (ie. 
Dismiss students individually so as not to crowd the parking door.) 

9. Instructors must sanitize high touch points before leaving the building. 
10. Instructors must take a picture of the registration/Contact tracing list in case of a 24 hour 

COVID exposure or outbreak. Email the list to Ellie King at ellie@rctheatreco.com and Linda 
McCrossin linda.mccrossin@sheratonguildford.com for the Board of Directors to monitor. 

11. Dispose of registration list after 30 days.  
 
FILMING  
These are the steps that must be taken before filming in the studio:  

1. Director/Stage manager must send out an email in advance with the screening 
questionnaire and remind all cast and crew members to wear a face covering (ie. mask) at 
the studio. Participants must email their finished questionnaire to Ellie King at 
ellie@rctheatreco.com and Linda McCrossin linda.mccrossin@sheratonguildford.com 
before coming to the studio. 

2. First person in the studio (most likely stage manager or director) must sanitize all high 
touch points using the Checklist as part of set up. 

3. Stage Manager must screen cast and crew outside as they arrive with the screening 
questionnaire. 
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4. Maximum 6 cast and crew in the studio at all times. If there are more, they must wait in 
their cars and use either radios or cellphones to communicate with people inside the studio. 

5. As cast and crew arrive, they must sanitize their hands. Cast and crew must check that their 
information on the contact tracing list is correct when arriving. 

6. Using the same 6 marked squares as the class checklist, spread out the cast and crew. Cast 
and crew must be limited to a maximum of 6 people. PPE (ie. Masks or face coverings) must 
be worn inside the studio at all times to comply with Health Guidelines.  

7. Once everyone has arrived, set up the camera in the walkway with the camera operator.  
8. Place cast within the 6 squares as needed. 
9. The crew may now set up any additional camera equipment, sound equipment, props or set 

pieces. Do not come within 6 feet/2 metres of each other during setup. 
10. The crew may now separate to safe corners where they will be at least 6 feet/2 metres away 

from other cast and crew. 
11. After each take, if anyone has been working in close proximity, they must sanitize their 

hands.  
12. If any props are being reused, they must be disinfected. 
13. Everyone must respect the designated walkways and physical distance spacing (marked 

with tape on the floor). 
12. After filming, sanitize all equipment used before take down.  
13. Cast and Crew must maintain physical distancing while exiting the building. (ie. Exit one at a 

time through the parking door) 
14. Director or Stage manager must take a picture of the sign in/Contact tracing list in case of a 

24 hour COVID exposure or outbreak. Email the list to Ellie King at ellie@rctheatreco.com 
and Linda McCrossin linda.mccrossin@sheratonguildford.com for the Board of Directors to 
monitor. 

15. The last person to leave the studio (ie. Director/stage manager) must sanitize high touch 
points before leaving the building. 

 
REHEARSALS 
These are the steps that must be taken before rehearsing in the studio: 

1. Stage manager must send out an email in advance with the screening questionnaire and 
remind all cast and crew members to wear a face covering (ie. mask) at the studio. 
Participants must email their finished questionnaire to Ellie King at ellie@rctheatreco.com 
and Linda McCrossin linda.mccrossin@sheratonguildford.com before coming to the studio. 

2. First person in the studio (most likely stage manager or director) must sanitize all high 
touch points using the Checklist as part of set up. 

3. Cast and crew must screen themselves using the screening questionnaire and email their 
response to the stage manager. 

4. Maximum 6 cast and crew allowed in the studio at all times. If there are more, they must 
wait in their cars/outside and use either radios or cellphones to communicate with people 
inside the studio. 

5. As cast and crew arrive, they must sanitize their hands. Cast and crew must check that their 
information on the contact tracing list is correct. 
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6. Using the same 6 marked squares as the class checklist, spread out the cast and crew. Cast 
and crew must be limited to a maximum of 6 people.  

7. Once everyone has arrived, take time to set up any props or set pieces needed for rehearsal. 
If 6 feet cannot be maintained during setup, PPE (ex. Masks) must be worn. 

8. Place cast and crew as needed within the 6 squares and set up any additional equipment.  
9. Cast must wear face coverings while rehearsing. 
10. Everyone must respect the designated walkways and physical distancing spacing (all 

marked out with tape on the floor). 
11. After rehearsal, sanitize all equipment used before takedown.  
12. Cast and Crew must maintain physical distancing while exiting the building. (ie. exit one at a 

time through the parking door.) 
13. Stage manager must take a picture of the sign in/Contact tracing list in case of a 24 hour 

COVID exposure or outbreak. Email the list to Ellie King at ellie@rctheatreco.com and Linda 
McCrossin linda.mccrossin@sheratonguildford.com for the Board of Directors to monitor. 

14. The last person to leave the studio (ie. Director/stage manager) must sanitize high touch 
points before leaving the building. 
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APPENDIX 
Safety measures (safe work practices) 

● Wearing PPE when cleaning, teaching or in close quarters with others. 
● Avoid working closely with people not within your bubble. Maintain 6 feet (2 metres) 

distance. The studio has been areas taped to indicate distance. 
● Screen everyone in the parking lot before they enter the building using the screen questions 

listed on Page 15. 
 
Self-safety (masks, PPE, personal hygiene, mental health) 

● Staff must wear their masks when teaching. 
● Face coverings must be worn by students coming into the studio.  
● When cleaning, disposable gloves must be worn before touching any contaminated surfaces. 
● Staff and public coming into the studio must wash their hands with soap and water for at 

least 20 seconds or sanitize their hands for 20 seconds.  
● If staff are having a difficult time with their mental health, it is recommended that they take 

time off. It is recommended to contact a therapist or self-help line if needed. 
 
Inside the Studio (sign in, cleaning high touch areas, physical distancing) 

● All classes will have pre-registration where their names and contact information will be 
taken for contact tracing and will be recorded for 30 days. 

● A sign in sheet must be maintained for anyone coming to the studio including staff, board 
members, and volunteers. 

● There is a High Touch Point cleaning form outlining what high touch surfaces will need to be 
cleaned every day the studio is used. Extra copies will be kept in the Studio Binder. Every 
High Touch Point checklist must be filed at the back of the binder after cleaning. 

● Signage will be posted regarding maintaining physical distancing. 
 
Leaving the studio (sign out, cleaning high touch points) 

● When leaving the studio, the Sign Out sheet must be filed at the end of the day in the Studio 
Binder.  

● After 30 days, the Sign Out Sheet may be destroyed in a safe manner.  
● The Cleaning Form must be completed before leaving the studio and filed in the back of the 

binder. 
 
Outside the studio (keeping yourself safe, risk assessment) 

● All staff, board members and volunteers are expected to keep themselves safe when outside 
the studio. Maintain physical distancing, wear face coverings whenever inside a building 
and keep your bubble small. 

● Staff, board members and volunteers are asked to stay home if they are sick or experiencing 
flu-like symptoms. 

● If any staff, board members and volunteers are asked to report if they have tested positive 
for COVID-19 and staying home. 
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● If any staff, board members or volunteers report to RCTC that they are sick, it is RCTC’s duty 
to contact anyone who was with that person during Studio time and to encourage them to 
get a COVID-19 test.  

 
Feeling Sick (staying home) 

● Staff, board members and volunteers are asked to stay home if they are sick or experiencing 
flu-like symptoms. 

● Any staff, board members and volunteers must call 8-1-1 for symptom assessment. 
● If any staff, board members and volunteers report that they have tested positive for 

COVID-19, they must stay home until they are no longer feeling symptoms or have been 
cleared by their doctor to return to their regular activities. 

 
Isolation and coming back (quarantine period) 

● Any staff, board members and volunteers are asked to isolate for 14 days if they have tested 
positive for COVID-19, shown symptoms or have been advised by Public Health Authority to 
self-isolate.  

● Any staff, board members and volunteers who have been exposed to someone who has 
tested positive for COVID-19 are asked to isolate for 14 days. 

 
COVID OUTBREAK PLAN 
PREVENTION STEPS TO SLOW THE SPREAD OF VIRUS 
Steps we MUST follow to prevent the spread of all types of respiratory illnesses, including 
COVID-19 in our workplace include:  
 
KEY PREVENTION STEPS:  

1. Social/Physical distancing of 2 metres or 6 feet is an essential strategy for the control of this 
infectious disease. Avoid close contact like handshakes and hugs. Use zoom or skype to 
communicate for meetings that require more than 6 people.  

2. Stay home when you are sick and self-isolate when you are sick or have flu-like symptoms 
(even if they’re mild symptoms). 

3. Self-screen for any flu-like symptoms before you come to work.  
4. Work from home if possible. 
5. Wash your hands often with soap and water for at least 20 seconds. If soap or water is not 

available, use an alcohol-based sanitizer with greater than 60% ethanol or 70% isopropanol 
content.  

6. Avoid touching your eyes, nose, and mouth with unwashed, unsanitized or gloved hands.  
7. Cover your cough or sneeze with a disposable tissue, then throw the tissue in the trash or 

use the crease of your elbow when you sneeze.  
8. Clean and disinfect frequently touched objects and surfaces i.e. door handles, light switches, 

tables, keyboards, phones, handles, toilets, sinks, steering wheels, etc.  
9. Advise your supervisor  if you have had a positive Covid-19 test. Test results will be kept 

confidential. OHS must be advised of COVID-19 Positive Test so the Workplace Contact 
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Tracing protocol can be implemented. (Contact Ellie King 604.629.8744 or Crystal Weltzin 
778.840.9069) 

10. Limit your time in common spaces. 
11. Wear a face covering whenever you are indoors or will be within 6 feet/2 metres of another 

person who is not from your household. 
12. Avoid any unnecessary travel (ex. Essential travel includes grocery shopping, doctors 

appointments and work). 
13. Embrace change (ex. Maintain physical distancing, disinfect tools and high touch surfaces 

after uses, wear PPE, wellness questionnaire, etc.) 
14. COVID-19 employee orientation and handbook reviewed and completed by all employees 

before working in the studio. 
 
IF THERE IS A POSITIVE TEST IN THE STUDIO 
If there is a person displaying COVID-19 symptoms they will be asked to leave the studio 
immediately. If they cannot leave, they will be quarantined in the kitchenette until they can be 
safely taken home.  
The instructor/director/stage manager/Board volunteer in charge of the studio will stop any 
activity taking place in the studio (ex. Class, board meeting, rehearsal). Everyone will be asked to go 
home as soon as possible and to get tested for COVID-19. Once everyone has left, the 
instructor/director/stage manager/Board volunteer will begin the Cleaning procedure and clean all 
the high touch points. 
If a person who has been in the studio during their infectious period informs us they have tested 
positive for COVID-19, the Studio will be shut down immediately for cleaning. Staff must call the 
Public Health Authority (8-1-1 or 1-888-268-4319) to inform them about the exposure or outbreak. 
Contact tracing will begin immediately by the Board of Directors who will confirm who on the 
contact tracing forms may have been exposed. Anyone exposed will be contacted and asked to 
quarantine.  
Any staff exposed will be asked to quarantine for 14 days and to self-monitor for symptoms. Any 
classes taught by staff will be cancelled until the staff has tested negative and/or recovered.  
The Studio may be closed for 14 days until all risks have been reassessed and the re-opening 
checklist has been completed. 
 
WHAT SHOULD YOU DO IF YOU HAVE SYMPTOMS* OR HAVE BEEN EXPOSED? 
As a precaution, the Ministry of Health asks that if you have a fever or cough to self-isolate for 10 
days AND until your fever is gone AND you are feeling better. If you are uncertain and/or feel very 
sick, contact your family doctor/nurse practitioner or call 8-1-1. To monitor your fever, take your 
temperature every day.  
 
If you are having other symptoms such as:  

 
● Sore Throat 
● Headache 
● Chills 

● Muscle Aches/Fatigue  
● Loss of Appetite 
● Nausea and Vomiting 
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● Runny Nose 
● Diarrhea 

● Loss of Sense of Smell/Taste 

 
Please self-isolate until you are feeling better, unless your symptoms are related to your usual 
seasonal allergies. You are encouraged to use the self-assessment tool, developed by the BCCDC and 
the BC Ministry of Health, this tool will help determine whether you may need further assessment 
or testing for COVID-19. The self- assessment tool is intended for assessment of COVID-19 only. 
Your symptoms may not be related to COVID19 and could require you to seek medical attention.  
 
 *The symptom list will increase as we learn more about this virus. The most updated symptom 
information can be found at the BCCDC or https://www.healthlinkbc.ca/ 
 
Stay Home and self-isolate if you have been in close contact with:  

● A person with COVID-19 (probable or confirmed) while they were ill (cough, fever, 
sneezing, or sore throat); or  

● A person who travelled outside of Canada in the last 14 days who has become ill (cough, 
fever, sneezing, or sore throat).  

 
Self-isolate as there is a chance you could get sick since it has been less than 14 days since your 
exposure. You should self-monitor for any symptoms, if you begin to develop symptoms you should 
take the self-assessment test again or contact 8-1-1 or your general practitioner for guidance and 
direction. 
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FLOORPLANS 
Descriptions of floorplans

Filming Description: 3 actors/instructors can be placed within the 6 squares outlined on the floor. 
After set up, the crew will be expected to take one of these three positions (ie. camera operator 
behind the camera in the middle, director on the left and sound operator on the right). Static 
activities allowed for this filming plan.

Filming Description 2: If there is only one videographer, 3 actors or instructors can be placed within 
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the 6 squares outlined on the floor. Cast and crew are expected to use the outlined walkways and to 
maintain physical distancing at all times. 

Floor plan for Signing in and Wellness Check Description: All students/cast will be screened outside 
to stop any possible exposures or outbreaks before they come into the studio. The Sign In form 
(used for contact tracing) will be available next to our entrance with hand sanitizer so 
students/cast may confirm the information is correct. Students/cast must enter one at a time after 
they have passed the questionnaire and been assigned a numbered spot in the studio. 
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Floor plan for Static Activities: This floor plan will be our main followed plan. As our limit for the 
studio is 6 people, students/cast/board members must enter the studio one at a time (as 
highlighted during the floor plan for wellness questionnaire) and go to their assigned spot. They 
must stay in their assigned spot unless they need to use the washroom or until it is time to leave the 
studio. 
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SIGNAGE 
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SIGN IN FORM 

Date: ___________________________ 

Time: ___________________________ 
1. 
Name: _____________________________________________________________________ 
 
Phone Number: _______________________________________________________________ 
 
Address:  ____________________________________________________________________ 
 
2. 
Name: _____________________________________________________________________ 
 
Phone Number: _______________________________________________________________ 
 
Address:  ____________________________________________________________________ 
 
3. 
Name: _____________________________________________________________________ 
 
Phone Number: _______________________________________________________________ 
 
Address:  ____________________________________________________________________ 
 
4. 
Name: _____________________________________________________________________ 
 
Phone Number: _______________________________________________________________ 
 
Address:  ____________________________________________________________________ 
 
5. 
Name: _____________________________________________________________________ 
 
Phone Number: _______________________________________________________________ 
 
Address:  ____________________________________________________________________ 
 
6. 
Name: _____________________________________________________________________ 
 
Phone Number: _______________________________________________________________ 
 
Address:  ____________________________________________________________________ 
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Incident Report 
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Reported by:  

Phone number:  

Date:  

Time:  

Location:  

Police notified:  
 
Yes ▢ 
No   ▢ 

Incident Details (What happened, who was involved, what took place) 

 
 
 
 
 
 
 
 
 

EMS notified: 
 
Yes ▢ 
No  ▢ 

Was there any medical treatment? Yes          ▢           No          ▢ 
 

Where was the medical treatment done? On Site   ▢    Emergency Room   ▢     Other ▢ 

Persons Involved 

Name:  

Phone number:  

Address:  

Name:  

Phone number:  

Address:  



COVID-19 QUESTIONNAIRE 
 

 
1.) Do you have any of the following symptoms: 

a.) Fever 

b.) Sore Throat 

c.) Shortness of breath or difficulty breathing 

d.) Muscle and/or joint aches or fatigue 

e.) Nausea, vomiting or diarrhea 

f.) Loss of sense of smell or taste 

Yes ▢ No  ▢ 

2.) Have you travelled outside Canada within the last 14 days? 

Yes ▢ No ▢ 

3.) Have you been advised by the Public Health Authority, BC COVID-19 self assessment tool or 

your family physician to self-monitor or self-isolate in the last 14 days? 

Yes ▢ No ▢ 

4.) Have you been in close contact with a person who has tested positive for COVID-19? 

Yes ▢ No ▢ 

a.) If “yes”, If you work in close contact with people who have COVID-19, do you wear 

the necessary PPE? (“yes” is an acceptable answer for this questions) 

Yes ▢ No ▢ 

5.) Are you currently waiting for COVID-19 test results? 

Yes ▢ No ▢ 

6.) Are you living with anyone who is waiting for COVID-19 test results? 

Yes ▢ No ▢ 
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Name  

Phone number  

Date  

Time  



High Touch Point Checklist 

Date:__________________________ Please initial when cleaned. 
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Entrances/Exits Time Initial Time Initial 

Front light switch     

Front door handle x2     

Front door lock     

Exit fan switch     

Exit door handle x2     

Exit door lock     

Couch x2     

Piano     

Piano seats x2     

Acting Areas 

Director Desk     

Stage Manager desk     

Prop cabinet handles x4     

Small items cabinet x5     

Washrooms 

Door Handle x2     

Counters x2     

Sink taps x2     

Soap dispensers x2     

Kitchenette 

Door handle x2     

Microwave handles x2     
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Fridge Handle     

Kettle     

Coffee machine x2     

Cabinet handles x5     

Shop     

Shop door handle x2     

Shop light switch     

Exit door handle x2     

Cabinet handles x4     

Sink     

Sink cabinet     

Paint cupboard     

Any machinery used 
(must be cleaned after use) 

    



PROGRAMMING DESCRIPTIONS 
 

 
 
Descriptions of Programming: 
Youth Improv - Socially distanced theatre program with a maximum of 5 students and one 
instructor. Once a week, students will come in and learn how to tell a story on the fly, make up a 
joke in a quick thought and build a scene without any rehearsal. All students will stay in their 
own bubble where they can practice, learn and play through distanced improvisation games run 
by the instructor. 
 
Workshops - Socially distanced theatre workshop with a maximum of 5 students and one 
instructor. These workshops will happen once and will be on a variety of subjects (ie. An Acting 
Workshop centered on Character Building in February and a Playwriting workshop the next 
month). Our current workshop ideas will focus on acting and playwriting. These workshops will 
be static and physically distant, focusing on personal improvement and techniques they practice 
individually and can do safely at home. 
 
Workshop Filming - This programming is specifically for filming workshops exclusively with the 
instructor. A maximum of 6 cast and crew may come into the studio to film an hour long 
workshop on a specific subject that will be posted for students online to follow along at home. 
This programming is to support actors in our community who want to teach certain subjects that 
may not be safe within our studio while focusing on personal improvement and techniques for 
students to practice at home. 
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Course 
Name 

Activity 
Description 

Date Time Static or Minimal 
Movement activity 

Number of 
Instructors/
Directors 

Number of 
Participants 

Youth 
Improv 

Social 
Distanced 
theatre 
program 

Once a 
week 
Day 
TBD/Start 
in 
February 

TBD Static 1 5 

Workshops Social 
Distanced 
theatre 
program 

Start in 
February 

TBD Static 1 5 

Workshop 
Filming 

Social 
Distanced 
theatre filming 

Start in 
January 

TBD Static and/or 
Minimal 
(dependent on 
subject) 

1-2 (Max Crew) 3 



 
We are currently developing these workshops and will update our safety plan once they are 
identified.  
Workshops we are currently not offering: 

● Voice and Movement 
● Stage combat 
● Dance intensives 
● Scenic Design and Painting 
● Active Improv classes 
● Active acting classes 
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