September
2020
Protocols for Staff and Public During Non-Performance Office Hours

1. A staff member will be designated as Covid-19 Safety Managers (Audience Services Manager,
Box Office Supervisor, Production Director). This person will be responsible for monitoring
provincial guidelines; assessing how the Belfry is doing regarding guideline compliance; act as
a resource for staff to communicate questions/concerns, and as a primary contact with
Leadership regarding Covid-19 policies and protocols.
2. Training/orientation on these protocols, and on best sanitization practices, will be required for
all new and returning staff.
3. Cleaning supplies, including PPE for sanitization, will be provided for each workstation area.
Shortages should be reported to the Production Manager, who will provide resupply.
4. Hand sanitizer will be available at all entrances, in washrooms and public-use areas. All staff
will use hand sanitizer upon entering the building. Members of the public are requested to use
the available hand sanitizer stations upon arrival.
5. Frequent handwashing is encouraged, and signage posted at all handwashing sinks offers
guide to best handwashing practices.
6. All staff are encouraged to wear masks at anytime even when distancing can be maintained.
No worker may be required to work without PPE. Members of the public are requested to wear
masks that cover the nose and mouth while visiting the building. Disposable masks will be
provided to any visitor who arrives without one.
7. The building capacity is a maximum of 50 patrons or otherwise directed by public health
authorities. Individual room capacities are posted at entrance of each room. Capacity
guidelines will be posted for all communal spaces. These guidelines will be respected, and if
occupancy is reached for a space, staff will not enter that space, and will restrict public access.
During non-performance office hours (when no traffic control barriers are present):
8. All staff members must self-evaluate each day before coming into the building.
9. Staff must not enter the building if displaying any Covid-19 symptoms, and will call their
supervisor for direction. Entering the building is a declaration of good health.
10. Any staff member who develops symptoms of Covid-19 while at work must:
i. -Isolate from co-workers;
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ii.
iii.
iv.
v.

-Report to supervisor;
-Travel home safely;
-Call 8-1-1 for direction;
-Follow isolation/return to work guidelines based on test results per BCCDC
COVID19_HCW_ReturnToWorkDecisionTree.
b. The staff member’s workstation and all communal areas will immediately be
thoroughly sterilized, and any staff member who has been in close contact with that
person will isolate as directed by Leadership.
11. All staff will use the main entrance when entering the building.
12. Upon entering or exiting the building, all staff will use the sign-in/out board (located in the
lobby) to ensure building capacity can be monitored.
13. While at work, staff will maintain a 2-meter safe physical distance from each other whenever
possible.
14. All staff members will wash or disinfect hands at least once per hour.
15. Staff members are encouraged to open windows to increase airflow to their workstation areas
(weather permitting).
16. Each staff member is responsible for sterilizing their workstation area surfaces at the end of
each day. Workstation area includes (but is not limited to) door handles, light switches, chair
arms, computer keyboard, and telephone.
17. Each staff member is responsible for sterilizing communally used surfaces after each use.
Communally used surfaces include photocopier, postage machine, lobby chairs/tables.
18. All staff members will minimize personal contact with surface areas while travelling through
the building.
19. Staff members will not share workstations.
20. Staff members will avoid going into others’ workstation areas if 2-meter safe physical distance
cannot be maintained in those areas.
21. Communally used supplies will be reduced or eliminated. Staff are encouraged to bring their
own dishes/glassware/cutlery, rather than use concession supplies. When concession supplies
are used, staff will handwash immediately after use, and then place in dishwasher for
sterilization before being returned to communal supply.
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22. Concession microwave, including door handle and keypad, must be cleaned after each use.
23. Communal lunch fridge door handle must be cleaned after each use.
24. Communal coffee will not be provided.
25. Staff are encouraged to take breaks outside the building, or at their own workstations.
26. Meetings with non-staff visitors are encouraged to happen virtually or offsite, rather than in
the building. Any meetings that need to happen within the building will use the largest
available room, which will be sanitized by the staff involved both before and after use.
27. Members of the public who are feeling ill, who have any symptoms of illness, or those who
have been out of the province within the last two weeks, should not visit the theatre. Those
who arrive showing symptoms of illness will be asked to leave.
28. Members of the public will be encouraged to conduct business by telephone or email rather
than to visit the building. This includes (but is not limited to) all box office transactions.
29. Washroom use will be restricted by area and by group.
i. -Staff members will use the basement-level washrooms located off the Studio
B lobby, including the washroom currently designated as the Men’s
Washroom. Staff members who are unable to access the basement level may
also use the single-stall accessibility washroom.
-Members of the public will use the lobby-level washrooms. The washroom
currently designated as the Women’s Washroom will be re-designated as for
the use of All Patrons during non-performance office hours.
-Visiting Artists will use the basement-level washroom located off the Green
Room. Visiting artists who are unable to access the basement level may also
use the single-stall accessibility washroom.
30. Where first aid is required, standard Belfry procedures apply while taking the necessary Covid19 precautions as per OFAA protocols; https://www.worksafebc.com/en/about-us/newsevents/announcements/2020/June/new-resource-for-first-aid-protocols-during-covid-19pandemic
31. Per the Privacy Policy of the Belfry Theatre Society [section 4 paragraph 3]: If requested by the
BCCDC or local Health Authority for the purposes of contact tracing, the Belfry will provide
contact information for any staff member or member of the public who has been in the
building at a time when exposure to COVID-19 may have occurred.
32. Janitorial to clean and sanitize common areas after office hours from Monday to Friday.
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RESOURCE LINKS FOR STAFF:
a. BC Health Orders, Notices and Guidance:
https://www2.gov.bc.ca/gov/content/health/about-bc-s-health-care-system/office-ofthe-provincial-health-officer/current-health-topics/covid-19-novel-coronavirus
b. BC Centre for Disease Control: http://covid-19.bccdc.ca/
c. Island Health: https://www.islandhealth.ca/learn-about-health/covid-19
d. WorkSafe BC: https://www.worksafebc.com/en/about-us/covid-19-updates/covid-19returning-safe-operation/performing-arts
e. Actsafe: https://www.actsafe.ca/covid-19-resources-for-the-arts-and-entertainmentindustries/
f. Symptom list: https://www.healthlinkbc.ca/health-feature/coronavirus-disease-covid19
g. Covid-19 self evaluation: https://bc.thrive.health/covid19/en
h. Mental health links https://www2.gov.bc.ca/gov/content/health/managing-yourhealth/mental-health-substance-use/virtual-supports-covid-19
i. Closest testing station:
i.
ii.
iii.
iv.

Victoria Health Unit, 1947 Cook St (at Caledonia)
White tent in parking lot
Open Monday to Saturday, 8:30-16:30
Appointment required, call 811 with symptoms

Call 8-1-1 for any health questions or if you are unsure if you should get tested.
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September
2020
Protocols for Staff and Public During Performance Times

1. Purchasing a ticket and entering the theatre building is a declaration of health and an
acknowledgement of the risks associated with attending an indoor event.
2. Patrons will be given information on the Belfry’s health and safety protocols for attendance
with confirmation of their ticket purchase and again within 48 hours of their scheduled
performance.
3. Any patron who feels unwell, or has a sick family member at home, will be allowed to
exchange their ticket for another ticket to a later performance or a future theatre credit,
provided they contact the Box Office in advance of their scheduled performance. Ticket
exchange/credit will not be offered retroactively.
4. Patrons who have been out of province are requested not to book tickets for a performance
within two weeks of their return to BC.
5. Any patron who arrives at the theatre displaying symptoms of illness (such as fever, cough, or
sneezing) will not be allowed to attend, and their tickets for that performance will be forfeit.

6. All patrons and volunteers are required to use masks that cover the nose and mouth while
visiting the theatre. Masks may be removed once audience members are seated and the
performance is underway but must be worn during intermission. After the performance,
patrons and volunteers are asked to continue to wear their masks until they have exited the
building. Belfry waste stations are not to be used for mask disposal.
7. Exterior doors to the theatre will not be opened until the doors into the auditorium are also
open (typically 30 minutes prior to each performance). Patrons are encouraged to go directly
to their seats on entry into the building; those wishing to socialize should do so outside the
building.
8. Seating capacity in the auditorium will be reduced to comply with current provincial
gathering size limits, and seat locations will be spaced to provide a minimum of 2 meters
between patron groups.
9. Patron groups will be restricted to a maximum of 4 persons from a shared household.
10. No patrons will be seated in the front row of the Main Floor (Row A).
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11. Patrons will be given staggered arrival times based on their ticket seating location: patrons
with centrally located seats will be instructed to arrive 30 minutes prior to the performance for
the first seating intake; patrons with aisle seats will be instructed to arrive 15 minutes prior to
the performance for the second intake.
12. Three exterior entrance doors will be available:
i. -The double doors at the top of the stairs closer to Fernwood Road, above
Studio B, for the use of patrons with tickets in hand whose seats are on the
Balcony.
ii. -The double doors at the top of the stairs closer to Gladstone Ave (main lobby
doors) for the use of patrons who need to visit the Box Office, or for those with
tickets in hand whose seats are on the Main Floor. One set of stairs leading to
these doors will be closed off for traffic control.
iii. -The door at the top of accessibility ramp for the use of patrons who wish to
avoid stairs.
13. Patrons will be asked to line up outside the building before entry. Line spacing markers will be
present leading to each entrance.
14. Tickets will be checked at the exterior Balcony Access doors and at a point near the rear Main
Floor entrance inside the lobby. Ticket checking will be contactless.
15. Concession services will be offered through pre-order only (no at-counter service) and will be
limited to cold beverages only. The lobby drinking fountain will be closed. Patrons are asked
not to bring food or drink with them to the theatre, other than personal water bottles (which
may be refilled at the hands-free concession faucet).
16. Physical programmes will not be offered. Links to programme information will be provided on
the Belfry website and by email.
17. Traffic flow through the building will be restricted by certain doors and routes being
designated for one-way traffic only. Signs will be posted to designate these doors and routes.
18. Patrons in the Lobby will have access to the washrooms on both the lobby and basement
levels. Volunteers will be stationed near those washroom access points to ensure that
washrooms do not exceed capacity, and that patrons are able to maintain physical distance
around narrow access points (i.e. the stairwell to the basement level washrooms).
19. Patron seating will be assigned to alternating rows in such a fashion that each patron group
has access to at least one aisle without obstruction by another patron group seated in the
same row.
20. Patron seating will start in the 3rd row of the seating section on the main floor to allow
minimum of 3 meter (10 feet) distancing from performers onstage.
21. Patrons who have entered the auditorium will have access to the washrooms prior to the
performance and at intermission by exiting across the front of the Main Floor and into the
Lobby via the Alcove Door. Spacing markers will be placed along the Main Floor aisles,
including the front aisle, to distance patrons who need to exit to the Lobby.
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22. Washroom area capacities are:
-Lobby level multi-stall Women’s Washroom: 5 persons
-Lobby level single-stall Accessibility Washroom: 1 person
-Basement level multi-stall Men’s Washroom: 2 persons
-Basement level single-stall washrooms: 1 person each (2 persons total)
23. Any patron who needs to exit during the performance is requested to do so via the rear doors.
Patrons whose seats are on an aisle may be reseated after the performance begins; those
whose seats are not on an aisle will be asked to watch the remainder of the performance on
the monitor in the lobby.
24. Shows which require an intermission will have additional time built in for those intermissions.
25. Patrons will be encouraged to remain at their seats during intermissions unless using
washrooms. Belfry staff or volunteers will be present in the house during intermissions to
direct traffic and assist patrons exiting or re-entering.
26. Any patron who is observed excessively coughing or sneezing before or during the
performance may be asked to leave.
27. Any patron who refuses to follow the Belfry’s health & safety protocols, or who behaves in a
rude or abusive manner toward Belfry staff or volunteers, will be asked to leave.
28. The Belfry will require contact information for all patrons attending a performance. This
information will be provided to the BCCDC or local Health Authority if requested for the
purposes of contact tracing relating to an exposure to Covid-19. In all other circumstances, this
information will be kept confidential in accordance with the Privacy Policy of the Belfry
Theatre Society.
29. The Belfry will not use fog, haze, or simulated smoking effects onstage, recognizing that these
effects can prompt coughing.
30. Staff and volunteers will not enter the building if displaying any Covid-19 symptoms or if not
in good health.
31. Within 24 hours of each performance, the Belfry will confirm that all staff and volunteers
scheduled for that performance are in good health. If any of those staff members or volunteers
falls ill, the Belfry will ensure that sufficient staff and volunteers are present at the performance
to oversee the health and safety of all patrons.
32. All Belfry staff and volunteers will be trained on these protocols, as well as on the traffic flow
maps of the building, and on providing enhanced customer service.
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33. Belfry staff and volunteers will wear masks.
34. Belfry staff and volunteers at a performance will clean their hands after touching any other
person, item or surface, or after touching their face.
35. Belfry staff will clean all communal surfaces, including auditorium seats and armrests, before
patrons are allowed into the building. Lobby and washroom areas will be cleaned again
during the performance.
36. Janitorial will clean and sanitize in auditorium, washrooms, and public common areas
following evening performances.
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