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NAIT COVID-19 Rapid Response Planning Framework
Purpose

The Relaunch Coordination Team (RCT) Advance Planning Group has developed the Rapid Response
Planning Framework (RRPF) as required by the Government of Alberta’s document: COVID-19
Information: Guidance for Post-Secondary Institutions (updated June 22, 2020). The RRPF details
guidance specific to NAIT’s response to COVID-19 cases on our campuses and will be integrated into
NAIT’s existing Communicable Disease Plan and Procedure. More detail on the COVID-19 response is
provided in Document 1: NAIT COVID-19 RRP Framework.
There are three main parts to the Rapid Response Plan:
•
•
•

Reporting and management of a case of COVID-19 on NAIT campuses and facilities. Each
individual case proceeds through this process.
The coordinated response, detailing internal and external triggers and thresholds for a broader
response.
The communications plan, explaining how we will keep the NAIT community informed of our
COVID-19 status.

Scope

Reporting & Case Management
The Advanced Planning Group has worked with NAIT Health Services (HS) and NAIT Health & Safety
Services (HSS) teams to document the reporting process for a COVID-19 case on NAIT campuses and
facilities. The reporting process combines the existing HS process and the existing HSS process, with
considerations for communicating with Alberta Health Services (AHS) and the RCT. This process is
documented in Document 2: NAIT COVID-19 Incident Workflow and Document 3: Rapid Response Steps
for the NAIT Community.
Coordinated Response
The Advanced Planning Group has consulted with Marketing & Communications (M&C), the General
Counsel’s Office (GCS), HSS, HS, and Emergency Management & Business Continuity (EMBC) to
document a coordinated response for when conditions progress beyond single cases of COVID-19. This
coordinated response includes a list of triggers and responses documented in Document 4: Levels of
Response. Also included is a framework for a Coordinated Response Team (CRT) that will execute the
ongoing and ad hoc work needed to coordinate our response and communicate with the NAIT
community and beyond. This framework is described in Document 5: Coordinated Response
Framework.
COVID-19 Communications
The Advanced Planning Group has worked with Marketing & Communications to identify the various
communications pieces needed to inform and guide the NAIT community and beyond. In order to
ensure a timely response, the team has developed templates for communications in advance, as well as
a matrix to detail who will deliver the message, how it will be delivered, and on what timeline. The
3
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Levels of Response document has been used to generate a preliminary list of communications pieces
described in Document 6: Rapid Response Communications.
The communications plan also includes regular updates to NAIT Leaders and the NAIT community at the
discretion of the RCT Director.
•

•
•
•

NAIT Leaders will initially want to be informed about individual cases of COVID-19 involving the
NAIT community. Over time, as the volume of cases increases, and the fact of having active
cases normalizes, we anticipate summary information becoming the level of detail required.
The CRT will work with Marketing & Communications to provide a regular status update
(summary) of COVID-19 related information to NAIT Leadership daily.
The CRT will work with Marketing & Communications to provide a regular status update
(summary) of COVID-19 related information to the NAIT Community weekly.
Other updates / reporting that is required will be ad hoc.

Additional Supporting Decisions

In addition, a number of supporting documents have already been created to provide immediate
guidance along with the approved plan. These include Document 7: Staff COVID-19 Case Checklist and
Document 8: Return-to-Work Assessment.
Along with documentation for the RRPF, several key factors have been implemented to ensure a
comprehensive approach to the planning, including:
1. Establish the COVID-19 Coordinated Response Team (CRT). The CRT is responsible for compiling
summary information for NAIT leaders and the NAIT community. The CRT is also responsible for
analyzing the summary data to find trends, links, etc. and to inform coordinated response
decision making. Initially to be formed by members of the RCT to include:
•
Director (Initially RCT Director but as the RCT stands down, AVP of Facilities
Management & Development (FMD))
•
Administrative Assistant
•
Emergency Management and Business Continuity (EMBC) Representative
•
Health and Safety Services (HSS) Representative
•
Health Services (HS) Representative
•
Facilities Management and development (FMD) Representative
•
Marketing and Communications (M&C) Representative
•
RCT Advance Planning Group Representative (initially)
•
Human Resources (HR) Representative
•
General Counsel Services (GCS) Representative
2. Review the Levels of Response and associated tasks as described in Document 4: Levels of
Response to ensure ongoing accuracy. The Levels of Response documentation is based on best
practices from emergency management and epidemiology experts with respect to the
thresholds described. Alberta Health Services (AHS) & the GoA have not provided further
4
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direction on thresholds. AHS may only provide clarity in the event of a significant cluster of
confirmed COVID-19 cases.
3. Ongoing assessment and evaluation of processes to ensure efficacy.

Enclosures

Document 1: NAIT COVID-19 RRP Framework
Document 2: NAIT COVID-19 Incident Workflow
Document 3: Rapid Response Steps for the NAIT COMMUNITY
Document 4: Levels of Response
Document 5: Coordinated Response Framework
Document 6: Rapid Response Communications
Document 7: Staff COVID-19 Case Checklist
Document 8: Return-to-Work Assessment

5
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Document 1: Rapid Response Plan Framework
This Rapid Response Plan (RRP) Framework details NAIT’s specific response to confirmed COVID-19
cases and will be organized as part of the existing NAIT Communicable Disease planning documentation.

Executive Summary

The framework outlines the process and considerations for the management of COVID-19 cases within
the NAIT community, as well as addressing the coordinated response to multiple pre-determined
scenarios relating to individuals attending a NAIT campus and presenting symptoms of COVID-19
(including presumptive and positive test 1 results).

Principles & Assumptions
•
•

•
•

If there is one confirmed case of COVID-19 on campus, we assume there are additional cases that
have yet to be confirmed.
We prioritize people over infrastructure – for example closing a room or a building is about stopping
the spread, not about protecting the building. It is about prioritizing extra cleaning even though it
might disrupt other activities.
Collection & use of any personal information, including health information, is subject to FOIP.
COVID-19 incidents that are not occupational (i.e. occur elsewhere) will generally require an incident
report to be filed but will not require an OHS investigation to be performed as it falls outside of NAIT
jurisdiction when an incident occurs at another place of business. WIL placement exposures/cases
occur elsewhere, but HSS deems them to be occupational.

Rapid Response Planning Objectives
•
•
•
•
•
•
•
•

Protect the health and safety of NAIT staff, students, clients, partners, and visitors.
Limit the risk of spreading COVID-19 at NAIT campuses, facilities, and events.
Document the process for reporting and managing each case of COVID-19 at NAIT.
Work to normalize what will likely become a common occurrence.
Plan and document the NAIT coordinated response levels and thresholds to enact them.
Coordinate data collection & usage (AHS Reporting + OHS Reporting + NAIT Reporting / Responses).
Plan communications with the NAIT Community & wider Alberta/Global community (Internal and
external audiences).
Provide business units with details around specific scenarios they will need to include when
updating their business continuity plans.

Strategies
1.
2.
3.
4.

Determine levels of risk (exposure risk, history on campus, shared spaces, etc.)
Develop the “normalized” response procedure for a single case of COVID-19 reported
Document coordinated responses to pre-defined COVID-19 scenarios of escalating severity
Support the development of communications for each pre-defined scenario

Positive tests fall into two categories: 1. Presumptive – Test was positive in an Alberta lab however not verified at
the National Microbiology Lab; and, 2. Confirmed – Positive test confirmed by the National Lab. Both are treated
the same in terms of timelines by AHS.

1
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5. Support business continuity planning at the individual program or business unit level for specific predefined scenarios & responses

References / Supporting Information
•
•
•
•
•
•
•

•
•
•
•

NAIT COVID-19 Microsite
NAIT Turning the Dial Strategy Document
NAIT Deceased Student Procedure
NAIT Communicable Disease Procedures (2014)
NAIT EOC COVID-19 Contingency Plan: Presumptive/Confirmed Case
NAIT EOC COVID-19 Contingency Plan: Fatality due to COVID-19
Government of Alberta Direction (Thresholds & Responses)
• PSI Guidance Documents (May 2020 & June 2020)
• Coronavirus, Novel Public Health Disease Management Guideline (Alberta Health May 2020)
• AHS COVID-19 Return to Work Guide for Healthcare Workers June (AHS June 2020)
Public Health Agency of Canada Epidemiology Modelling 2020-07-08
CDC Guidance on COVID (Decision Tree)
Government of Canada Direction
• PSI Guidance (July 2020)
AHS Edmonton Zone Emergency Operations Centre FAQ (July 6, 2020)
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Document 2: Incident Workflow for all NAIT Community

8
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Document 3: NAIT COVID-19 Rapid Response Steps for NAIT Community
To ensure the safety of the NAIT community and to comply with Government of Alberta requirements,
NAIT Emergency Management has developed this Rapid Response Framework to guide the
development of our Rapid Response Plan (RPP) which details our actions for a presumptive or confirmed
COVID-19 case on NAIT campuses or facilities. This RRP framework has been developed collaboratively
with the NAIT Relaunch Coordination Team (RCT) and with the input of various NAIT stakeholders. This
Plan will be part of the larger Communicable Disease Plan.
The purpose of this framework is to serve explicitly as a guide to rapid response procedures for NAIT and
allow decisions to be made and support materials to be created in advance. The present document
builds on several earlier initiatives and presents an approach to the development of steps to guide rapid
response actions. The framework consists of eleven rapid response steps and four ongoing support
steps, with simultaneous requirements to assess the need for all stakeholders of the NAIT community as
new information becomes available.

Step

1

Rapid Response Phase
Action

Notify NAIT of symptoms OR confirmed case
using HS.FRM.12 Incident Report
Note: If the person visits HS in person, the
standard Clinic Visit process will also be
incorporated

Responsible Party

Employees, students,
contractors, and visitors

Note: Consider a WCB* Claim
2

Notification Process: Follow instruction in next
column

4

Review the incident details with the individual
with presumptive or confirmed case
Enter Incident into Cority Reporting System
If NAIT learns of a positive COVID-19 test result
and determines that there is a risk of significant
harm to the health of others and that personal
information must be disclosed:

5
6

9

Staff- Report to Direct
Supervisor
Student- Report to Instructor
Contractor- Report to NAIT
contract key contact
Visitor- Report to NAIT
contact or Health Services
Health Services
Health Services
Coordinated Response Team
(General Council Services
Supporting)
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7
8

9

10

11

a. Inform the Office of the Information and
Privacy Commissioner (OIPC)
b. Inform the individual to whom the
information relates & discuss the
situation
c. Inform members of the NAIT community
who may be at risk of significant harm to
their health
d. Inform AHS
Inform the following stakeholders:
a. Facilities / Custodial
b. Health and Safety Services (HSS)
c. RCT
d. Communications
e. Human Resources
f. NASA/AUPE (if applicable)
g. Dean (if applicable)
Note: Personal information of the individual will
not be shared with any stakeholder group except
to the extent necessary to allow that group to
perform its duties in connection with NAIT’s
response to the incident
Advise AHS if the case is considered connected to
2 or more cases with a known location link using
Health Link (811)
Initiate Safety Investigation of the Incident using
the interview questionnaire & investigation
template
Connect the individual with all NAIT health
supports (EFAP, health benefits, LTD, ability
management, and AHS supports) if employee or
student
Initiate Coordinated COVID-19 Response Process
if this case represents a new or 2+ linked cases
Implement Corrective Actions from Investigation

10

Health Services

Health Services
Health and Safety Services
with Direct Supervisor /
Business Unit Leadership
Team/ Dean
Human Resources (also
NAITSA if a student)
Coordinated Response Team
(CRT)
(Comms Supporting)
Direct Supervisor / Business
Unit Leadership Team/Dean
(Health and Safety Services
Supporting)
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Step
A

B
C

D

Validate Corrective Actions, Close Investigation,
and Report as necessary to:
a. RCT
b. Joint Worksite Safety Committee
c. OHS
d. AHS
e. RAC & Executive Committee
Ongoing Support Phase

Health and Safety Services

Action
For Employees: Execute the business unit /
department-level plan (business continuity plans)
for the continuity of critical work despite the
isolation or quarantine of staff/Instructor who
may be affected by a case
Maintain regular contact and support for the
impacted individual

Responsible Party
Direct Supervisor
(Business Unit / Department
Leadership Supporting)

For Employees: Keep team / co-workers informed
as possible, considering FOIP at all times

Direct Supervisor
(Business Unit Leadership
Supporting)

For Students: Keep team informed as possible,
considering FOIP at all times
Initiate a Return to Work Plan for employees
once cleared medically by AHS
Initiate a Return to Class Plan for students once
cleared per AHS protocols

Direct Supervisor or
Associate Dean/Instructor

Dean or Associate Dean
Health Services (Direct
Supervisor & HR Supporting)
Health Services (Associate
Dean/Instructor)

* A WCB claim should be considered when the following criteria are met:
Essential Workers / Workers in High-Risk Positions
1. Performing essential services in regular contact with the public or otherwise performing
work where the nature of the employment creates a greater risk of exposure for the
worker
2. The worker has contracted COVID-19
All Other Workers
1. There is an outbreak at the work site where the worker is present
2. The worker has contracted COVID-19
11
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Please note: Alberta WCB considers WIL students to be workers. Other jurisdictions may
differ.
Please also note: Each case involving a WIL student doing practical work outside Alberta will be reviewed
on its own merits. Before the student leaves, NAIT should contact WCB Alberta to discuss the situation,
as well as when a worker contracts COVID-19.

12

COVID-19 General Safety Direction

Document 4: NAIT COVID-19 Rapid Response Plan (RRP) Framework:
Levels of Response
Part of the overall NAIT Rapid Response Plan (RRP) Framework, this document refers to several
theoretical COVID-19 scenarios for Executive Council’s consideration and Facilities planning (cleaning
levels). This framework informs the need for a review & revision of existing business continuity plans, or
their creation for new business units. The list of controls & next steps detailed here is not meant to be
exhaustive and does not include some of the other important details listed elsewhere in the RRP. While
individual COVID-19 cases are managed by NAIT Health & Safety Services, a more holistic response is
managed by the NAIT Coordinated Response Team (CRT).

Levels of Response

Each level of response builds on the previous level(s). These thresholds and control measures are
intended as guidelines to direct NAIT’s response under a range of possible scenarios. It is understood
that a variety of factors, including physical characteristics of the space(s) involved, protective measures
in place, and evolving knowledge of the COVID-19 pathogen, will inform a more nuanced approach
should a real situation develop.
LEVEL OF
RESPONSE

TYPE OF
RESPONSE

REPORTING
STRUCTURE &
COMMUNICATIONS

CONTROLS & NEXT STEPS
•

0

Operational
Baseline

•

(No Incident)

1

Document via Incident
Report to Occupational
Level 1
Single/Isolated Health & Safety (OHS)
and Investigation by
Incident
Health & Safety
Services (HSS).

•
•

13

Encourage preventive measures
including: use of masks, 2m social
distancing, signage & wayfinding,
declarations, training, daily checkin form, etc., and follow baseline
(Level 0) COVID-19 cleaning
protocols (facilities).
Mechanical Systems (HVAC)
operated in occupied mode
(including normal or peak outside
air rate introduced to building as
determined by filter levels as per
hierarchy of controls defined by
AHS/ASHRAE) up to a period of 2
hours prior to occupants reentering building.
Maintain Level 0 controls.
Individuals diagnosed with COVID19, or who have been in close
contact* with an infected
individual, to follow AHS self-

Authorized
By

CRT
Director

CRT
Director

COVID-19 General Safety Direction

Instructor/Supervisor
is notified by
Coordinated Response
Team (CRT), or notifies
HSS, and forms part of
the response. As part
of the CRT, Facilities
will conduct cleaning
as required, Human
Resources (HR) will be
notified and support
staff for resources they
require, Legal Counsel
will be notified for
support, and
Marketing &
Communications
(M&C) are notified to
communicate
messaging. For privacy
reasons, no personal
information is shared
except to the extent
necessary to allow
each group to perform
its duties in connection
with NAIT’s response
to the incident.
Dashboard is updated.

Level 2
2

Initial Linked
Cases
(2+ Linked
Cases)

•

•
•
•

•
•

Level 1 steps will be
followed as well as
notification to AHS of
linked cases /
outbreak. Support the
rapid response to more
detailed AHS
information requests.
Issue more detailed
messaging to NAIT
community to increase
vigilance for anyone in
that building / or that
was on campus that
day. Monitor for, and
respond to, media and
social media with

•

•

14

isolation/quarantine and testing
protocols
Demand cleaning protocols for area
once identified, as required. If
COVID-19 positive case has been
identified several days later,
determine if additional cleaning is
necessary.
Follow AHS guidance for contact
tracing.
Support AHS information requests.
Protective Services involved for
containment of area.

Maintain Level 0 & Level 1 controls.
Lab/shop/class closure for up to 24
hours, as required. If COVID-19
positive case has been identified
several days after the reporter has
been on campus, determine if
closure is necessary.
Cancel or reschedule sessions for
students and staff impacted by
room closure (refer to business
continuity plans) for 1- 2 days as
required. If COVID-19 positive case
has been identified several days
later, determine if closure is
necessary.
Protective Services involved for
containment of area, as required.

CRT
Director
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prepared messaging,
as required.

•
•
•

Level 3
3

Expanding
Linked Cases /
Clusters

Level 4
4

Significant
Linked Cases /
Clusters

•
•

Continue level 2 and
notify AHS of
additional linked cases
and follow their
guidance. Prepare
messaging for the
public in anticipation
of AHS & the
Government of Alberta
(GoA) discussing the
evolving situation at
NAIT. Prepare
substantially more
detailed messaging for
NAIT community.

•

•

•

Continue level 3 steps
and notify AHS of
additional linked cases
and follow their
guidance. Continue to
discuss the evolving
situation at NAIT.
Activate Emergency
Response
Communications Team
(ERCT), the Public
Information Officer
(PIO) will lead all
communications
internally and
externally.

•

•

15

AHS support monitor closure and
support reopening, if required.
Close nearby common areas if
prudent and necessary.
May affect individuals in multiple
lab sections or programs, notify as
required.
Maintain Level 2 controls.
Extend Level 2 closures for up to 72
hours, if required. If COVID-19
positive case has been identified
several days after being on campus,
determine if closure is necessary.
Assess exposure risk to nearby labs
/ areas / services and enact
closures / cancellations (up to 72
hours) if risk exists, to be
determined by CRT and business
units.
May affect a larger group of
individuals that use the affected
building or area in multiple lab
sections or programs, notify as
required.
Prepare to close entire building(s),
sections of a campus, or an entire
campus, and potentially cancel all
activities within these spaces for up
to 2 weeks if deemed unsafe to
remain open (directed by AHS or
other authority).
Proportionate level of cleaning and
sanitization accounting for the
material surface types, impact to
lab/classroom equipment and virus
exposure period, as required.
Maintain appropriate level of
controls in any unaffected facilities
/ campuses that remain open.
Protective Services involved for
building entry, which requires
coordinating scheduled access.

Executive
Team

Executive
Team
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•
•

•

Maintain appropriate level of
controls in any unaffected facilities
/ campuses that remain open.
If closure occurs, re-entry to full or
partial building occupancy
following a closure may require
mechanical systems (HVAC) to be
operated in occupied mode
(including normal or peak outside
air rate introduced to building) for
minimum period of one week prior
to occupants re-entering building.
Domestic water flush of building is
required prior to re-entry for total
building closures exceeding 30 days
May affect a larger group of
individuals that use the affected
building in multiple lab sections or
programs, notify as required.

•

COVID
Fatality

Not linked to a
specific response level
(0-4)

Notify AHS & OHS.
The NAIT
Coordinated
Response Team
(CRT) will prepare
messaging for NAIT
community, the
public (as required),
etc.

•
•
•

Follow existing NAIT fatality
processes and procedures.
Prepare (mental) health
resources and supports for staff
and students.
Prepare toolkit for front-line
staff.
Assign a liaison (single point of
contact) for friends and family,
as required.

Executive
Team

* Close contact is defined as contact with an infected individual within 2m for more than 15 minutes,
without facial coverings worn by both/all parties or without other appropriate barriers used
** Educational Activities at NAIT in September 2020 are limited to hands-on lab sessions and supporting
activities. Regular classes are to be delivered virtually (online). Use of the word “lab” in this document
does not limit the type of room or space that may be affected by COVID-19

External Considerations that could trigger an evaluation by the Coordinated Response
Team

While not expressly considered in the above scenarios and potential levels of response, the CRT
recognizes that there may also be other external factors that should be considered that may also require
a response. The CRT will continue to consider how to respond to these external factors, including:
16
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Directed by AHS or GoA to respond (phases)
Directed by City of Edmonton to respond (bylaws or directives)
Consider thresholds with respect to increased local population positive testing %s
Outbreak in local area (Edmonton, AB Area) especially given student housing nearby
Transit Shutdown
Local hospital capacity or an outbreak at the local hospital
Outbreaks at local K-12 schools
Weather events, natural disasters, or other emergencies
Critical infrastructure disruptions (food, utilities, power, etc.)

17
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Document 5: NAIT COVID-19 Coordinated Response Team Framework
To ensure a timely and well-informed response to the occurrence of COVID-19 cases at NAIT and within
the community, a Coordinated Response Team (CRT) will be convened to monitor cases and, when
necessary, coordinate execution of the institution’s rapid response plan. This document outlines the
responsibilities of the CRT and, where coordination with other parties is required, what the
responsibilities of those parties would be. It includes ongoing activities that will take place as an
operational baseline and reactive activities that will be triggered through monitoring of COVID-19 cases
and/or risk on campus.
This document is informed by consultation with key stakeholders and is intended to ensure the CRT
response is data-informed, expeditious, appropriate, and with point-in-time decisions made at an
agreed level of authority. The framework incorporates our responsibilities to government bodies and is
mindful of our obligations under FOIP legislation.

Key Responsibilities
•
•

The CRT is responsible for compiling summary information for NAIT leaders and the NAIT
community
The CRT is also responsible for analyzing the summary data to find trends, links, etc. and to
inform coordinated response decision-making

Composition
Initially to be formed by members of the Relaunch Coordination Team (RCT) to include:
•
•
•
•
•
•
•
•
•
•

Director (Initially RCT Director but as the RCT stands down, AVP of FMD)
Administrative Assistant
Emergency Management and Business Continuity (EMBC) Representative
Health and Safety Services (HSS) Representative
Health Services (HS) Representative
Facilities Management and Development (FMD) Representative
Marketing & Communications Representative
RCT Advance Planning Group Representative
Human Resources (HR) Representative
General Counsel Services (GCS) Representative

The CRT will require a transition plan to convert to a working group when the RCT stands down.

Ongoing (Baseline) Activities
Action
Responsible Party
Provide CRT daily summary updates on new COVID-19
cases (confirmed, presumptive or potential) and revised
Health Services
status of existing cases

18
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Enter anonymized Health Services data daily into
tracking tool (case number, locations/times/dates on
campus)
Analyze data within the tracking tool to identify potential
clusters / location-linked cases on campus
Monitor community trends to identify potential external
risks to NAIT
Regularly report summary of COVID-19 cases on campus
and assessed risks to Marketing & Communications and
President’s Advisory Group
Generate regular community update for NAIT staff and
students

Coordinated Response Team
Coordinated Response Team
Coordinated Response Team
Coordinated Response Team
Marketing & Communications

Coordinated Response Activities
Action
Responsible Party
Liaise with Alberta Health Services (respond to requests,
Health Services
report identified clusters)
Notify Health Services of any identified linked cases /
Coordinated Response Team
clusters on campus
Notify AHS of any identified linked cases / clusters on
Health Services
campus
Perform Safety Investigations to determine root cause
Health & Safety Services
of cases or linked cases
Inform students and staff who may have been exposed
Coordinated Response Team with
and are considered “at risk” of possible infection
Marketing & Communications
Marketing & Communications with
Execute communications elements of rapid response
content from the Coordinated Response
communication plan
Team
Recommend (to Deans, AVPs, and Executive Directors)
short-term postponement / cancellation of class
Director (Initially RCT Director but as the
sections, short-term closure of specific common areas
RCT stands down, AVP of FMD)
or services, as thresholds for those actions (per Rapid
Response Plan) are reached
Recommend (to Executive Committee) long-term
postponement / cancellation of class sections, longDirector (Initially RCT Director but as the
term closure of specific common areas or services,
RCT stands down, AVP of FMD)
closure of buildings / full campus, as thresholds for
those actions (per Rapid Response Plan) are reached
Execute contingency / business continuity plans in
All business units including all Academic
response to disruptions / postponements / cancellations
schools and programs
/ closures

19
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Document 6: Rapid Response Communications
As part of the NAIT COVID-19 Rapid Response Plan, the NAIT Relaunch Coordination Team (RCT)
Advance Planning Group has developed a Rapid Response Communications Plan explaining how we will
keep the NAIT community informed of our COVID-19 status. This high-level planning document
represents a small part of the overall communications NAIT will require as we respond to the evolving
COVID-19 situation.
The Advanced Planning Group has worked with Marketing & Communications to identify the various
communications pieces needed to inform and guide the NAIT community and beyond. In order to
ensure a timely response, the team has developed a tactical plan and templates.
Message

Delivery Details

Frequency

Status update to NAIT
Leadership
Status update to NAIT
Community
Special updates relating to
incidents or larger, evolving
situations
Approval / launch of Rapid
Response Plans
Expectations for coming to
campus
How to report symptoms / s
positive COVID-19 test
Roles & responsibilities around
reporting
Informing stakeholders of a
positive case
Personnel at significant risk /
possibly exposed to COVID-19
Effects of changes in guidance
from: City of Edmonton,
Government of Alberta,
Government of Canada
Building or space closure

CRT Director (Email, Meeting)

Daily

HS & Communications
(Microsite)
CRT Director &
Communications (as per tactical
communication plan)
Communications (Microsite -RRP documents published)
Communications (Microsite)

Minimum Weekly, up to Daily

Communications (Microsite)

Once, prior to Sept. 1

Communications (Microsite)

Once, prior to Sept. 1

HS to CRT (Email, meeting From
HS to CRT)
HS (email, phone)

As required with each new case

Communications (Microsite)

As required, when new
guidance is released

CRT Director &
Communications (as per tactical
communication plan)

As required

20

As needed
Once, prior to Sept. 1
Once, prior to Sept. 1

As required
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Document 7a: NAIT Staff Checklist: COVID-19 Symptoms or Diagnosis
This checklist provides key steps for staff to take if they are experiencing COVID-like symptoms
or upon receiving a COVID-19 diagnosis, who are working on-campus, this checklist provides the
steps you need to take to protect the health and safety of the NAIT community.
☐ If you have symptoms, complete the Alberta Health Services Self-Assessment and follow their
instructions. This includes self-isolating at home as soon as you begin to experience symptoms.
☐ If you have any symptoms or have received a positive COVID-19 test result from Alberta Health
Services, immediately notify NAIT by submitting a Health and Safety Incident Report form.
☐ Notify your supervisor(s) who will work with you to discuss your work options while in self-isolation.

☐ Make a record of the dates and times you were on campus, and any locations you visited at NAIT, plus
the route(s) taken when arriving at and leaving those locations. Be prepared to provide this information
to Alberta Health Services and/or NAIT Health Services upon request if you receive a positive COVID-19
test result.
☐ Update your contact information on the intranet and keep NAIT updated on your test results. Use the
NAIT Health & Safety Services Decision Guide to determine when you can return to campus.
☐ If a student, contractor, or visitor notifies you they have tested positive for COVID-19 or experienced
COVID-like symptoms, refer them to the appropriate checklist and request that they submit the Health
and Safety Incident Report form promptly. If the person is unable to submit the form promptly, you are
responsible to submit on their behalf.
If you have any questions or need assistance, please contact NAIT Health Services at 780.471.8733 or
healthservices@nait.ca
Please visit nait.ca/coronavirus for information, resources and updates on NAIT’s response to COVID-19.
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Document 7b: NAIT Student Checklist: COVID-19 Symptoms or Diagnosis
If you are attending classes on-campus at NAIT and experience any symptoms of COVID19, or receive a positive COVID-19 test result, this checklist provides the steps you need to take
to protect the health and safety of the NAIT community.
☐If you have symptoms, complete the Alberta Health Services Self-Assessment and follow their
instructions. This includes self-isolating at home as soon as you begin to experience symptoms.
☐If you have any symptoms or have received a positive COVID-19 test result from Alberta Health
Services, immediately notify NAIT by submitting a Health and Safety Incident Report form.
☐Notify your instructor(s) who will work with you to discuss your study options while in self-isolation.

☐Make a record of the dates and times you were on campus, and any locations you visited at NAIT, plus
the route(s) taken when arriving at and leaving those locations. Be prepared to provide this information
to Alberta Health Services and/or NAIT Health Services upon request if you receive a positive COVID-19
test result.
☐Update your contact information through the student portal and keep NAIT updated on your test
results. Use the NAIT Health & Safety Services Decision Guide to determine when you can return to
campus.
If you have any questions or need assistance, please contact NAIT Health Services at 780.471.8733
or healthservices@nait.ca
Please visit nait.ca/coronavirus for information, resources and updates on NAIT’s response to COVID-19.
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Document 7c: NAIT Visitor Checklist: COVID-19 Symptoms or Diagnosis
This checklist provides key steps for NAIT contractors, visitors and invited guests to take upon
receiving a COVID-19 diagnosis or experiencing COVID-like symptoms. Compliance protects the
health and safety of the NAIT community.
☐If you have symptoms, complete the Alberta Health Services Self-Assessment and follow their
instructions. This includes self-isolating at home as soon as you begin to experience symptoms.
☐If you have any symptoms or have received a positive COVID-19 test result from Alberta Health
Services, immediately notify NAIT by submitting a Health and Safety Incident Report form. Your personal
and health information will be protected and used only for contact tracing purposes.
☐ Make a record of the dates and times you were on campus, and any locations you visited at NAIT, plus
the route(s) taken when arriving at and leaving those locations. Be prepared to provide this information
to Alberta Health Services and/or NAIT Health Services upon request if you receive a positive COVID-19
test result.
If you have any questions or need assistance, please contact NAIT Health Services at 780.471.8733
or healthservices@nait.ca
Please visit nait.ca/coronavirus for information, resources and updates on NAIT’s response to COVID-19.
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Document 8: NAIT Return-to-Work Assessment Tool
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