
 

Exposure Control Plan Checklist 

Department/Unit/Program area: _________________________________Room #’s _________________ 

Person Completing the Plan: _____________________________  Date of Completion: ______________ 

Area Type:  Individual Offices  Open/shared Office Space   Public Service Area  

Classroom   Lecture Theatre   Laboratory   Health Clinic 

Procedure/Task Hazard 
Identification 

Yes N/A Details of Control Measures Taken 
(e.g. Physical Distancing Eliminated, Substituted, 

Engineered, Administrative, PPE) 
Identify through your processes and 
procedures who the usual 
users/attendees are to your space.  
Can you deliver your business 
remotely? E.g. students, faculty, staff, 
customer/clients 

   

Communicate to your students, 
faculty, staff and customer/clients that 
you require them to stay home when 
sick 

   

Supporting measures or 
accommodation implemented for 
faculty, staff, researchers and 
students who need to be absent. 

   

Daily process to pre-screen (check-in) 
faculty, staff, researchers and 
students? E.g. general wellness question 
prior to entering space 

   

   



 

Reminders to avoid face touching and 
correct personal hygiene etiquette? 
E.g. hand washing, sneezing, coughing 

   

Operational hours reduced, employee 
hours or days of attendance 
staggered to facilitate fewer 
individuals are within the same pre-
COVID workspace especially in 
shared and open office spaces  

   

Paper and cash transactions 
eliminated or reduced? 

   

Can minimum 2m physical distancing 
be maintained in this space? E.g. 
barriers, floor decals, tape, de-activation of 
computer or workstation 

   

Physical Distancing and hand 
hygiene posters in place? 

   

Maximum number of persons in 
space determined and posted? 

 

 

   

If large shared space/communal 
areas, have faculty, staff, researchers 
and students been provided 
instruction as to where to spend their 
break time?  

   



 

Have faculty, staff, researchers and 
students been notified of nearest 
hand washing sink location? Where is 
it? 

   

Removal of all unnecessary items 
such as magazines, flyers, office 
supplies in common areas been 
completed. 

   

In open public reception areas, is 
there a hand sanitization unit? 

   

Have communal computer keyboards 
been switched to wipe able units?  

   

Are common touch points, tools, 
equipment that need to be shared 
identified?  E.g. fax machine, printer, lab 
equipment 

   

Have you developed sanitization 
procedures for all shared equipment 
and touchpoints in your area? E.g. 
cleaning of plexi-glass barrier, wiping of shared 
printer controls which will be completed by the 
department 

   



 

If PPE is required, have instructions 
been provided for the safe and 
correct use, removal and disposal 
been provided? 

   

Walk through your space/area 
regularly to ensure physical 
distancing methods are still in place 
E.g. signage, decals etc. 

   

Have you identified equipment or 
machinery that has not been used for 
some time?  What are your start up 
procedures to ensure safe operation?  

   

Do you have students, faculty, staff or 
researchers that are required to 
operate vehicles in their roles?  Have 
you identified driving protocols for 
maintaining physical distancing? E.g. 
sole occupancy   

   

 

Approval of Exposure Control Plan 

Signature of Supervisor / Manager / Director: Date: 

JOHSC Review Name: Date Reviewed: 

Comments: 

 


