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INTRODUCTION
This plan has been developed as a guide to how we will complete work at Gateway while prioritising
the health and safety of Gateway workers. Most of the information applies to all workers (which
includes ongoing staff, production services workers, artists, volunteers and contractors). Where there
is job/department-specific information, it can be found in the appropriate appendix.
The plan reflects our worker needs as they are currently. The situation is and will continue to be fluid,
and as a result practices and guidance will evolve over the next several months, which could involve
both ‘forward’ and ‘backward’ movement. The plan will therefore continue to be updated on an
ongoing basis.
It is essential that we communicate with each other, speaking up if we have concerns, saying if we
are uncomfortable with what is being asked of us, and offering friendly reminders to each other if
our colleagues forget the protocols.

COVID Task Force
Masha Birkby
Renee Fajardo
Caitlin Fysh
Johnny MacRae
Camilla Tibbs
Samara Van Nostrand
Joint Occupational Health & Safety Cttee

First Aiders

Paul Bartlett
Renee Fajardo
Oona Iverson
Johnny MacRae
Barbara Tomasic
Lynn Zhou

Mesfin Ayalew
Paul Bartlett
Mary Cantelon
Oona Iverson
Darren John
“Mac” MacLeod
Ruth McIntosh
Emily Schoen
Wendy Tsui
Samara Van Nostrand
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RESPONSIBILITIES
Executive Director:
• Ensure the plan is reviewed and updated as necessary.
• Ensure the development of supporting resources (such as signage).
• Assist with the risk assessment process and consult on risk controls, as needed.
• Ensure that training, safe workplaces, Personal Protective Equipment and other equipment
are provided
• Ensure a system for documenting instruction & training is in place.
• Assess the risks related to the COVID-19 virus for individual workers positions as required
• Remove employees from the workplace who are unwell or who do not follow the Safe Work
Practices established by this plan.
COVID Task Force
• Review the plan and offer input
• Share and discuss new information as it becomes available
Joint Occupational Health & Safety Committee (JOHSC):
• Ensure the plan is reviewed and updated as necessary.
• Ensure the development of supporting resources (such as signage).
• Assist with the risk assessment process and consult on risk controls, as needed.
• Ensure that training, safe workplaces, Personal Protective Equipment and other equipment
are provided
• Ensure a system for documenting instruction & training is in place.
Directors, Managers & Supervisors:
• Prepare information and materials specific to workers under their supervision
• Ensure that awareness and information resources are shared with employees
• Ensure employees have been trained on the selection, care, maintenance and use of any
Personal Protective Equipment
• Direct work in a manner that eliminates and if not possible, minimizes the risk to employees
• Ensure employees follow Safe Work Practices and use Personal Protective Equipment.
• Share information regarding worker concerns with the Executive Director and Joint
Occupational Health and Safety Committee.
• Report any concerns or violations of safe work practices to the JOHSC or ED
Workers:
• Read awareness and information resources, ask questions and follow-up with supervisor to
ensure understanding and adherence.
• Take part in training and instruction.
• Review and follow related safe work practices.
• Report any concerns or violations of safe work practices to a supervisor
• Selection, care, maintenance and use any assigned PPE as trained and instructed.
• Understand how exposure can occur and when and how to report exposure incidents.
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PROTOCOL DECISIONS
PROTOCOLS THAT EXCEED PUBLIC HEALTH MEASURES
In some cases, the approach Gateway is taking to health and safety protocols goes beyond the
requirements dictated by the Province. This is because we are trying to prioritise the health of
workers at Gateway and our ability to continue our programming, which over the next few months is
rental events, Academy camps and Songs of Summer.
As we know, vaccinations seem to limit the severity of the illness in most people; however, they do
not prevent COVID, so that’s why masks are still important to act as a barrier to exposure.
Our core business activities rely on workers being in person: crewing our shows and rentals,
overseeing the audience, checking tickets, teaching classes. We have a pretty small team with very
few overlapping roles, so if someone gets sick, it limits our ability to proceed with shows, rentals and
classes. In some cases, or if illness spread through the staff, it could lead to cancellations of these
activities.
Therefore, in addition to requiring vaccinations, it is prudent to keep wearing masks while we move
around the building or hold meetings, as well as washing our hands, staying home when sick etc. It is
also why we are requiring rental clients and performers to wear masks backstage to limit the possible
exposure of our workers.
INDIVIDUAL NEEDS & COMFORT
Each of us has our own levels of comfort and concern when it comes to COVID, as relate to our
personal circumstances and experiences. It is unlikely that the protocols at Gateway suit everyone
perfectly: for some, they will be too lax, and for others, they may seem excessive.
If you are someone who would prefer fewer rules around COVID, we ask that you respect the
protocols for the benefit of your colleagues whose context may not be the same as yours.
If you are someone for whom COVID is a significant concern, and you do not feel comfortable at
work in the current circumstances, please talk to your supervisor or to the Executive Director. We are
happy to consider additional measures or personal accommodations that can support you in feeling
safer while working onsite.
It is essential that anyone with concerns about their personal experience at work bring those
up to management so that solutions and alternatives can be found. With the removal of most
Public Health Orders, we are at a time in the pandemic where individuals are having to make their
own safety evaluations, and as an organisation, we cannot respond to case-by-case needs without
individuals expressing their concerns directly to their supervisor or the Executive Director.
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GENERAL PROTOCOLS
WORKER HEALTH
COVID-19 Symptoms
Symptoms of COVID-19 infection include:
o
o
o
o
o
o

Fever
Chills
New or worsening cough
Shortness of breath
New muscle aches or headache
Sore throat and painful swallowing

o
o
o
o
o
o

Stuffy or runny nose
Loss of sense of smell
Fatigue
Loss of appetite
Nausea
Diarrhea

When to Stay Home
Workers who are unwell due to COVID or other illnesses should stay home until they feel better and
their symptoms subside.
Symptoms Not Related to COVID or Contagious Illnesses
Sometimes workers may experience symptoms from the list above that are not caused by a
contagious disease, for instance, a runny nose caused by allergies or a headache due to poor sleep.
If the worker determines they are well enough to work:
-

workers who can work remotely should do so until their symptoms subside

-

workers who cannot work remotely and who are experiencing symptoms should only
return to the workplace if two rapid antigen tests indicate they do not have COVID.

Rapid Antigen Tests
Gateway has purchased rapid antigen tests for workers to use at home in instances such as those
above. Workers will be provided with tests to have at home in the event of need, and additional tests
will be supplied or delivered as required.
Vaccination
Gateway has a COVID vaccine mandate for all workers. Please see the separate COVID Vaccination
Policy for details.
THE BUILDING
Building Closed Apart from Scheduled Meetings
Other than the Box Office during scheduled box office hours, the building is closed to unscheduled
visitors and external doors must remain locked.
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Only scheduled in-person meetings can take place; in advance of these meetings, workers who will
be in the vicinity must be notified of the planned visit in case they have concerns or wish to be
elsewhere in the building at the time. It is recognised that City staff and workers may arrive
unannounced. Any Gateway workers who have concerns should notify the Executive Director or the
Joint Occupational Health & Safety Committee.
Academy students are an exception to this.
Office Closed to Non-Staff
The administration office is closed to everyone except ongoing staff and Academy workers. Seasonal
IATSE staff may access the office but casual IATSE staff should not.
Deliveries
Couriers and other delivery people will not be admitted to the building. To make a delivery when the
box office is closed, they should ring the doorbell or call the phone number posted on the
Administration doors.
Mask Wearing
Masks are mandatory throughout the building. The only exceptions in which masks are optional at
Gateway are:
- a worker is at their workstation and is physically distanced from others
- a worker is in a non-shared room alone completing their work (a room, not a storage space)
The legal exceptions to mask wearing under the Provincial Health Order are:
- a psychological, behaviour or health condition, or
- a physical, cognitive, or mental impairment
- is unable to put on or remove a face covering without the assistance of another person
Space Use & Building Activity
The additional protocols required to determine any logistics related to multiple groups of workers
and/or members of the public in the building may put additional pressure on workers.
The various spaces in the building therefore cannot be utilised at full capacity as they would in
normal times. Attention must be paid to what other activities are happening elsewhere in the
building before a space is booked, and conversations should take place with the Associate Manager
regarding the capacity and schedule of the Building Services workers.
Work Zones
Due to the variety of activity in the building, there are no distinct work zones other than the
Administrative Zone (see Appendix F), which is only to be entered by Office, Building Services, Box
Office, Academy and Production Services workers.
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PHYSICAL DISTANCING
It is recommended that workers maintain a minimum distance of 2 metres/6.5 feet between
themselves and others whenever possible. This includes refraining from gathering in or blocking
high-traffic areas and refraining from sharing small enclosed spaces with others.
PHYSICAL BARRIERS
Barriers will be in place at the Box Office between box office workers and members of the public.
HYGIENE & CLEANING
Handwashing
Workers are advised to wash their hands well and often with soap and water for at least 20 seconds.
If soap and water is not available, use an alcohol-based hand sanitizer.
“Often" includes:
• after coughing or sneezing
• after bathroom use
• when hands are visibly dirty
• before, during and after preparing food
• before eating any food (including snacks)
Additionally:
• Avoid touching eyes, nose or mouth with unwashed hands
Cough/Sneeze Etiquette
All workers are expected to follow cough/sneeze etiquette which includes the following:
• Cover mouth and nose with a sleeve or tissue when coughing or sneezing to reduce the
spread of germs
• Use tissues to contain secretions, and immediately dispose of any used tissues in the garbage
as soon as possible and wash hands afterwards
• Turn head away from others when coughing or sneezing
Personal Protective Equipment (PPE) & Hand Sanitizer
Gateway will make available to all workers a supply of hand sanitizer, gloves and masks. Mask use is
outlined in the attached poster.
Should workers decide to wear their own PPE, such as cloth masks, it is their responsibility to ensure
that their equipment meets the required standards and is handled appropriately.
Worker Cleaning Responsibilities
If a worker or member of the public (incl. Academy student) coughs or sneezes and then touches an
item of any kind before washing their hands, workers must immediately clean that item using
equipment supplied.
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MISCELLANEOUS
Training
All workers will receive an orientation before their first time working in the building. Casual workers
will receive an orientation at the start of each project.
Vehicle Use
If worker responsibilities require driving somewhere with other workers, it is recommended that they
wear face masks during the journey.
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ILLNESS, FIRST AID & EMERGENCY EVACUATION
Workers Who Begin To Feel Ill While At Work (Academy Workers – see Appendix B for a different
protocol)
Any workers who feel ill with respiratory symptoms while at work must:
• Immediately report the symptoms to their direct supervisor, regardless of how mild the
symptoms may be.
• Wash their hands and put on a mask.
• Vacate the workplace and call 8-1-1 to obtain medical advice.
• In cases where symptoms are mild, workers may be permitted to drive themselves home.
• In more severe cases or if a worker does not drive, workers should not utilise public transit.
Instead, a member of the worker’s household could be called to collect them or a taxi could
be called to take the worker’s home. In these instances the following additional steps should
be completed;
o The worker must wait in the First Aid Room away from other workers, until the ride
arrives.
o The worker must put on PPE (gloves and a non-medical mask) before entering the
vehicle.
o In the case of a taxi, a receipt should be obtained from the driver and the worker will
be reimbursed at a later date.
Supervisors of workers who report illness must:
• Immediately report the matter to the Executive Director
• Note any surfaces the worker has come into contact with and provide this to Building
Services so additional cleaning can take place
• Complete an Injury/Incident Report as per existing Health and Safety policies.
First Aid
In the event that first aid treatment is required:
• First Aid Attendant must put on both gloves and a non-medical mask prior to any
examination or treatment of the injured/ill person.
• Injured/ill person must put on non-medical mask prior to examination or treatment.
• If a worker is severely ill (e.g. difficulty breathing, chest pain) the First Aid Attendant must call
9-1-1.
• Immediately following examination or treatment all PPE must be disposed of and both First
Aid Attendant and injured/ill person must wash their hands.
• At all times workers should prioritise the greatest risk to health and safety in a given
moment.
Emergency Evacuation
In the event of an emergency evacuation all workers will:
• Evacuate the building as per existing emergency response procedures.
• Where possible, maintain 2 metres/6 feet between themselves and other workers members
or utilise PPE.
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•

•

If social distancing measures cannot be maintained and PPE is not readily available, workers
should continue to follow all existing emergency response procedures and implement social
distancing and/or PPE at the next available opportunity.
At all times workers should prioritise the greatest risk to health and safety in a given
moment.
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APPENDIX A – INSTRUCTIONS FOR PRODUCTION SERVICES & BUILDING SERVICES WORKERS
Scheduling
Additional time will be scheduled for all casual workers to allow for COVID orientation.
Working in proximity
When workers must work in proximity or handle equipment at the same time they will engage
additional protocols as practical such as:
• rigorous mask wearing
• additional exterior ventilation
• Additional PPE to limit direct surface contact where appropriate
• limited duration of proximity
• outdoor breaks
• additional surface cleaning/wiping down
Hygiene & Cleaning Supplies
Hand sanitizer, and cleaning supplies are available in the First Aid room. Disposable masks can be
requested from Building Services staff as required.
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APPENDIX B – INSTRUCTIONS FOR ACADEMY WORKERS
Mask Wearing
Wearing a mask is required for instructors teaching all levels. It is recommended but not required of
Academy students and parents/guardians.
Pre-Screening
Parents/guardians are required to consider the following screening questions before their child
attends class:
o Does your child have a fever, chills?
o Does your child have cough, sore throat and painful swallowing?
o Does your child have shortness of breath or difficulty breathing?
If “YES” is answered to any of the questions, and the symptoms are not related to a pre-existing
condition (e.g. allergies), the parent/guardian is instructed that the child should NOT attend their
Academy class.
Cleaning
All supplies and shared equipment (e.g. tools in cabinet: pencils, pencil sharpener, markers) must be
sanitized by Academy workers when class ends.
Hygiene & Cleaning Supplies
Hand sanitizer is available in Studios A & B. Disposable masks and cleaning supplies can be found in
the Academy cabinet.
Steps in Case of Worker Illness
At the first sign of Academy worker illness, the following protocols will be followed:
• The worker will sanitise their hands, and put on PPE (gloves and a non-medical mask). The
worker will continue to maintain distance of at least two metres between themselves and the
students.
• The worker will call the Education Manager so that parents/guardians can be called to pick
up the students as soon as possible. Should the situation warrant or allow, the Education
Manager, the Executive Director or the Director of Artistic Programs will arrive on site as soon
as possible.
• In the unlikely event that the worker is severely ill (e.g., difficulty breathing, chest pain), the
worker calls 911.
• The worker will be encouraged to use the BC COVID-19 Self-Assessment tool
(www.bc.thrive.health) or call 811 for assistance.
In cases where symptoms are mild, the Academy worker may be permitted to drive themselves
home.
In more severe cases, or if the Academy worker doesn’t drive, a member of the worker’s household
or a taxi should be called to take the worker home – Academy workers should not utilise public
transit to get home. In these instances:
• The worker must be wearing PPE (gloves and a non-medical mask) before entering the taxi.
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•

•

At that point, the worker will go home and monitor their symptoms, not returning to work
until they have been cleared of having COVID infection from a testing centre or self-assessed
and isolated for a period of ten symptom-free days
In the case of a taxi, a receipt should be obtained from the driver; the Academy worker will
be reimbursed at a later date.

The area will be thoroughly sanitised before another class is scheduled.
Supervisors of workers who report illness must
• Immediately report the matter to the Executive Director
• Note any surfaces the worker has come into contact with and provide this to Building
Services so additional cleaning can take place
Complete an Injury/Incident Report as per existing Health and Safety policies.
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APPENDIX C – INSTRUCTIONS FOR WORKERS INVOLVED IN AUDITIONS & SONGS OF
SUMMER
Illness at Gateway
In case of illness at Gateway, workers should notify their supervisor or their identified Gateway
representative and follow the protocol for all workers.
COVID Symptoms
Auditions
People who are auditioning who experience COVID symptoms, as outlined in the General
Protocols section, should not attend their audition and should notify Gateway so that other
arrangements can be considered.
Songs of Summer
Workers who experience COVID symptoms, as outlined in the General Protocols section, in
the five days prior to the concert or on the day of the concert must contact the Producer or
the Production Services Manager for instructions.
It is the responsibility of each worker to procure their own at-home rapid antigen tests and
have them on hand, though if the worker is having a lot of trouble finding any they should
contact their Gateway representative, who may be able to help.
Depending on the circumstances (e.g. timing, role of worker etc.), Management will
determine if what next steps to take to ensure the safety of workers and the public.
Social Distancing
All workers are expected to maintain social distancing whenever possible.
Due to the nature of the work and the prescribed staging, it is recognized that performers will not be
able to maintain social distancing. When performers are unmasked and working outside a staging
rehearsal, a minimum distance of 3 metres is required whenever possible, i.e. when rehearsing music
outside of a staging rehearsal. This applies to both when indoors and outdoors.
Mask Wearing
With the exception of performers, wearing a mask is required at all times for all workers (director,
designers, crew, etc.) involved in rehearsals and performances when indoors.
Performers will be expected to wear masks when moving to and from the rehearsal and/or
performance location (i.e. stage or designated area in Studios), except in the case of Dress
Rehearsals, Previews, and Performances, in which performers may pass directly from the dressing
rooms to the stage at the appropriate call times.
Entering & Exiting Studios & Spaces
Workers will use the specified route to enter and exit the studios and spaces as directed. The
Producer or Production Services staff will determine the route based on other building activities.
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Washroom Use
Workers will use the specified washrooms as directed. The Producer or Production Services staff will
determine which washroom should be used based on other building activities.
Air Circulation
When possible, depending on the weather and other building activities, internal and/or external
doors will be opened to increase air circulation.
Cleaning Responsibilities
Backstage washrooms are cleaned once a day by Building Services staff. All items used by
performers, crew, and stage management must be cleaned by those workers daily as needed.
Hygiene & Cleaning Supplies
Hand sanitizer, disposable masks (on request) and cleaning supplies will be available.
Equipment Use
If possible, workers should avoid sharing tools and equipment. If sharing is unavoidable, disinfecting
of shared items is encouraged as much as is practical.
When specific instruments, microphones and props may need to be handled by multiple people
during rehearsal or performance, these items will have assigned crew and/or performers to preset
and/or handle each item. For each item that must get handled by multiple people, each person will
sanitize their hands, or follow the handwashing technique outlined earlier in this document, prior to
the handling of the item.
Lavaliere microphones must be disinfected between uses; non-lavaliere microphones must be
sanitized between users. It is anticipated that microphones will be handled by only a designated
technician outside of the performer themselves.
ROOM CAPACITIES
Studio A
The maximum capacity of the room is twelve people.
Studio B
The maximum capacity of the room is twelve people, excluding during performances.
Dressing Rooms 3 & 4
The maximum capacity of each dressing room is six people.
ADDITIONAL RECOMMENDED PRACTICES
As performers will be obliged to work in close proximity without wearing masks, all workers in this
group are encouraged to be mindful of possible avenues of exposure which could halt the
production.
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Everyone is encouraged to be cautious in their interactions both within and outside Gateway. This
might involve wearing a mask on occasions where it is not mandatory, taking extra hand washing or
sanitising steps, and other similar precautions.
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APPENDIX D – INSTRUCTIONS FOR PUBLIC EVENTS
Training
All workers, including volunteers, must complete COVID training prior to working a shift at Gateway.
Barriers
Plexiglas barriers will be provided for ‘counter service’ interactions between workers and members of
the public, such as picking up tickets, purchasing items or checking in.
Members of the Public
Notices in the venue will encourage members of the public to wear masks when attending
performances at Gateway.
Hygiene & Cleaning Supplies
Hand sanitizer, disposable masks and cleaning supplies are available in Coat Check.
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APPENDIX E – ADMINISTERING RAPID ANTIGEN TESTS
Your test kit should include:
1 nasal swab in a sealed package
1 test card in a sealed package
1 vial pre-filled w/ extraction buffer (liquid)
1 extraction tube
Make sure you have:
A timer

Something to securely hold the extraction tube as it won’t stand up alone (ie. a clothes peg)
A permanent marker
Time required: 30-40 mins
TEST KIT

Important Contact Numbers:
Provincial Health: 811
Producer, Caitlin Fysh: 416-899-4881
Production Services Manager, Masha Birkby: 778-882-5686
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RAPID ANTIGEN TEST – INSTRUCTIONS
Performing the Test

Video instructions are available here: https://youtu.be/JRoLzhEjPjg.

NOTE: some discrepancies may exist between the written instructions and the video instructions.
Please follow the written instructions

1. Wash your hands thoroughly and blow your nose.
2. Open the vial and carefully pour the extraction buffer into the extraction tube. Place extraction
tube into its holder so that it stands vertically and can remain uncapped.

3. Remove the nasal swab from its package and gently insert the absorbent tip about 2 cm into one

nostril. Slowly rotate the tip of the swab around your nostril four times (approximately 15 seconds).
Repeat with the other nostril using the same swab.

4. Insert the tip of the swab into the extraction tube so the tip is submerged in buffer. Roll the swab
around the extraction tube 3-5 times. Leave the swab in the buffer for 1 minute.

5. Remove the extraction tube from its holder. Pinch the extraction tube and remove the swab. Close
the nozzle on the extraction tube and return the tube to its holder. Let the sample rest for 15-20

minutes. (NOTE: Results after 20 minutes may not be accurate.) While the sample rests, remove the
test card from its package.

6. When the sample is ready, remove the tube from its holder. Invert the extraction tube over the test
card’s sample well (labelled ‘S’) so the nozzle faces downward, and add three (3) drops by gently
squeezing the extraction tube.
Reading the Results
If a line appears only opposite ‘C,’ the test is negative. If a line appears opposite ‘C’ and ‘T,’ the test is
positive. If a line appears only opposite ‘T,’ or if no line appears at all, the test is invalid. If your test is
invalid, you will require an additional test kit, so please contact your Gateway Theatre supervisor.
If your test is positive, please contact your Gateway supervisor for further instruction.
IMPORTANT: Discard all testing materials when you are finished.
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APPENDIX F – FLOOR PLANS
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