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***  

The following COVID-19 workplace safety plan was developed by following the processes outlined 
in WorkSafe BC’s Safety Plan Guide and using Vancouver Coastal Health’s template for food 
service establishments. All workers are encouraged to provide regular feedback on this safety plan 
and the COVID-19 prevention practices described within to their Supervisors and/or Managers. 
This plan will be amended and updated as often as is deemed necessary.  

*** 

What is COVID-19?  

COVID-19 is an infectious disease that spreads primarily through contact with an infected person 
when they cough or sneeze or when a person touches a surface or object that has the virus on it 
and then touches their eyes, nose, or mouth. Symptoms include fever, chills, new or worsening 
cough, shortness of breath, sore throat, and muscle aches or headache, and may take up to 14 
days to appear after exposure to COVID-19.  

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.  

The risk of surface transmission increases when many people contact the same surface and 
when those contacts happen over short periods of time.  

Preventing the Spread of COVID-19:  

We are constantly re-assessing and identifying areas of risk in each of our cafes to determine 
how best to prevent the spread of COVID-19. Below is a summary of the key changes to our 
operations that have been implemented to date followed by a more detailed breakdown of the 
prevention protocols implemented for each level of protection.  

Summary of changes to our operations:  

Business hours at all cafes have been reduced to 7:00 AM to 5:00 PM.  

All workers are required to stay home if they are sick or have experienced any 
symptoms consistent with COVID-19 in the last 10 days.  



  
All workers are required to:  
  

o    wash their hands properly and frequently  
o    wear a face mask covering both the mouth and nose at all times 
o   practice good cough and sneezing etiquette 

o   avoid touching their face or mouth  

  
All workers must stay 2m (6ft) apart whenever possible to prevent transmission through droplets.  

  
All workers must wear face masks while on shift. 
  
All workers are required to clean and disinfect high-touch areas with increased frequency to 
reduce the risk of transmission from contaminated surfaces.  

  
All workers must follow the procedures described in this policy and are responsible for reporting 
any unsafe conditions to their Supervisors and/or Managers.  

  
All workers must complete a daily COVID-19 health checklist when they log their hours. 

  

First Level of Protection: Elimination Controls  

Our hours of operation have been reduced to 7:00 AM to 5:00 PM at all locations. 

Workers are typically scheduled at only one location as much as possible to limit crossover 
and the risk of broad transmission throughout Matchstick. Only certain critical staff (i.e. some 
managers, delivery drivers, etc.) will visit multiple locations.  

We have established and posted the following occupancy limits at each location based on the 
number of safe seats available, socially distanced line-up/waiting areas and staff on shift:  

o   Fraser St.: Maximum 30 people at one time.  

o   Chinatown: Maximum 33 people at one time.  



o   Riley Park: Maximum 36 people at one time.  

o   Yaletown: Maximum 32 people at one time.  

o   Davie St: Maximum 30 people at one time.  

Occupancy limits for our cafes have been posted and will be monitored by the manager or 
supervisor on duty.  

Along with above, we are maintaining physical distancing between our workers and 
customers at each of our cafes by:  

o   Working remotely if and whenever possible.  
o   Eliminating all hand-to-hand contact with customers and other employees. 

o   Temporarily suspending the use of cash at all locations.  
o   Posting physical distancing signage to remind employees and customers to stay 2m 

(6ft) apart whenever possible.  

 Second Level of Protection: Engineering Controls  

Plexiglass barriers have been installed in all cafes, protecting staff from guests purchasing 
products and waiting for their orders to be completed.  

The cleaning of barriers has been added to our daily Cleaning & Disinfecting Checklist. Barriers 
are cleaned and sanitized daily.  

We are using an approved sanitizing solution in our cafes to aid in the cleaning and 
disinfecting of high-touch surfaces. 

Credit/debit card machines will be wiped off after each customer use by the cashier, using 
our sanitizing solution.  

Third Level of Protection: Administrative Controls  

All workers must wash their hands:  
o   immediately upon entering any Matchstick location,  

o   before and after using any shared equipment,  

o   and before and after any breaks.  

  



All employees must do their best to remain physically distant throughout their shifts. 
Employees should be 2m (6ft) apart whenever possible while at work. 

All employees must refrain from using their phones or other devices while on shift (even for 
work) or must wash their hands before and after using said devices if necessary.  

Milk, cream, sugar and other condiments are only available upon request and are added to 
orders by our staff to eliminate unnecessary contact between customers.  

All workers must follow the Cleaning & Disinfecting Checklist at each cafe and ensure that all 
high-touch points are cleaned and sanitized at the specified intervals. 
  
When disinfecting, employees must make sure that the appropriate contact time is met (i.e. 
surfaces must remain wet with disinfectant for the correct length of time in order to destroy any 
contamination).  

Delivery vehicles must be sufficiently cleaned and disinfected using the designated sanitizer at the 
end of each shift including but not limited to door handles (exterior and interior), steering wheel, 
radio, seatbelt, glove box, etc.  

Cash will not be accepted as a form of payment. All transactions must be completed using debit, 
credit, or gift cards which will allow employees to remain physically distant while serving our 
customers and help prevent transmission through surface contact.  

All workers must stay home and refrain from coming into work if they are experiencing any 
symptoms of illness (see attached COVID-19 Employee Sick Policy).  

We have created an #important_links channel within our Slack workspace which includes 
valuable links and resources for more information about COVID-19 including a link to the BC 
Self-Assessment Tool.  

An electronic version of this safety plan is accessible to all of our employees via the 
#important_links channel in Slack. The plan has also been posted on our website at the following 
link: matchstickyvr.com/pages/covid-19  

Additional Resources:  

● Handwashing  
● BCCDC Guidelines for Cleaning & Disinfecting  



Fourth Level of Protection: Personal Protective Equipment  

All workers must wear a face mask while on shift. Matchstick will provide non-surgical, 
disposable face masks for all employees.  Employees have been given information on selecting 
and using masks and made aware of how to properly wear a face mask. Informational posters 
have also been posted in conspicuous locations at all cafes.  

Additional Resources:  

● Selecting and using masks in non-health care settings  
● How to use a mask 

  

Training:  

The contents of this safety plan will be reviewed with new employees during orientation as well as 
employees returning to work after an extended period of time away.  

All employees are expected to be aware of the policies described in this safety plan and hold each 
other accountable to ensure that the policies are being followed at all times.  

Supervisors and Managers are expected to ensure that the policies described in this 
safety plan are being followed by all employees at all times.  

Any updates to the safety policies and procedures specified in this plan will be 
communicated to all workers via Slack. Cafe managers and supervisors are also expected 
to communicate any changes to this plan in-person with workers.  

Additional resources provided in this safety plan are also available to all employees via the 
#important_links channel in Slack and on Google Drive. 

Keeping an Eye on COVID-19:  

All employees are encouraged to provide feedback on the policies and procedures described 
in this safety plan.  



Regular health and safety meetings at each cafe will provide a forum for employees to voice their 
concerns. Outside of these meetings, any feedback or areas of concern can be reported directly 
to a Supervisor and/or Manager.  

Any policies or procedures within this document which are deemed to be inadequate will be 
reviewed and updated as soon as possible. 

  

COVID-19 Employee Sick Policy:  

If you are sick or have experienced any symptoms consistent with cold, influenza, or COVID-19 
within the last 10 days, even if symptoms are mild, you must not come into work. Instead, 
please:  

o   stay home,  
o   contact your Supervisor or Manager to inform them that you will not be able to work 

your scheduled shift,  
o   and contact Health Link BC at 8-1-1  

The provincial health officer and the BCCDC have issued the following guidance around 
self-isolation:  

o   anyone who has had symptoms of COVID-19 in the last 10 days must self-isolate at 
home; symptoms include fever, chills, new or worsening cough, shortness of breath, 
sore throat and new muscle aches or headache  

o   anyone under the direction of the provincial health officer to self-isolate must follow 
those instructions  

o   anyone who has arrived from outside of Canada must self-isolate for 14 days and 
monitor for symptoms  

If you begin to experience symptoms of respiratory illness consistent with COVID-19 while at 
work, even if symptoms are mild, you must put on a mask (if possible), leave work immediately, 
and go home. Once home:  

o   Contact your family physician or primary care provider, or  
o   Contact Health Link BC at 8-1-1  

If your illness is severe (e.g. difficulty breathing, chest pain), call 9-1-1  



Any objects or surfaces touched by an employee who has gone home sick should be cleaned 
and disinfected immediately and before being used by anyone else.  

Sick employees should use the BC Self Assessment Tool which can be found in the 
#important_links channel in Slack. Anyone with symptoms can now be assessed and receive a 
COVID-19 test.  

If an employee is diagnosed with COVID-19, the local public health department will identify any 
co-workers who may have been exposed to the sick employee. If you have not been contacted 
by the public health department, then no issue or concern was identified. 

  

 


