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HLNA Reopening Plan August 2020 
 
Hants Learning Network Association 
90 Sanford Drive, Windsor, NS 
 
At this point, HLNA is planning on offering all adult learning programs in-person 
this fall. Hours and numbers in classes may be reduced. Your teacher, tutor, or 
supervisor will provide you with your schedule, which may change during the 
year. 
 
If it becomes necessary to close the learning centre due to the pandemic, all 
learners, volunteers, and staff members will be informed and plans will be made 
for distance learning/working.  
 
 

New/Prospective Learners and Volunteers 
 

What to Expect When You Contact Us about Learning or Volunteer Opportunities 

During the initial phone call or e-mail, you will be asked: 

 about any travel history in the last 14 days outside of the Atlantic bubble   

 if you have any symptoms of COVID-19 
o Fever 
o New cough 
o Shortness of breath 
o Sneezing 
o Muscle aches 
o Hoarse voice 
o Unusual fatigue 
o Runny nose 
o Headache 
o Diarrhea 
o Loss of smell or taste 
o Unexplained red, purple, or blue lesions on feet, toes or fingers 

 if you have had contact with any COVID-19 infected person or person 
waiting for COVID-19 test results 

 

https://novascotia.ca/coronavirus/when-to-seek-help/


If you answer “yes” to any of these questions, your appointment will be 
scheduled for at least 14 days later. 
If you answered “no” to all of the questions, your appointment will be scheduled.  
 

What to Expect When You Arrive for Your Appointment 

 
Please wear a non-surgical face mask when entering the building.  If you arrive 
without one, a non-surgical face mask will be provided and must be worn.   
 
Please come alone; your friends/family are not allowed in the building. 
 
Where communication is possible, a detailed information email/text will be sent to 
you before your intake appointment outlining these steps to ensure the safety of 
all involved. 
 
If you are feeling unwell on the day of the Intake Assessment, you must contact 
us to reschedule your appointment.  

 
Upon Arrival: 

 If you have a phone, please call or text the number provided, or email us 
to announce you have arrived on site.  

 If we’re not ready for your arrival, you will be asked to wait outside or in a 
designated waiting area.  

 
Upon Entering: 

 You will be asked once again if you have traveled outside of Nova 
Scotia/Atlantic bubble, etc., have been in contact with anyone with 
COVID-19 or who is awaiting COVID-19 test results, and if you have any 
of the identified COVID-19 symptoms.   

 If you answer “yes” to any of the above, your appointment will be 
cancelled and you will be asked to go home and complete the 811 
COVID-19 assessment.  Your appointment may be rescheduled for a later 
date. Immediate sanitizing of the area will occur upon your departure. 

 If you answer “no” to all of the questions above, you will be instructed to 
use the hand sanitizer/hand washing station at the entrance of the site. All 
personal items (coats, backpack, purse, etc.) must be kept with you. 

 
During the Appointment: 

 A 6-feet distance will be maintained wherever possible between you and 
other people at the learning centre.  Both you and the staff person will 
wear a non-surgical face mask.  A plexiglass shield may be used as an 
additional barrier between you and the staff person. 

 If you do not have your own pen/pencil to use during the assessment, 
disinfected pens or pencils will be available for your use. 

 If new paper materials are required during your appointment, they will be 
placed on a disinfected surface 6 feet away from you by the staff person, 
where you can pick them up to complete in your work area. They may be 



placed in a plastic sleeve which will be disinfected before sharing them 
with you.  

 
When the Appointment Is Complete: 

 Wash/sanitize your hands before leaving the room.  

 You will maintain 6-feet distance from staff or learners in the area. 

 You will be shown to the exit area where you will immediately leave the 
learning centre.  
 

After You Have Left: 

 There will be at least 15-minutes between intake appointments to allow for 
proper cleaning of the premises. 

 Staff will disinfect all contact surfaces, focusing especially on high touch 
surfaces such as doorknobs/handles, sink/taps, tables, chairs, 
photocopier, pens, etc. 

 HLNA will keep a log of your name, contact information, and when you 
enter/exit the premises in case contact tracing is necessary. 

 All the above steps will be followed for each appointment to keep you and 
our staff safe. 
 

 

Learners, Volunteers, and Staff Members 
 
When Arriving at the Learning Centre: 

● Maintain a 6-foot distance between you and others. 
● If any member of your household has COVID-19 or has been tested for 

COVID-19 and has not received the test results, do not enter. Go home 
and contact your instructor/tutor/supervisor from there. 

● If you or any member of your household has returned to Nova Scotia from 
outside the current designated travel area (province/Atlantic 
Bubble/country, etc.) in the last 14 days, please do not enter. Go home 
and contact your instructor/tutor/supervisor from there. 

● Check for any possible symptoms of COVID-19. If any are present, do not 
enter. Go home and contact 811. Follow up with your 
instructor/tutor/supervisor. 

● Wear a non-surgical mask. 
● Use the hand sanitizing station when you enter. 

 
In the Classroom or Tutoring Space: 

● Maintain a 6-foot distance between you and others. 
● When entering, you will be asked how you are feeling and if you are 

experiencing any possible symptoms of COVID-19.  If any are present, do 
not enter. Go home and contact 811. 

● When entering, you will be asked if any member of your household has 
COVID-19 or has been tested for COVID-19 and has not received the 
results. If the answer is “yes”, do not enter. Go home and contact your 
instructor/tutor from there. 

● Use the hand sanitizing station when you enter 



● Entry and exit times will be recorded in case contact tracing is necessary. 
If you are arriving for tutoring, please ensure that you alert the tutor 
coordinator/appropriate person of your arrival and departure. 

● A mask must be worn any time it is not possible to maintain six feet 
distance. If you do not have a mask, one will be provided to you. 

 If required, breaks will be scheduled and you will be expected to keep 6 
feet of distance between you and others when leaving the classroom or 
tutoring space. 

 Keep personal items (coat, bag, etc.) with you or at your seat. 

 Do not share items. 

 Do not touch anything unnecessarily. 

 Sanitize items between uses. 

 Cover your mouth and nose with a tissue when you cough or sneeze and 
throw used tissues in the trash. If you don’t have a tissue, cough or 
sneeze into your elbow, not your hands.  Remember to immediately 
wash/sanitize your hands after blowing your nose, coughing, or sneezing. 

 Where possible, doors will be kept open to avoid unnecessary touching. 

 If someone in the space begins to show possible COVID-19 symptoms, 
they will be asked to go home and will be required to wear a mask and 
move to a separate space until transportation home can be arranged. 
Immediate sanitizing will begin as soon as they leave the classroom or 
tutoring area. 

 Plexiglass dividers will be available at some tables to allow practitioners 
and learners to work together more safely. 

 
When the Class or Tutoring Session Ends: 

 Make sure you have all your personal items with you. 

 Maintain 6 feet distance between you and others when you leave the 
space. 

 Use the hand sanitizing station on your way out. 

 Exit the learning centre immediately. 

 Staff/tutors will sanitize the room immediately upon your departure. 
 

Common Areas 

 A mask must be worn in all common areas (e.g., entry, hallways, kitchen, 
library, etc.). 

 
Kitchen Area 

 Sanitize or wash your hands with soap when you enter. 

 Maintain 6 feet distance between you and others. 

 Practice cough and sneeze etiquette. 

 If someone else is already using the kitchen/lunch area, please wait your 
turn away from the door. 

 Leave the area as soon as you have gotten/prepared your food. 

 Limit touching of items, surfaces, etc. as much as possible. 

 Do not touch any food items that you are not going to eat. 

 Leave the door open and the lights on. 



 Use a disinfecting wipe to clean surfaces before and after touching 
(appliances, fridge/microwave doors, counters, etc.). 

 Clean up any spills/messes immediately. 

 Put used dishes, utensils, mugs, etc. in the dishwasher immediately after 
use. If the dishwasher is full, tell a staff member. 

 This area will be sanitized by staff twice a day. 
 
Washrooms 

 Only one person in the washroom at a time 

 If someone is already in the washroom, please wait your turn away from 
the door. 

 Wash hands well with soap and water before leaving the washroom. 

 Leave the lights on when you exit. 

 This area will be sanitized by staff twice a day 
 
Library 

 Maintain six feet of distance between you and others at all times. 

 Practice cough and sneeze etiquette. 

 Maximum 1 person on the couch at a time. 

 Limit touching of items, surfaces, etc. as much as possible. 

 Any library materials looked at or used must be either checked out or 
returned to the “returns” box immediately after handling.  

 Items in the “returns” box will be checked in and/or re-shelved after 3 
days. 

 
Phone Use 

 Unless there is an emergency, the learning centre phones will be for staff 
use only.  If needed, you can ask a staff member to make a call for you. 

 Phones will be sanitized between users. 
 

Arrival and Departure Times 

 Please try not to arrive any earlier than 5 minutes before your scheduled 
class/session/appointment as cleaning time is needed.  If you arrive 
earlier, you may have to wait outside or in a designated waiting area. 

 Please leave the learning centre within 5 minutes of your 
class/session/appointment as staff need time to clean.  If you are waiting 
for transportation, you may have to wait outside or in a designated waiting 
area. 

 Maintain six feet distance between you and others while waiting. 

 Staff will not be able to wait with learners as this time is needed for 
cleaning. 

 
Breaks  

 If leaving the room for a break, sanitize your hands when exiting and when 
returning. 

 Maintain six feet distance between you and others during break times. 

 Practice cough/sneeze etiquette. 



 Do not share items (including drinks, food, etc.). 

 Breaks may be scheduled and staggered to reduce numbers waiting for 
washrooms, lunch area, etc. 
 

Smoking Area 

 Maintain six feet of distance between you and others. 

 Practice cough/sneeze etiquette. 

 Do not share items (cigarettes, lighters, drinks, food, etc.). 

 If you are not able to maintain six feet distance in the smoking area due to 
the number of people already there, wait your turn, six feet away.  Do not 
smoke until there is room to enter the smoking area safely. 

 Clean up any litter (including cigarette butts) before leaving the smoking 
area. 

 
Visitors, Drop-Ins, and Deliveries 

 General visitors will not be permitted without an appointment. 

 Potential learners/volunteers who drop in will need to follow the protocol 
for entering the building and wait in a designated area for a staff person to 
meet them. They may be asked to make an appointment for another time. 

 Couriers must follow the protocols for entering the building. Deliveries, 
other than oversize/overweight items, are to be left in the entry area.  The 
courier is not to advance beyond the entry area unless directed by staff to 
do so for delivery of an oversize or overweight item. 

 The entry area will be sanitized by staff twice a day. 
 
Shared Equipment 

 As much as possible, equipment use will be limited to one person (e.g. 
admin. assistant to do all photocopying during the day). 

 Shared equipment must be disinfected before and after use. 

 Additional pieces of equipment will be provided where possible to avoid 
sharing. 

 Personal items (pens, pencils, fidgets, etc.) will be provided where 
possible to avoid sharing. 

 Signage will be posted and staff, learners, and volunteers will be educated 
about the safe use and cleaning of equipment. 
 

 

Staff: Steps for End of Day/Shift 
 

 Before leaving at the end of day, clean and sanitize your work 
area/classroom/office and any other spaces used with disinfectant. Pay 
particular attention to tables, desks, chairs, and any touch points such as 
light switches and door knobs.  

 Disinfect any devices used by you or your learners: computers, printers, 
tablets, phones, etc. 

 Spray-mop floors in your work area/classroom/office with disinfectant if the 
cleaning person is not scheduled to arrive that day.  



 The last staff member to leave for the day must sanitize the entry area, 
paying particular attention to touch points (light switches, sanitizer station, 
door knobs, etc.). 

 Wash hands thoroughly before leaving the building with soap and water or 
hand sanitizer.  
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