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Preamble 
OISE is planning ahead for the gradual and safe return of our faculty, staff and students with processes 
that are aligned with public health directives, legislation and the University guidelines as detailed  on  the 
University Roadmap, the University’s Coronavirus page, and Human Resources & Equity page on COVID-
19)  

OISE’s academic leadership has been working hard to develop tools, resources and processes to support 
teaching and research activities during this challenging time. This document focuses on the planning for 
resuming administrative operations at OISE buildings. Planning priorities include space management, 
health and safety measures, and staffing arrangements to provide onsite support to the community when 
the building is open for academic activities on campus. 

The following principles will guide our planning. We will: 

• Work collaboratively with the OISE Community, non-OISE building occupants and the 
University to safeguard the health and wellbeing of all building users; 

• Implement measures that comply with University principles and guidelines, public health 
directives, and various related provincial regulations and legislation; 

• Apply principles of equity and inclusion to ensure plans are fair, unbiased and non-
discriminatory; 

• Clearly define roles, responsibilities and processes to assess, adapt and adjust continuously 
with the development of the coronavirus situation, public health and government directives, 
as well as community needs; 

• Communicate clearly and broadly all reopening plans, information and processes to all 
community members. 

  

https://www.provost.utoronto.ca/planning-policy/utogether2020-a-roadmap-for-the-university-of-toronto/
https://www.provost.utoronto.ca/planning-policy/utogether2020-a-roadmap-for-the-university-of-toronto/
https://www.utoronto.ca/message-from-the-university-regarding-the-coronavirus
http://www.hrandequity.utoronto.ca/covid-19/
http://www.hrandequity.utoronto.ca/covid-19/
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Required on-site Administration and Staffing  
All units will identify ways to reduce potential Coronavirus exposure by minimizing the need for on-site 
and in-person interactions as much as possible.  

OISE is already operating efficiently and effectively in performing administration functions remotely.  With 
the aim of reducing traffic to the building and maintaining mandated social distancing requirements, we 
will continue to explore ways to perform most functions on line to reduce numbers of staff on site as 
much as possible. Some strategies for consideration include: 

• Changing service delivery: partially or fully online, by telephone, virtual meetings or in person 
by appointment only; 

• Avoiding on-site in-person meetings by continuing to use online tools for team meetings; 
• Modifying current processes to allow for electronic confirmation and or signatures; 
• Using websites and other media to communicate information and answer inquiries; 
• Implementing hybrid staffing models that combine work from home with staggered or 

rotating in-person work; 
• Coordinating and staggering onsite staffing schedules;  
• When scheduling staff, considering factors such as personal health issues, caretaking 

obligations, transportation, accessibility, and other accommodation needs for equity and 
inclusion and to ensure compliance with the relevant collective agreements; 

• Coordinating onsite attendance schedule for building occupancy between OISE community 
and non-OISE units. 
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Physical space measures to reduce exposure 
The OISE building supports a range of functions for the community, including: classrooms, offices, 
research labs, lounges, computer labs, clinic operations etc.  Establishing and maintaining social distancing 
requirements and upholding a high level of cleanliness is the joint responsibility of University Facilities and 
Services, the Office of Academic and Campus Events (ACE), OISE Facilities and Services (OFS), 
departmental managers, business officers and all individuals who use space in the building. 

Signage 
Various signs identifying capacity, distancing requirements, screening, public health directives, and health 
and safety reminders will be posted at each class/meeting room, public lounge, elevator, elevator lobby, 
hallway and any other public spaces at OISE. 

COVID-19 prevention/precautions and COVID-19 assessment posters will be posted at all entrances. 

Signs will be used to direct traffic, particularly at the ground floor lobby, elevator lobbies and for stairwells, 
to reduce possible congestion and minimize person-to-person contact. 

Signs for appropriate measured distance will be taped in places such as building entry, reception areas, 
elevator lobby, microwave spots, kitchenette, etc. 

ACE will be responsible for signage in all ACE rooms. OFS will be responsible for signs in the lobby and 
other public spaces.  Other units, with the assistance of OFS, are responsible for any additional desired 
signage in their respective spaces. 

Furniture Layout 
Furniture in classrooms, meeting rooms, lounges will be rearranged to comply with the revised room 
capacity according to the physical distancing requirements under COVID environment.  

ACE will set up the furniture for the ACE rooms. OFS will work with OISE units for furniture set-up, moving 
and storage.  If furniture removal is not possible, signage will be affixed to indicate which furniture cannot 
be used because of physical distancing. 

University Property Management will ensure washrooms and associated fixtures are compliant with 
government and public health guidelines.  Hand air blowers will be disabled and disposable paper towels 
will be available for drying hands. 

Protective Barriers 
To protect OISE employees who work in front line positions, OFS will have tempered glass panels installed 
as a barrier in the following areas: Office of Registrar and Student Services (1st and 2nd tier), Education 
Commons Help Desk, Mail Room, Security Desk at lobby, Psychology Clinic, and the reception area of the 
Dr. Eric Jackman Institute of Child Study Lab School.  

OFS has also ordered portable acrylic partitions that may be used at different locations.  Units can request 
the use of partitions, pending the approval of EHS.  These portable partitions are completely freestanding 
and will be thoroughly cleaned after each use.  

Additional tempered glass materials have been ordered for the installation of new barriers in the future 
or as needs arise. 



Page 6 of 12 
 

OFS is responsible for the public areas and will work with each unit to prepare their respective areas. 

Until further notice, all large group gatherings and events such as open houses and orientations will be 
conducted virtually.   

Cleaning and Disinfection of Common / Public Areas 
The University of Toronto is implementing a caretaking strategy that involves increased frequency of 
cleaning of shared public spaces.  

This strategy includes: 

• Daily routine cleaning (Monday through Friday) of classrooms, libraries, and public spaces 
such as lobbies, washrooms, labs etc. 

• Twice daily cleaning and disinfection (Monday through Friday) of the high touch surface areas 
such as door handles, washroom fixtures, handrails and elevator buttons. 

• Hand sanitizer stations and wipe dispensers will be added to many high-traffic, high-use areas, 
such as libraries, classrooms and shared office spaces.  

HVAC (Heating, Ventilation and Air Conditioning) 
At OISE, every floor has two dedicated air handling units, one for perimeter and one for inner area. The 
air does not flow from floor to floor. Each of the air handling units have fresh air intake. Depending on 
the weather condition the amount of fresh air goes from the minimum 15% to 100% fresh air. Air filters 
are located on both fresh air intake as well as the recirculation air intake. The filters are changed based 
on the manufacturer recommended pressure drop to maintain their effectiveness in dust removal and 
cleaning the air. There are air balancing audits performed to assist in troubleshooting the temperature 
trouble calls and assess the condition of the HVAC. Based on the air balancing reports the equipment 
gets repaired, replaced or fine-tuned. 

University of Toronto Facilities and Services has prepared a message regarding HVAC (Heating, 
Ventilation and Air Conditioning) available at this link. 

The strategy includes: 

• Regular maintenance of the HVAC system 
• Taking extra precautions suggested by industry guidelines to replace centralized HVAC system 

filters to enhance MERV 13 filters where possible. 

  

https://www.fs.utoronto.ca/wp-content/uploads/CARETAKING/Caretaking_Strategy_OnePager.pdf
https://www.fs.utoronto.ca/wp-content/uploads/COVID19/TriCampus_HVAC_strategy_to_return.pdf
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Building Access and Control  
Please review the Building Entry and Access SOP (Standard Operating Procedure) for the 
detailed protocols and procedures for entering and accessing the main OISE Building (252 Bloor 
Street West). A video with highlights has also been created for the OISE Community to 
familiarize themselves with the new building protocols and practices prior to visiting the 
building. 

• Link to Building Entry and Access SOP 
• Link to Building Entry and Access Video 

 
Important Summary of the building protocols and practices are listed below.  
Please note, these protocols and practices are subject to change as we adapt to the challenges 
of the pandemic, as well as follow instruction from our Public Health agencies and University of 
Toronto guidelines. 

• Entrance via the TTC St. George Subway station to remain closed; 
• Entry to the building will be from the West Entrance / West Corridor. Exit from the 

building will be on the East Doors / East Corridor (doors facing Bedford Road parking 
lot). Signage is posted throughout the OISE Main Lobby as well as both West and East 
Corridors to direct the flow of traffic; 

o For those exiting from the Auditorium, there is signage to direct them to the 
Prince Arthur Avenue exit. 

• Those entering from the OISE Parking Garage are asked to go to the main lobby to 
follow standard building entry protocol. 

• Please sign in and out of the building for contact tracing;  
• Please follow the directions and floor decals for instructions at the lobbies, hallways, 

lounges and washrooms; 
• Furniture in reception areas and common / public areas has been marked with “Do Not 

Sit” signage to maintain physical distancing requirements; 
• Do not gather or congregate in common / public areas – please maintain physical 

distancing whenever possible; 
• Elevator occupancy signage has been posted. Maximum occupancy per elevator cab is 

limited to 2 people in order to maintain physical distancing; 
• The use of the stairs is encouraged when possible: 

o Use the West Stairwell to travel between the Main Lobby to the 2nd, 3rd, and 4th 
floors; 

o Use the Central Stairwell to travel between 5th floor and up; 
o Signage has been posted in stairwells to yield to oncoming traffic. Masks should 

be worn at all times while traveling using the stairwells. 
• Masks should be worn in all common / public areas such as lobbies, hallways, lounges 

and where physical distancing is not possible such as stairwells and washrooms; 
o Masks do not need to worn by those with an accommodation (e.g. medical) 

https://www.oise.utoronto.ca/cao/UserFiles/File/COVID/COVID-19-SOP-Building_Entry_and_Access.pdf
https://www.oise.utoronto.ca/cao/COVID.html
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• Use hand sanitizer and disinfectant wipes before and after use of common / high touch 
surfaces such as printer/photocopiers, microwave, kitchenette and other shared spaces 
or equipment.   
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Personal protection equipment and safety practices to reduce exposure 
Masks 
The University will provide 2 non-medical cloth masks to be distributed to all faculty, students and staff. 
The University requires that face masks / face covering be worn in all public or common use areas, such 
as hallways, lobby, foyers, elevators, stairwells, meeting rooms, copy rooms, reception areas, as well as 
areas where physical distancing (2 meter distance) cannot be maintained. 

The Environment Health & Safety (EHS) office will determine which functions carried out at the University 
should be provided with medical grade masks, an example would be those working in certain research 
labs and health care settings.  Due to the nature of the teaching and research at OISE, we do not anticipate 
a need for medical grade masks, however, should a need be demonstrated, we will follow the university 
process for requesting medical grade masks.  

Gloves 
Gloves are recommended and will be provided for those who perform tasks that require frequent handling 
of mail, exchange of hard copy documents and packages from unknown sources.  

Personal Practices and Measures to Reduce Exposure: 
Based on government and public heath directives, we strongly recommend the following actions for every 
individual in the building: 

• Avoid touching your face nose or mouth with unwashed hands; 
• Wash your hands often and thoroughly with soap and water or alcohol-based hand sanitizer; 
• Engage in respiratory practices that reduce spread of droplets and vapor, such as sneezing and 

coughing into your elbow; 
• Do not shake hands; 
• Maintain physical distancing of two meters or more; 
• If you are sick (for example fever, coughing, sore throat) please stay at home. 

Acting responsibly to maintain a safe environment and to protect the community is everyone’s 
responsibility. In addition to the above measures, we strongly encourage all members to familiarize 
themselves with the instructions, protocol and processes for re-entry and report hazards, concerns, 
questions and non-compliances to the unit manager and/or OFS for corrective measures and 
communication. 

Further Information: 

• Link to COVID-19 Best Practices for Personal Protection 

 

  

https://www.oise.utoronto.ca/cao/UserFiles/File/COVID/COVID-19-BestPractices-Personal_Protection.pdf
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Reporting any probable or confirmed cases of COVID 19  
For those who have been exposed to COVID 19 and/or are experiencing symptoms, the Ontario Ministry 
of Health self-assessment for COVID-19 must be completed. The form can be found here. Upon 
completion, information will be provided on next steps.  

The university is asking any employee who tests positive for COVID-19 to immediately report this result 
directly to U of T’s Occupational Health Nurse by email at ehs.occhealth@utoronto.ca 

The University respects the privacy of individuals who are being tested or who have been tested positive 
for COVID-19 and will ensure this information is kept confidential. 

In order to track COVID-19 related absences, all faculty, staff and librarians who are absent due to COVID-
19 related illness OR who must self-isolate based on public health advice must complete the Self-
Declaration form, linked below: 

• Appointed Faculty & Staff and Liberians Employee Absence Self-Declaration Form 
• Non-Appointed Employee Absence Self-Declaration Form  
• Link to COVID-19 SOP – Reporting COVID Cases 

Communication and Information Sharing 
Timely communications will be developed and shared broadly to ensure all members of the OISE 
community are aware of safety requirements and processes.  Communication channels will include email 
(via departmental and OISE listservs), websites, posters and signs.  Communications will be updated to 
reflect changes as we adapt to this fluid environment. 

• OISE CAO Website – COVID Related Information and Resources 
• Link to Building Entry and Access SOP 
• Link to Building Entry and Access Video 

  

https://covid-19.ontario.ca/self-assessment/
mailto:ehs.occhealth@utoronto.ca
https://uthrprod.service-now.com/esc?id=sc_cat_item&sys_id=f603340d1beb0410d57786e9cd4bcb3c&sysparm_category=abc78de49f331200d9011977677fcfb2
https://uthrprod.service-now.com/sp?id=sc_cat_item&sys_id=796ca9c51bef0410d57786e9cd4bcb03&sysparm_category=6205466cdb753f0052e7f8f339961937
https://www.oise.utoronto.ca/cao/UserFiles/File/COVID/COVID-19-SOP-Mail_and_Deliveries.pdf
https://www.oise.utoronto.ca/cao/COVID.html
https://www.oise.utoronto.ca/cao/UserFiles/File/COVID/COVID-19-SOP-Building_Entry_and_Access.pdf
https://www.oise.utoronto.ca/cao/COVID.html
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Additional helpful resources 
Government and Public Health organizations: 

• Toronto Public Health 
• Peel region Public Health 
• Ontario Ministry of Health 
• Public Health Ontario 
• A framework for Opening our Province 
• Public Health Agency of Canada 
• World Health Organization; 

Posters and information from Public Health organizations 
• Toronto Public Health poster on proper handwashing and TPH COVID-19 Poster 
• Toronto Public Health poster on using sanitizers 
• Toronto Public Health Cough Etiquette and TPH COVID-19 Poster 
• TPH COVID-19 How to wash your hands and how to sanitize your hands 
• TPH physical Distancing Poster 
• TPH How to Protect yourself COVID-19 poster 
• Ministry of Health how to Protect yourself 
• Public Health Ontario’s Cleaning and Disinfection of Public Settings 
• US Water Quality ad Health Council posters on cleaning and sanitizing 
• Centre for Disease Control’s List of Disinfectants for use against COVID-19 
• TPH Strategies to Increase Physical Distancing and Spread Reduction for Community Partners 
• Ontario Ministry of Health Screening for Symptoms of COVID-19 poster 
• Health and Safety Association Guidance Documents for Workplaces During the COVD-19 

Outbreak 
• Ontario Resources to Prevent COVID 19 in the Workplace 

Additional University of Toronto Resources 
• Wellness, Equity and Accommodation Resources 
• Managing Your Mental Health During COVID-19 
• COVID-19 Prevention & precaution poster 
• COVID-19 Restricted Prevention & precaution poster 
• COVID-19 Restricted Seat for Physical Distancing poster 
• COVID-19 Stairwell poster 
• COVID-19 Maximum Occupancy poster COVID-19 Floor Decals 
• COVID-19 Hand Washing and Sanitizing poster 
• COVID-19 Elevator Poster 

https://www.toronto.ca/home/covid-19/
https://www.peelregion.ca/coronavirus/
https://covid-19.ontario.ca/
https://www.publichealthontario.ca/en/diseases-and-conditions/infectious-diseases/respiratory-diseases/novel-coronavirus
https://www.ontario.ca/page/framework-reopening-our-province
https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection/symptoms.html
https://www.who.int/health-topics/coronavirus#tab=tab_1
https://www.toronto.ca/wp-content/uploads/2017/11/9975-tph-handwashing_poster_eng_Dec_2012_aoda.pdf
https://www.toronto.ca/wp-content/uploads/2017/11/9984-tph-handsanitizing_poster_eng_Dec_2012_aoda.pdf
https://www.toronto.ca/wp-content/uploads/2017/11/9929-tph-coveryourcough_poster_eng_Dec-2012_aoda.pdf
https://www.publichealthontario.ca/-/media/documents/ncov/factsheet/factsheet-covid-19-hand-hygiene.pdf?la=en
https://www.toronto.ca/wp-content/uploads/2020/03/8efd-COVID-19-Social-Distancing-WEB.pdf
https://www.toronto.ca/wp-content/uploads/2020/03/900d-COVID-19-ProtectYourself.pdf
https://files.ontario.ca/moh-coronavirus-pec-poster-en-2020-03-09.pdf
https://www.publichealthontario.ca/-/media/documents/ncov/factsheet-covid-19-environmental-cleaning.pdf?la=en
https://waterandhealth.org/resources/posters/#COVID-19
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2-covid-19
https://www.toronto.ca/wp-content/uploads/2020/04/87e3-covid-19-community-partners-physical-distancing-spread-reduction.pdf
http://www.health.gov.on.ca/en/pro/programs/publichealth/coronavirus/docs/2019_signs_EN_visitors.pdf
https://news.ontario.ca/opo/en/2020/04/health-and-safety-association-guidance-documents-for-workplaces-during-the-covid-19-outbreak.html
https://news.ontario.ca/opo/en/2020/04/health-and-safety-association-guidance-documents-for-workplaces-during-the-covid-19-outbreak.html
https://www.ontario.ca/page/resources-prevent-covid-19-workplace
http://www.hrandequity.utoronto.ca/covid-19/wellness-equity-and-accommodation/
https://www.coursera.org/learn/manage-health-covid-19
https://ehs.utoronto.ca/wp-content/uploads/2020/03/Covid-19-Poster_8.5x11_FA.pdf
https://ehs.utoronto.ca/wp-content/uploads/2020/03/Restricted-Access-Poster_8.5x11_FA.pdf
https://ehs.utoronto.ca/wp-content/uploads/2020/05/COVID-19-Restricted-Seat-for-Physical-Distancing-Poster.pdf
https://ehs.utoronto.ca/wp-content/uploads/2020/05/COVID-19-Stairwell-Poster.pdf
https://ehs.utoronto.ca/wp-content/uploads/2020/05/COVID-19-Maximum-Occupancy-Poster.pdf
https://ehs.utoronto.ca/wp-content/uploads/2020/05/COVID-19-Hand-Washing-and-Sanitizing-Poster.pdf
https://ehs.utoronto.ca/wp-content/uploads/2020/05/COVID-19-Elevator-Poster.pdf
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COVID Related Standard Operating Procedures 
Please review the following COVID related standard operating procedures and best-practices 

• Guidelines for Staggered hours and shift work 
• Safe Mail and other deliveries and handling process 
• Building Entry and Access 
• Reporting potential COVID cases 
• Reporting deficiencies and non-compliance 
• Best Practices on Personal Protection  
• Requesting and Sharing Portable Protective Barriers 
• Room Booking 

 

 

 

 

 

https://www.oise.utoronto.ca/cao/UserFiles/File/COVID/COVID-19-SOP-Staggered_Hours_and_Shift_Work.pdf
https://www.oise.utoronto.ca/cao/UserFiles/File/COVID/COVID-19-SOP-Mail_and_Deliveries.pdf
https://www.oise.utoronto.ca/cao/UserFiles/File/COVID/COVID-19-SOP-Building_Entry_and_Access.pdf
https://www.oise.utoronto.ca/cao/UserFiles/File/COVID/COVID-19-SOP-Reporting_COVID_Cases.pdf
https://www.oise.utoronto.ca/cao/UserFiles/File/COVID/COVID-19-SOP-Reporting_Deficiencies_and_Non-Compliance.pdf
https://www.oise.utoronto.ca/cao/UserFiles/File/COVID/COVID-19-BestPractices-Personal_Protection.pdf
https://www.oise.utoronto.ca/cao/UserFiles/File/COVID/COVID-19-SOP-Barriers.pdf
https://www.oise.utoronto.ca/cao/UserFiles/File/COVID/COVID-19-SOP-Room_Bookings.pdf
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