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1. Introduction 

In accordance with Provincial Health Authority of Ontario – organizations including 
schools are required to create and communicate a COVID-19 Safety Plan to comply 
with physical distancing, hygiene and cleaning regulations when returning to normal 
business operations. 

This plan outlines the Tamwood policies, protocols and procedures that are in place 
under the guidelines of Provincial Health Authority of Ontario and in accordance with 
best practices established by Language’s Canada.   

They include: 

• Risk management assessment to adhere to physical distancing / health and 
safety guidelines 

• Protocols to reduce risk  

• Policies to manage the workspace, school campus and any students offsite in 
quarantine or self-isolation to minimize the risk of transmission  

• Communication and training plans to educate and inform staff, students and 
partners  

• Monitoring and assessment plan for risk and well-being of staff, students and 
partners 

https://www.worksafebc.com/en/about-us/covid-19-updates/covid-19-returning-safe-
operation/education%23collapse-F48D568D8CEA407A8D87B476F69D07D9  

https://www.ontario.ca/page/covid-19-coronavirus-and-workplace-health-and-safety 

http://www.bccdc.ca/health-info/diseases-conditions/covid-19/about-covid-19/symptoms 

https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-
infection/guidance-documents/covid-19-guidance-post-secondary-institutions-during-
pandemic.html 

https://www2.gov.bc.ca/assets/gov/education/post-secondary-education/institution-
resources-administration/aest_postsecgoforwardguidelines.pdf  

https://www.ontario.ca/page/reopening-ontario-stages   

https://www2.gov.bc.ca/assets/gov/education/post-secondary-education/institution-
resources-adminsitration/aest_postsecgoforwardguidelines.pdf  

https://www.worksafebc.com/en/about-us/covid-19-updates/covid-19-returning-safe-operation/education%2523collapse-F48D568D8CEA407A8D87B476F69D07D9
https://www.worksafebc.com/en/about-us/covid-19-updates/covid-19-returning-safe-operation/education%2523collapse-F48D568D8CEA407A8D87B476F69D07D9
https://www.ontario.ca/page/covid-19-coronavirus-and-workplace-health-and-safety
http://www.bccdc.ca/health-info/diseases-conditions/covid-19/about-covid-19/symptoms
https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection/guidance-documents/covid-19-guidance-post-secondary-institutions-during-pandemic.html
https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection/guidance-documents/covid-19-guidance-post-secondary-institutions-during-pandemic.html
https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection/guidance-documents/covid-19-guidance-post-secondary-institutions-during-pandemic.html
https://www2.gov.bc.ca/assets/gov/education/post-secondary-education/institution-resources-administration/aest_postsecgoforwardguidelines.pdf
https://www2.gov.bc.ca/assets/gov/education/post-secondary-education/institution-resources-administration/aest_postsecgoforwardguidelines.pdf
https://www.ontario.ca/page/reopening-ontario-stages
https://www2.gov.bc.ca/assets/gov/education/post-secondary-education/institution-resources-adminsitration/aest_postsecgoforwardguidelines.pdf
https://www2.gov.bc.ca/assets/gov/education/post-secondary-education/institution-resources-adminsitration/aest_postsecgoforwardguidelines.pdf
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2. What we need to know about COVID-19 

2.1. COVID-19  
COVID-19 is a respiratory infection that is transmitted through person to person. The 
virus that causes COVID-19 spreads several ways, including through droplets when a 
person coughs or sneezes, and from touching a contaminated surface and then 
touching the face. 

While COVID-19 impacts adults more than children, some adults with specific health 
circumstances are at an increased risk for more severe outcomes, including individuals: 

• Aged 65 and over,  

• With compromised immune systems, or  

• With underlying medical conditions  

Most adults infected with COVID-19 will have mild symptoms that do not require care 
outside of the home.   

2.2. Infection Prevention and Exposure Control Measures 
Infection prevention and exposure control measures help create a safe environment for 
students and staff. Infection Prevention and Exposure Control Measures for 
Communicable Disease describes measures that can be taken to reduce the 
transmission of COVID-19. Control measures at the top are more effective and 
protective than those at the bottom. By implementing a combination of measures at 
each level, the risk of COVID-19 is substantially reduced. The Hierarchy for Infection 
Prevention and Exposure Control Measures for Communicable Disease below provide 
example of safety control measures.  

!  



Environmental – Engineering Measures are changes to your physical environment 
that reduce the risk of exposure. Examples include being in outdoor spaces, ensuring 
good ventilation and air exchange, using visual cues for maintaining physical distance, 
installing physical barriers where appropriate and frequent cleaning and disinfection.  

Administrative Measures are measures enabled through the implementation of 
policies, procedures, training and education. Examples of these include health and 
wellness policies, smaller classes, staggered schedules and using alternative online 
learning.  

Personal Measures are actions individuals can take to protect themselves and others. 
Examples include maintaining physical distance/minimizing physical contact, washing 
hands frequently, coughing into your elbow and staying home from work/school if you 
are sick.  

Personal Protective Equipment is the last and least effective of the infection 
prevention and exposure control measure and should only be considered after exploring 
all other measures. PPE is not effective as a stand-alone preventive measure, should 
be suited to the task, and must be worn and disposed of properly. Outside of the health 
care settings, the effectiveness of PPE is generally limited to protecting others should 
you be infected. 



3. Safety planning during the Covid-19 pandemic 

3.1. Managing Access to school Facilities 
3.1.1. Daily Health Assessment 

• All students and staff who have travelled outside of Canada in the last 14 days 
must stay home and self-isolate for 14 days.  

• All students and staff who are identified as a close contact of a confirmed case or 
outbreak of COVID-19 must stay home and self-isolate for 14 days. They are 
also recommended to get the COVID-19 test. While commuting to and back from 
the testing center, they must follow the safety measures including but not limited 
to keeping social distance with other people, wearing face mask and avoiding to 
take public transit.  

• Daily, before arrival at school or work, staff and students must conduct the daily 
health assessment:  https://covid-19.ontario.ca/self-assessment/r7/  

• If a student or staff member show symptoms, then they must stay home until they 
have completed the online self-assessment or have been assessed by a health 
care provider to exclude COVID-19 or other infectious diseases and their 
symptoms have been resolved and they are given the all clear to return to 
school/work. 

3.1.2. Staff and Student Illness Response 
• If students develop symptoms at home, they must take the online self-

assessment, alert their student care manager and stay home until they have 
confirmation by a healthcare provider to exclude COVID-19 or other infectious 
diseases, and their symptoms have been resolved. Refer to ‘Case Management’ 
Section 6 for specific protocols. 

• If staff develop symptoms at home, they must take the online self-assessment 
and stay home until they have confirmation by a health care provider to exclude 
COVID-19 or other infectious diseases, and their symptoms have been resolved.  
Refer to ‘Case Management’ Section 6 for specific protocols. 

• Complete the online self-assessment or contact local health care provider for 
guidance if unsure of the symptoms. Staff must advise their supervisor if they are 
unable to attend work due to illness and log the absence accordingly. 

3.1.3. Access Control & Arrival Protocol 
• Signage at entrances is displayed to serve as visual artifacts on the importance 

of staying home if presenting with COVID19 symptoms as per WSIB guidance. 

• Access to the school campus will be through a designated entrance. 

https://covid-19.ontario.ca/self-assessment/r7/


• Arrival and departure schedules will be staggered based on class scheduling, 
student attendance, day/evening classes and access to floors to minimize foot 
traffic and promote physical distancing in common areas. 

• Temperature checks will be performed on all staff and students daily directly on 
arrival at school. 

• Face masks will be mandatory in all areas of the campus and can only be 
removed while a person is sitting at designated physical distanced desk.  

• Sign-in is mandatory on arrival at the facilities  to record name and contact 
details for all staff and visitors for the purposes of contact tracing and a copy of 
the record is filed in the ‘COVID-19 attendance resource file’.   

• Students’ attendance will be recorded by their teacher in class - except those 
students attending school outside their regular class times, with an appointment 
who will need to sign in as a visitor. Students who are absent due to illness or 
because of COVID-19 symptoms will be recorded by their teacher as well.  

• Staff and students are encouraged to remain onsite during the day. 

• During peak times in transition areas, staff and students are required to stagger 
and wait in line at entry/ exit to ensure physical distancing. 

3.1.4. Administration Area 
• Sneeze guard is installed and visible at the reception area to promote physical 

distancing and provide protection to reception staff. 

• HEPA filters are installed to increase air quality throughout the facilities.  

• Signage is displayed to communicate protocols and physical distancing. 

3.2. Hygiene and Physical Distancing Habits 

3.2.1. Student and Staff hand hygiene  
• Hand hygiene visual signs are posted at sinks, washrooms, common areas as 

required (see Appendix J). 

• Hand sanitizers are available where there is no sink (classrooms, common 
areas). 

• All hygiene supplies will be maintained regularly throughout the day. 

• This video is shared with students and staff in their orientation/training: https://
www.youtube.com/watch?v=s0zCzuKiYu4  

https://www.youtube.com/watch?v=s0zCzuKiYu4
https://www.youtube.com/watch?v=s0zCzuKiYu4


3.2.2. Respiratory Etiquette 
• Staff and students should cough or sneeze into their elbow sleeve or a tissue and 

throw away used tissues and immediately perform hand hygiene.   

• Refrain from touching eyes, nose or mouth with unwashed hands. 

• Refrain from sharing food, drinks, unwashed utensils, cigarettes or vaping 
devices. 

• Tissues will be available in classrooms and common areas. 

• Closed, lined bins will be available in common areas and classrooms. 

• Respiratory etiquette visual signs are posted throughout the school and 
administration areas (Appendix J) 

3.2.3. Physical Distancing 
• Limit occupancy in all rooms including classrooms, common areas and work 

areas. 

• Any excess chairs and tables are removed. 

• Physical distancing posters are displayed in the common area. 

• As needed, hallways include traffic flow signage or barriers. 

• Classroom desks and layouts are re-configured to accommodate physical 
distancing. 

• Minimized onsite staffing by means of staggering work schedules. 

• Elimination of group activities and any activities that require physical contact. 

3.3. Work and School Environment 

3.3.1. Reception Area and Shared Spaces 
• Physical distancing must be maintained in the reception and common areas and 

students / staff must avoid non-essential loitering.  

• Common areas display occupancy limits as required.   

• Common areas display physical distancing posters. 

• Hallways and high traffic spaces display directional traffic flow signage. 

• Tissues and closed, lined bins are available in common areas. 

• Hand sanitizer is available in common areas. 

3.3.2. Student lounge:   
• Furniture is arranged or removed in a way to comply with physical distancing 

(one chair per table) and more than 6 feet apart. 



• Closed top, lined bins will be available and emptied daily. 

• Tissues are available. 

• Share activity equipment removed / deactivated i.e. hockey table, microwaves. 

• Occupancy limits displayed. 

3.3.3. Classrooms:  
• Desks and furniture arranged in a way to comply with physical distancing. 

• No sharing of books, classroom equipment such as pens, paper. Students must 
bring their own supplies. 

• Hand sanitizers are available in each classroom. 

• Tissues and closed topped bins with liners are available in each classroom. 

• Classrooms, desktops and counters decluttered with nonessential items to allow 
for proper cleaning and disinfection. 

• Class schedules and class sizes adjusted to comply with classroom capacity + 
delivery method and / or blended learning, live streaming and/or split, rotating in 
class schedules. 

• Elimination of small group activities. 

• Posted signage with maximum occupancy limits per room. 

3.3.4. Washrooms:  
• Limited capacity to number of washroom stalls and urinals. 
• Occupancy limit posted at entrances. 
• Signage posted at the hand basin on the correct hand washing techniques. 

3.3.5. Back office:  
• Structured staff schedules, including remote work, to limit capacity and physical 

distancing. 
• Staggered arrival, departure, and lunch times to minimize traffic flow and promote 

physical distancing. 
• Workspaces laid out to promote physical distancing. 
• Communal doors to remain open throughout the day to reduce contact and 

increase airflow. 

3.3.6. Kitchen Area: 
• Physical distancing measures in the staff kitchen, including access to any 

frequently used equipment.  Seating and tables removed and closed.    

• Kitchen area displays the maximum occupancy limit. 

• Communal food removed. 



• Signage posted at the sink on the correct hand washing technique. 

• Signage on cough/sneeze etiquette posted. 

• ‘Safe Use and Warning’ signs posted in the kitchen for those wishing to use the 
coffee maker, kettle, microwave. i.e. ‘wash hands’, ‘clean after use’. 

• Ensure frequent cleaning (minimum twice a day and when visibly dirty) of high-
touch surfaces including kitchen appliances.  

3.4. Cleaning and Disinfection Protocols 

3.4.1. Cleaning Schedules  
• The school campus is cleaned and disinfected nightly by property custodians / 

janitors. 

• Throughout the day, the school has additional cleaning of frequently touched 
surfaces and equipment such as doors and cabinet handles, stair railings, 
washrooms, shared office spaces, desks, light switches, communications 
devices, equipment, and common areas. Cleaning schedule is posted, sufficient 
supplies are provided and on hand and training is provided to staff assigned to 
do the cleaning. The training focuses on educating staff how to use cleaning 
agents and disinfectants. The purpose of the training is to ensure required 
disinfectant contact times are followed, staff uses of safety precautions and 
required PPE, and directions for where and how to securely store cleaning and 
disinfectant supplies.  

• Teachers are responsible for making sure the surfaces in their classrooms are 
clean after each class. 

• Any employee cleaning any common areas/high-touch surfaces must wash their 
hands with soap and hot water, per recommended hand washing instructions 
after completing the cleaning task and prior to performing any other duties. 

3.4.2. Keyboards and electronic devices 
Mobile phones and other frequently touched electronics like tablets, remotes, 
keyboards, mice and any gaming consoles should be cleaned and disinfected regularly.  
This will be the responsibility of the user.  

When cleaning electronic devices please consider the following, 
• First, remove visible dirt, grease, etc 
• Check the manufacturer's instructions for cleaning and disinfecting requirements 
• Dry surfaces thoroughly to avoid pooling of liquids. 
• Consider using plastic covers or screen protectors to make cleaning and 

disinfection easier. 



• Turn off any electronics and unplug all connections before cleaning (remove 
batteries from anything with a removable battery). 

• For screen, use a soft cloth and gently clean in a circular motion. 
• Use a wetted paper towel with a small amount of soap to clean a touch screen 
• Do not clean inside any ports or openings 
• Clean between users if required. 

3.5. Policies to Manage the Workplace 

3.5.1. ‘Stay at Home’ policy  
• Any student or staff member who is displaying symptoms, (fever, cough, sore 

throat, sneezing) whether or not the illness has been confirmed must stay at 
home. 

• Any student or staff member that is exposed to, or lives in the same household 
with a clinically confirmed COVID-19 case or has been exposed to a confirmed 
COVID-19 infected person and advised by public health to self-isolate must stay 
at home and follow the direction of public health.  

• Workers who have travelled internationally returning to Canada must stay at 
home to self-isolate for the required 14 days. While in self-isolation, workers are 
required to self-monitor for COVID-19 symptoms on daily basis. If they have any 
COVID-19 symptom shows up, they are required to complete self-assessment 
immediately on https://covid19.ontario.ca/self-assessment/r7/  and following 
direction and/or taking COVID-19 test.  

3.5.2. ‘Sick at School’ policy 
• Any student or staff who displays symptoms of illness at school, even mild (fever, 

cough, sore throat, sneezing) must report to the designated First Aid Attendant 
and they will be given direction and assistance to follow the guidance contained 
online https://covid19.ontario.ca/self-assessment/r7/ or https://bc.thrive.health/
covid19/en and to follow up with the instructions of their medical doctor or public 
health. 

3.5.3. Designated School Staff to Monitor  
• Designated staff and teachers will monitor students for visible cold, flu or related 

cold symptoms and will ask student to report to first aid for assessment and 
further medical assistance. 

3.5.4. Daily Attendance  
Daily attendance will be taken for all staff, students and visitors – which can be provided 
if needed to clinical authorities for contact tracing purposes: 

https://covid19.ontario.ca/self-assessment/r7/
https://covid19.ontario.ca/self-assessment/r7/
https://bc.thrive.health/covid19/en
https://bc.thrive.health/covid19/en


• Visitor sign in sheet – visitors will be required to sign in immediately at reception 
and a record scanned and filed in COVID-19 policies, procedures, forms – 
attendance folder. 

• Staff attendance – staff will sign in daily at reception and a record scanned and 
filed in COVID-19 policies, procedures, forms – attendance folder. 

• Student attendance – recorded daily in class in the classroom by their teacher 
and alternatively to sign in as a visitor if attending the school outside of class 
times.  

3.5.5. Visitors or Guests during COVID 19 
Visitors to the campus will be restricted to essential activities until restrictions are 
reduced by local health authorities. 

▪ Alternate options for meetings should be considered including tele or video 
conferencing  

▪ Where visitors are essential, the duration of visits should be kept to a minimum 

▪ Visitors must sign the register of site attendance along with their contact details 
in case contact tracing is required 

▪ For visits exceeding four hours duration, visitors must be oriented to the COVID 
policies by the staff member they are meeting, to ensure they are informed of, 
and willing to comply with the COVID Safety Plan 

▪ Prior to accessing meetings with staff members, visitors are required to answer 
the following questions: 

o Are you experiencing cold or flu like symptoms? 

o Have you had a temperature in last 48 hours? Have their temperature 
check by designated Tamwood staff 

o Have you been in contact with anyone that is confirmed to have COVID-19 
in the last 14 days? 

o Have you returned from another country in the past 14 days? 

▪ If a visitor answers yes to any of these questions, the visit is to be cancelled and 
the visitor ask to leave immediately 

3.5.6. Inspecting and Monitoring the Campus and Workplace (COVID-19) 
▪ Inspections will be completed weekly by the Campus Manager to monitor the 

adherence to protocols and policies 



▪ Any damage, defects or issues identified are to be documented and resolved 
ASAP (no more than 3 business days, unless approved by COVID Response 
Management Team)  

▪ Each Campus Manager must contract cleaners at each location to address any 
area of improvements  

▪ Campus inspections will be recorded in a log and stored locally and a copy 
located in the shared COVID-19 folder. 

▪ Appendix D - COVID Site Inspection Checklist 

4. Accommodation and Transportation 

4.4.1. Pre-arrival  
• Communication to the student prior to their departure from their home country will 

be required to set expectations on protocol for accommodation, airport transfers, 
self-isolation and in-class school attendance.   

• A designated Student Care Manager will connect with students via skype or an 
online webinar for a pre-departure meeting to outline the necessary requirements 
of travel to Canada 14 days prior to departure. 

• Information about the ‘14 day self-isolation’, resources available for students, as 
well as campus protocols and policies and information for in-class learning will be 
shared at this time. Students will be instructed to download Canada's ArriveCAN 
app and are provided with information on how to self-monitor and assess for 
COVID-19 symptoms. 

• Students must submit a copy of their COVID-19 isolation plan to their designated 
Student Care Manager for review to ensure they are adhering to federal / 
government requirements and avoiding any vulnerable communities during the 
self-isolation.(Appendix B – Student Care Managers) 

• Refer to Tamwood’s Quarantine Plan for details related to the safe arrival and 
quarantine period. 

4.4.2. Homestay Accommodation – Post Quarantine 
• Students staying in a homestay for their accommodation must communicate 

directly with their host family to understand their protocol and policy related to 
COVID-19. 

• Students staying in a homestay must respect and adhere to the host family policy 
and procedures related to COVID-19 and other house rules. 



• Students with symptoms of COVID-19 or illness will be required to communicate 
with their host family and to contact health authorities and will need to be cleared 
before commencing classes in person. Refer to ‘Case Management’ Section 6 for 
detailed requirements. 

• Homestay families will be required to agree to and sign the ‘Host Accommodation 
COVID-19 Standards Guidelines and Safety Agreement’.  

• Homestays must pass Tamwood’s stringent screening process including 
mandatory criminal background checks, phone and in person interviews along 
with a home inspection prior to accepting a student. 

4.4.3. Alternate Accommodation – Post Quarantine 
• Tamwood contracts with a number of alternate accommodation providers for 

students seeking housing options during their stay in Canada.  In these 
circumstances, we refer to the policy and protocols of these properties in terms of 
COVID-19, but all accommodation providers must sign ‘Host Accommodation 
COVID-19 Standards Guideline and Safety Agreement’. (Appendix E) 

We ask that students, prior to check-in: 

o Read and respect the information regarding protocol and policies for their 
accommodation. 

o Advise the property management of any sign of illness, symptoms or 
health concerns during their stay and follow their directions and directions 
of local health authorities.  

o Communicate with their Student Care Manager for additional assistance 
and to report any issues.  

5. Communication and Training Plans 

5.1. Communication of re-opening of in-class learning to students 
For campuses that are transitioning back to in-class learning: 

• Tamwood will communicate to each student individually – return date to in-class 
learning, what to bring, their new timetable and how things have changed at 
school. 

o Students will bring their own pens, pencils, water bottle and ready to eat 
food. 

• Tamwood will communicate to each student returning to in-class learning the 
policy and protocols to stay at home and seek medical attention should they have 
symptoms of illness. 



• Tamwood will communicate to all current, new students, staff and agents all re-
opening details 
Phase 1 roll out: 

o Learning delivery – in class and live stream 
o Increased cleaning at school 
o Physical distancing protocols  
o Mandatory face masks and daily temperature checks 
o Rearranged classrooms  
o Upgraded and increased HEPA filters 
o ‘Stay at Home’ when sick policies 
o Hand hygiene: https://www.youtube.com/watch?v=s0zCzuKiYu4 
o Structured classroom timetables 
o Remote work from home schedules for back office staff 
o Mental health and wellness resources 
o Anti-Racism policy 
o Tamwood will share with students an anti-Covid-19 stigma guide and 

provide anti-racism supports. (Appendix F and G) 

5.2. Communication to staff and students on the Tamwood Policies & Protocols 
• Back to school training will be provided to all current staff and students on the risk of 

exposure to COVID-19, including signs, symptoms, safe work instruction including 
handwashing, cough/sneeze etiquette, campus protocols and ‘stay home when sick’ 
policy. 

• New student and new employee orientation will include training on the risk of 
exposure to COVID-19, including signs, symptoms, safe school/learning instruction – 
including handwashing https://www.youtube.com/watch?v=s0zCzuKiYu4, cough/
sneeze etiquette, campus protocols and ‘stay home when sick’ policy. 

• Mental health and wellness resources will be provided to staff and students as well 
as a ‘step by step’ process to seek support and report any issues that may arise to 
the COVID-19 Safety and Response Team. 

• Staff attendance at training sessions will be recorded and maintained by the 
‘COVID-19 Safety and Response Team’. 

https://www.youtube.com/watch?v=s0zCzuKiYu4
https://www.youtube.com/watch?v=s0zCzuKiYu4


5.3. Monitoring the Campus and Workplace for Signs and Symptoms of Illness 
• Teachers and staff will be trained to monitor students daily for any symptoms of 

COVID-19.   

• Students or staff that display symptoms will be directed to reception who will 
connect with a qualified first aid attendant on site for assessment and isolation. 

• A designated room or area of the campus will be appointed as the isolation 
assessment area until next steps and direction is given to the first aid and/or the 
person displaying symptoms.  

• First aid will consult with public health for further assessment and direction. 

• Appropriate transportation will be arranged for the student to either travel to a 
health care provider or their accommodation. 

5.4. COVID-19 Safety and Response Team 
Tamwood has a ‘COVID-19 Safety and Response Team’ (Appendix A – List of Team 
Members) to: 

• Create and build a relationship with local and provincial health authorities to plan, 
collaborate and develop a solid communication and protocol plan for any 
potential outbreaks. (Appendix C – Provincial and local health authorities) 

• Continue to establish and develop policies and procedures to reduce the 
transmission of COVID-19 within the school and those in self-isolation/
quarantine. 

• Continue to establish, update and deliver COVID-19 training related to polices, 
protocols, health and wellness support / issues and concerns as well as 
information to educate the school community including positive messaging and 
culture development around ‘social stigma’. 

• Handle and support the management of supplies (cleaning supplies/ PPE), 
resources (access and location of local assessment centres, contingency 
accommodation, appropriacy and quantity of supplies). 

• Provide and distribute mental health and wellness resources, self-isolation 
material to those in self-isolation and quarantine. 

• Appoint a liaison to work with the school and local/provincial health authorities to 
keep current on any changes to provincial health requirements and outbreaks. 

• Monitor and check-on the well-being of staff and students to ensure they have 
the appropriate and immediate care during isolation in regards to meals, 
medication and services like cleaning, entertainment, communication tools or 
other supplies. 



• Work with local health authorities to monitor and report any violations on campus 
or flagged during self-isolation / quarantine. 

6. Case Management and Outbreak Response 

6.1. If a Student shows Symptoms of COVID  
In the event that a student demonstrates symptoms of COVID-19 at anytime (reporting, 
communication, contact tracing, testing and response after) refer to the protocols set out 
in the Tamwood COVID-19 Communications Plan (Appendix H) will be followed. 

• The student must isolate immediately and take the Covid-19.Ontario.ca/self-
assessment. 

• The student must immediately inform any other members who are living in the 
same household. 

• The student must immediately inform their Student Care Manager, Campus 
Manager or a member of the Tamwood COVID Response & Safety Team. 

• If the self-assessment result shows that the student does not need to take a 
COVID test, the student should stay home and self-isolate until the symptoms 
are gone for 48 hours, before they go back to school.   

• If the self-assessment result shows that the student needs to take COVID test, 
Tamwood COVID Response & Safety Committee will arrange private 
transportation for the student to take the test. 

• While waiting for the student’s test result, Tamwood COVID Response & Safety 
Committee will gather all contact – sign-in & student attendance records for the 
previous 48 hours and ensure all information is available for local health authority 
if the test result is positive.  

6.2. Case Management  
If a student tests positive for COVID-19 in Canada, the student’s designated Student 
Care Manager will immediately: 

• Increase contact activity (phone) with the student to a minimum of 3 times daily.  

• Request a temperature check with the student at each check-in. 

• Assess and escalate if the student’s health appears to decline. 

• Assess to determine if student requires the additional support of a translator.   

• Log and record all check-ins with the student, including a reading of their 
temperature and any change / update of symptoms on the students’ file. 

https://ca.thrive.health/covid19/en
https://ca.thrive.health/covid19/en


• Help the student to communicate with local healthcare authorities and assist with 
their next steps and action. 

• Liaise directly with the accommodation provider to help with additional check-ins 
of the student and assist as needed. 

• Assess and support the student with additional supplies like food or medicine. 



6.2.1. Probable COVID Exposure Assessment 



Exposure 
Consideration
s

While in 14-
Day Isolation

Individual Not in Isolation 

At Student 
Accommodation

On Tamwood 
Campus

At Work 
Location

Other Public 
Location

Staff / Student 
Consideration
s

N/A ☐Tamwood 
arranged 
accommodation 
☐ Live w/ 
others? 
☐ stay at any 
other location 
other than home 
on file in last 14 
days?

# of 
_____Days at 
school in past 
14 days 

☐AM Class 
☐PM Class 
☐Meeting with 
office staff 
other than 
teacher?

☐ Work/job? 
How many 
jobs? Where 
are the 
locations of 
job? 

☐ Socially active 
☐semi active 
☐not active 

Procedure  
Consideration
s 

Follow 
Tamwood 
self-Isolation 
and 
Quarantine 
Protocol 

-Restrict use of 
common area 
other than 
bathroom facility  
-Mask required 
for all students 
in the same 
accommodation 
when possible

-Closure of 
school for 
cleaning of all 
areas  
-All 
classmates 
contacted for 
self-monitoring 
of symptoms. 

-Tamwood or 
student inform 
their work of 
possible 
concern. 
However make 
clear that we 
are still waiting 
for test result

-Ask student to 
start making a list 
of locations and 
people they came 
in contact with in 
the last 14 days. 

Cleaning 
Consideration
s 

N/A -If Tamwood 
homestay or 
residence, a 
thorough 
cleaning of all 
areas is needed 
(except for the 
room of the 
student that is in 
question). No 
one should 
enter the room 
without full PPE.  
-Extra cleaning 
supplies and 
disinfectant is 
provided for 
student

- Thorough 
cleaning of all 
area is 
required 
before student 
or staff is 
allowed back 
on campus. 

N/A N/A

Documentatio
n  
Consideration
s

-Ensure 
Student Self 
Isolation file 
and log are 
up to date.

-Review student 
accommodation 
options to 
ensure this is 
the best location 
for student to 
self-isolate and 
quarantine. 

-Review daily 
registration log 
and student 
attendance 
log. If needed 
review security 
camera 

-Work with the 
student’s work 
place, if they 
require any 
additional 
information

-Provide the 
student with 
contact log for 
past 14 days. 
-If student English 
level is low, 
Tamwood will try 
to find a translator 
when possible.

Other 
Consideration
s



6.3. Responding to a Confirmed case of COVID 19 
Once a diagnosis is reported to Tamwood, the following steps will be taken:  

• The Campus Manager or Student Care Manager will contact the individual to 
confirm the diagnosis.  

• The individual should be advised that their disclosure is appreciated, that they 
will not be discriminated against or face retaliation because of the diagnosis, and 
that while information about the diagnosis may be shared with others, they will 
not be identified by name.  

• The individual must be instructed to stay home for at least 14 days (or longer, if 
recommended by their health care provider or the health authority). The 
individual should contact their supervisor or instructor to make arrangements to 
work from home or to progress in their coursework online if possible.  

• In order to identify the scope of the risk immediately, the health authority will 
interview the individual to determine who they may have come into close contact 
during the 14 day period prior to the positive test. The individual should also be 
asked to identify all areas on the campus where he/she was physically present 
during the incubation period.  

• Tamwood will assist the local health authority, if requested, with the contact 
tracing of each person identified by the infected individual and all persons who 
were in any identified areas of the campus. The health authority, in coordination 
with Tamwood, shall notify the individuals who have been in recent contact with 
the infected individual and/or with whom they recently shared a common area. 
Close contacts shall be instructed that, out of an abundance of caution, Tamwood 
is requesting that they not return to campus for at least 14 days since the last 
point of contact. The contacts should be encouraged to self-isolate and seek all 
medical care and testing that they feel may be appropriate. The contacts should 
also be reminded that discrimination or retaliation against individuals that are 
suspected to have tested positive for, or been exposed to, COVID-19 (or any 
other illness) is strictly prohibited.  

• Public health also ensures those required to self-isolate have access to health-
care providers and that other appropriate supports are in place. Tamwood’s role 
after a confirmed case is identified, is to support the public health in their work. 

• Communication to the wider community will take place on the advice and 
guidance of the provincial authorities, and in accordance with the Tamwood 
COVID-19 Communications Plan (Appendix H) 



6.3.1. Resources and Mental Health, Wellness for Staff and Students    
Recognizing that staff and students may also be affected by the anxiety and uncertainty 
created by the COVID-19 outbreak and the impact that stress has on the workplace, 
Tamwood will make available to staff and students resources for assistance with mental 
health and wellness.  The resource toolkit will be communicated to current students and 
staff at the ‘back to school’ orientation, at training sessions for new staff and to all new 
students during their pre-arrival and first day orientation. Resources will continue to be 
revised and managed by the COVID-19 Response and Safety Team to ensure the 
material is current and relevant.  

Tamwood will:  
• Provide information to students and staff on available resources specific to 

supporting mental health in a time of pandemic, such as those provided by the 
Public Health Agency of Canada (https://www.canada.ca/en/public-health/
services/diseases/2019-novel-coronavirusinfection/mental-health.html), the 
Wellness Together Canada portal (https://ca.portal.gs/) and other resources 
available from provincial health authorities.  

• Maintain regular communication/check-ins with students/staff on mandatory self-
isolation. 

6.3.2. Staff Health and Safety Concerns       
Staff or students with concerns or issues related to COVID-19 within the school 
community can communicate directly with a member of the COVID-19 Response and 
Safety Team in person or via email at admin@tamwood.com  

Any issues or concerns will be recorded with the COVID-19 Response and Safety Team 
related to COVID-19 along with the resolution and any required follow up. 

6.3.3. Tamwood’s Plan to Combat Discrimination and Racism and COVID-19 Stigma 

Tamwood affirms its commitment to recognizing, addressing, and eradicating all forms 
of racism, discrimination and ethnic oppression.  We work to reduce racial injustices 
both within the institution and the broader community. Tamwood faculty, staff and 
administrators are united in the pursuit to end racial and ethnic bias and to empower our 
students towards this collective goal. As an anti-racist and ethnically unbiased 
community, we will purposefully strive to identify, discuss, and challenge issues of race, 
color, ethnicity and the impact(s) they have on students, faculty, and staff members.   

Tamwood informs students in their pre-arrival orientation, first day orientation and in the 
Tamwood Student Handbook, that it will not tolerate discrimination and racism in our 

mailto:admin@tamwood.com


community and what rights students have and the process for reporting a discriminatory 
or racist activity. Students will be referred to the Tamwood Anti-Discrimination Policy set 
out in the Student Handbook (Appendix: I pages 22-23)  

Tamwood also does not tolerate the stigmatization of people who contract the 
COVID-19 virus and uses its best efforts to protect its students, staff and faculty from 
stigma by: 

• Maintaining the privacy and confidentiality of those seeking healthcare and those 
who may be part of any contact investigation. 

• Quickly communicating the risk, or lack of risk, from contact with products, 
people, and places. 

• Correcting negative language that can cause stigma by sharing accurate 
information about how the virus spreads. 

• Speaking out against negative behaviors and statements, including those on 
social media. 

• Making sure that images used in communications show diverse communities and 
do not reinforce stereotypes. 

• Using media channels, including news media and social media, to speak out 
against stereotyping groups of people who experience stigma because of 
COVID-19. 

• Thanking healthcare workers, responders, and others working on the front lines. 
• Suggesting virtual resources for mental health or other social support services for 

people who have experienced stigma or discrimination 
• Providing all staff and students with a copy of the COVID Stigma Guide 

(Appendix G) 



Appendix A 
COVID-19 Response & Safety Team  
admin@tamwood.com  

The COVID Response Location Managers are responsible for the following as it relates 
to this Safety Plan:  

• To jointly identify the risks and hazards associated with COVID-19 transmission 
with the employees. 

• For developing and reviewing regularly (at a minimum, annually) all safe work 
procedures and practices for the identified risks and hazards with their 
employees.  

Members of the COVID 19  Safety and Response Team

Ms. Tamsin Plaxton Co-President & Founder tamsin@tamwood.com 

Mr. Matt Collingwood CEO & Founder matt@tamwood.com 

Ms. Zoya Lovell Student Services homestay@tamwood.co
m 

Ms. Janet Qi Compliance Manger jqi@tamwood.com 

COVID Response Location Managers

Ms. Kim Feuchter Vancouver Language School 
Vancouver Career College 
(Day)

kfeuchter@tamwood.com 

Mr. Evan Yang Division Manager 
International Youth Program 

campsmanager@tamwood.co
m 

Mr. Raphael Rocha Vancouver Career College 
(Evening)

rrocha@tamwoodcareers.com 

Mr. Derby Carruthers Toronto Language School 
Toronto Career College

dcarruthers@tamwood.com 

Ms. Marie-Christine 
Boulet

Whistler Language School 
Whistler Career College

mboulet@tamwood.com 

mailto:admin@tamwood.com
mailto:kfeuchter@tamwood.com
mailto:campsmanager@tamwood.com
mailto:rrocha@tamwoodcareers.com
mailto:dcarruthers@tamwood.com
mailto:mboulet@tamwood.com
mailto:tamsin@tamwood.com
mailto:matt@tamwood.com
mailto:homestay@tamwood.com
mailto:jqi@tamwood.com


• For investigating all unsafe work conditions, safety concerns, and work refusals 
with their employees to ensure that a remedy is found.  

• To provide approved disinfecting products to your staff as required.  

• Follow the safety and exposure control provisions outlined by this plan 

• Report unsafe conditions, safety concerns, or work refusals to the COVID 
Safety and Response Team.  

Appendix B 
Student Care Managers 

Designated Student Support Representatives

Ms. Zoya Lovell Vancouver Language School 
Vancouver Career College

home@tamwood.com 

Mr. Evan Yang Vancouver Language School 
Vancouver Career College

campsmanager@tamwood.co
m 

Mr. Lukas Cepero Toronto Language School 
Toronto Career College

lcepero@tamwood.com 

Ms. Marie-Christine 
Boulet

Toronto Language School 
Toronto Career College

mboulet@tamwood.com 

mailto:home@tamwood.com
mailto:campsmanager@tamwood.com
mailto:lcepero@tamwood.com
mailto:mboulet@tamwood.com


Appendix C 
Provincial and Local Health Authorities  

Ontario 

Toronto Public Health 

TTY: 416-338-0889 
Outside city limits phone: 416-392-2489 
Fax: 416-338-0685 
Email: 331@totonto.ca  

Ontario Public Health  

Tel: 647-260-7100 
Toll Free: 1-877-543-8931 
Email: communications@oahpp.ca  

Telehealth Ontario – Call if you develop symptoms. Telephone: 1-866-797-0000 

Toronto Public Health Hotline 8:30 a.m. – 8 p.m. Call if you have questions about 
COVID-19. Translation is available in multiple languages. Telephone: 416-338-7600 
TTY: 416-392-0658 Email: PublicHealth@toronto.ca  

311 Toronto Outside City limits: 416-392-2489 Call if you have questions about city 
services. Telephone: 311 TTY: 416-338-0889 Email: 311@toronto.ca  

Emergency Services – Call if you are having difficulty breathing or experiencing other 
severe symptoms. Telephone: 911 

mailto:331@totonto.ca
mailto:communications@oahpp.ca
mailto:PublicHealth@toronto.ca
mailto:311@toronto.ca


Appendix D 
Inspection Checklist 

COVID 19 SITE INSPECTION CHECKLIST

Inspector Name: Inspection Date:

Checklist Issue (Yes/No) Action 

Entrance/Reception   

Signs and markings   

Sign-in process   

Sanitizing Supplies   

Access Control   

Classrooms   

Signs and markings   

Seat arrangement   

Sanitizing Supplies   

Occupancy Control   

Sign-in process   

Office   

Signs and markings   

Seat arrangement   

Occupancy Control   

Sanitizing Supplies   



Appendix E 
Homestay Guidelines and Safety Agreement 

Host Accommoda/on COVID-19 Standards, Guidelines and Safety Agreement 

Hosts Agree to: 

1. Provide each student with a clean, private furnished bedroom with a bed, linens, pillow, 
desk, lamp, window with sufficient hea/ng and ligh/ng with access to laundry facili/es, 
internet and a bathroom with maximum shared with three other students. 

2. Provide each student with delivery of three meals per day to the student’s room. 

3. Ensure the interna/onal students have no contact with vulnerable popula/ons. 

4. When receiving visitors/guests at the residence, keep visits outside as much as possible and 
ask visitors to the residence to maintain proper social distance from all members of the 
household and to wear a mask if social distancing is not possible. 

5. Clean and sterilize bathrooms and kitchen at least twice a week and clean high touch 
surfaces such as door handles, toilet handles, sink faucets, counters and light switches daily. 

6. Report to Tamwood immediately if a student or any member of the household has a 
presumed or confirmed case of COVID-19 and have the sick member of the household 
follow the provincial health authority direc/ves regarding self-isola/on and self-monitoring. 

Common Area   

Signs and markings   

Sanitizing Supplies   

Occupancy Control   

Furniture 
arrangement   

Policy Training   

Staff & Teacher 
COVID Training   



7. Report to the school any student who has knowingly breached provincial health guidelines 
and direc/ves regarding COVID-19 safety and transmission preven/on. 

STEPS TO PROTECT YOURSELF AND YOUR STUDENT FROM COVID-19 

COVID-19 is a contagious disease. Proper hygiene prac/ces will help lower your chance of geong it or 
spreading it to others. You and all members of your household should con/nue to do the following: 

• wash your hands open with soap and water for at least 20 seconds or use an alcohol-based hand 
sani/zer containing at least 70%- 90% alcohol 

• cough and sneeze into a /ssue or the bend of your arm 

• avoid touching your face with unwashed hands 

• dispose of used /ssues in a lined waste container and then wash your hands 

• clean and sani/ze daily frequently touched surfaces such as door handles, light switches, counters, 
faucets etc. 

Keep prac/cing physical distancing 

Keep prac/cing physical distancing as your local government lips public health measures. Physical 
distancing minimizes close contact with others in your community. 

Things you and members of your household can do to keep prac/cing physical distancing are: 

• avoid crowded places 

• avoid in-door gatherings 

• reduce non-essen/al travel and trips out of your home 

• keep 2 metres away from others when outside of your home or when receiving guests in your home 

• commute outside of the busiest hours if you use public transit 

• avoid gree/ngs that include physical contact, such as handshakes 

• follow your local public health guidance on the number of people that can gather in one place at one 
/me 

Limit non-essen/al travel 

Con/nue to limit your travel outside your home to essen/al trips only. 
Keep thinking about behaviours and rou/nes that you can change to lower the chance of  
spreading COVID-19, such as: 
• grocery shopping at off-peak hours 

• commu/ng outside of the busiest peak hours if you use public transit 

• sending 1 person out to do essen/al errands and pick up prescrip/ons 



• If you’re planning on travelling outside your province or territory, check to see if your des/na/on has 
different public health measures. 

• To limit the spread of COVID-19, we advise avoiding all non-essen/al travel outside of Canada un/l 
further no/ce 

hUps://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infec/on/
preven/on-risks/measures-reduce-community.html#s 

Tamwood’s COVID-19 Safety Policies and Procedures 

1. Stay at Home When Sick Policy 

a. Any student that is displaying symptoms, (fever, cough, sore throat, sneezing) whether or 
not the illness has been confirmed must stay at home and seek medical direc/on (811) as 
well as no/fy the school of absence.  

b. Any student who has been exposed to, or lives in the same household with a clinically 
confirmed COVID-19 case or has been exposed to a confirmed COVID-19 case or has been 
exposed to a COVID-19 infected person and has been advised by public health to self-isolate 
must stay at home and follow the direc/on of public health. The host will no/fy the school 
of any such case.  

c. Should a clinically confirmed case of COVID-19 be reported in the home/residence, the 
home/residence will need to be deep cleaned and sani/zed and any persons exposed should 
self-isolate and take direc/on from public health.  

d. Any student or member of the household who has returned to Canada from having travelled 
interna/onally must stay at home and self-isolate for the required 14 days. 

e. Any student who displays symptoms at school – even mild (fever, cough, sore throat, 
sneezing) will be given the direc/on to return home and seek medical advice.  If they are not 
infected with COVID-19, they can return to school when symptom-free for 24 hours.  

2. Procedures if a Student Shows Symptoms of COVID-19 

 In the event that a student demonstrates symptoms of COVID-19 when not on the school campus, the 
following steps will be followed: 

1. The student must isolate immediately in their bedroom, informing the school and/or homestay 
or residence contact immediately.  

2. If the student is in a residence or school contracted homestay, the school management will 
contact the residence/homestay contact, to ensure clear communica/on of the situa/on. 

https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection/prevention-risks/measures-reduce-community.html#s
https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection/prevention-risks/measures-reduce-community.html#s


3. Homestay or residence contact will gather all other members of the household in an outdoor 
common space, to ensure they do not come into contact with the student, or any surfaces/areas 
the student has touched.  

4. Persons that have come into close contact with the student would also follow the above, and 
below steps, and follow self-examina/ons steps provided by the school, to evaluate their own 
health. 

5. Together with the assigned school management member, the student will contact the local 
health authority, and take the recommended steps (go to the hospital, con/nue self-isola/on, 
etc). 

6. The accommoda/on provider will conduct a thorough, professional cleaning of all areas the 
student has occupied, and any other rooms and areas he/she/they has/have frequented during 
his/her /me since arrival. 

7. Assigned school staff will then con/nue to closely monitor the student, homestay contact, and 
all other students and staff considered at risk, implemen/ng risk assessment measures outlined 
in training, such as taking temperatures of all students daily and further ensuring they are aware 
of symptoms to be aware of. 

Please ini/al each statement below to indicate your agreement: 

_____I understand that Tamwood will place students in my home only if I meet the standards and follow 
the guidelines and policies stated herein. 

_____I understand that Tamwood may remove students assigned to my home if I do not meet the 
standards and follow the guidelines and policies stated herein and any costs to transfer the student to a 
new accommoda/on will be deducted from the payments from the school for hos/ng the student. 

Signed ______________/ ______________/ 202_ 

Print Name:  

Address:______________________________________________________________________________
_____________________________________________________________________________________ 

Signature: __________________________________________________________ 



APPENDIX F 



 

RESPONDING
TO HATE &
DISCRIMINATION



Given the 
current 
COVID-19 

situa/on, many individuals in the 
Asian-Canadian community have 
experienced incidents of hate and 
discrimina/on. This guide will 
provide community members 
with a brief overview of what 
hate ac/vity and discrimina/on 
mean and the resources available 
to help in responding.  
  
The targets of hate are persons or 
groups that are targeted because 
of their real or perceived race, 
na/onal or ethnic origin, 
language, colour, religion, gender, 
age, mental or physical disability, 
sexual orienta/on or any other 
similar factor. 
What is Hate Ac/vity?  
Hate Ac/vity is separated into two 
groups: hate incidents and hate crimes. 
They may be defined as the following: 
  
Hate incidents: Words or other ac/ons 
that express bias or hate against 

targeted 
persons or groups. These are open non-
criminal acts.  
     
Hate crimes: Hate crimes are crimes that 

are commiUed against a person or property, and mo/vated, in whole or in part, 
by bias or prejudice based on real or perceived race, na/onal or ethnic origin, 
language, colour, religion, gender, age, mental or physical disability, sexual 
orienta/on or any other similar factor. While “hate crime” is not formally 
defined in the Criminal Code, the following criminal offences are specifically 
related to hate:  
  

1.Advoca/ng genocide (sec/on 318)  
2.Incitement of hatred in a public place that is likely to lead to a breach of the 

peace (public incitement of hatred and hate speech) sec/on 319(1)) 
3.Wilful promo/on of hatred against a specific group  (sec/on 319(2)) 
4.Mischief mo/vated by hate in rela/on to property primarily used for 

religious worship or property used by an iden/fiable group (sec/on 
430(4.1))  
  
Other criminal offences that may involve hate-mo/vated acts include 
Assaults (sec/on 265), UUering Threats (sec/on 264.1(1)), Causing 
Disturbance (sec/on 175(1)), and Criminal Harassment (sec/on 264(1)) 

  
Other criminal law considera/ons: 

The consent of the AUorney General is required before charges under 
sec/ons 318(1) or 319(2) can be laid.    
Sec/ons 319(4)-(6), 320 and 320.1 permit the seizure, forfeiture, and removal 
from public access of hate propaganda  
Sec/on 718.2(a)(i) makes it an aggrava/ng factor at sentencing if the offence 
was mo/vated by bias, prejudice or hate. 

. 
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DISCRIMINATION

Overview  



Acts of Discrimina/on  

Acts of Discrimina/on can include unfair treatment in the workplace, 
public areas, and housing due to race, colour, religion, sex, sexual 
orienta/on, gender iden/ty or age. Although this may be a viola/on 
of provincial Human Rights legisla/on, it is not necessarily a criminal 
offence (unless it cons/tutes or is accompanied by ac/ons such as 
assault, threats, criminal harassment, etc.). Under the Ontario 
Human Rights Code, acts of discrimina/on can lead to complaints to 
the Human Rights Tribunal of Ontario, which has broad powers to 
adjudicate and impose remedial orders, including monetary fines. 

What to do you if you experience an act of discrimina/on  
Always ensure that you are safe first before taking further 
ac/on. 

Mental health maUers! Share your experiences with your friends, family, and other support 
networks and do not be afraid to lean on them. Take /me for self-care.  
Seek medical assistance (if necessary), and, if you are comfortable doing so, report violent or 
criminal incidents to the police.  

If you believe the incident was mo/vated by hate or bias, make sure to include why you 
believe this in your report.  

 Collect evidence such as photos and videos if possible (and safe to do so).BILLION   

  
If you are a witness:  

�  Remember to ensure that you and others are safe first before taking further ac/on. If you 
think the police should be involved, also think about whether a marginalized or racialized 
person may be concerned about that.  

Be an ally, not just a bystander - find a safe and effec/ve way to help, either by asking the 
targeted person if they are okay, or by speaking out to say that these acts are wrong. 
Support people who you know that have been affected by hate or discrimina/on, by taking 

/me to be there for them, listen to them, and let them know they are not alone.  
  
Online hate:     
Check the social media community guidelines for their repor/ng procedures. 
For example: Facebook’s Community Standards do not allow hate speech. If you see content 
resembling hate speech, you can report it and ask Facebook to remove it.  

Report the incident to the respec/ve social media 
plazorm. Report and ask for discriminatory content to 

be removed. 
  
Hate or discrimina/on at work or school:  
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Report the incident to a Human Resources department (if applicable) or with school 
administra/on. 
If you are unionized, report your concerns to your union representa/ve. 
If you are unsure what to do, speak to a lawyer about your legal rights. 
The Human Rights Legal Support Centre provides free legal support to people who have 
experienced discrimina/on under the Ontario Human Rights Code. 

  
You can also report an act of hate or discrimina/on to a community race rela/ons or support 

group. Report hate crimes to the Canadian An/-Racism Network: hUps://stopracism.ca/
reporzrm.php Report incidents by text to ACT2endracism’s text-message repor/ng line, 

available in English, 
French, Chinese, 

Japanese, 
Korean, 

Vietnamese, 

and Tagalog: 1-587-507-3838. 

Many municipali/es across Ontario have race-rela/ons advisory groups that 

w o r k w i t h l a w 

enforcement to address issues of hate in their 
communi/es. 
�  For example, the City of 
Thunder Bay has an A n / -
Racism and Respect 
A d v i s o r y 
CommiUee; Check w i t h 
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Pandemic Rapid-response Op/miza/on to Enhance Community Resilience and Health (PROTECH):

Human Rights Legal Support Centre: ps://www.hrlsc.on.ca/en/welcom e

For more informa/on, consult the following community
organiza/ons:

 

T H A N K  YO U  TO  T H E  FO L LOW I N G  O RG A N I Z AT I O N S  FO R  T H E I R  
A S S I STA N C E  TO  T H E  G U I D E

https://stopracism.ca/reportfrm.php
https://stopracism.ca/reportfrm.php
https://www.hrlsc.on.ca/en/welcome
https://ccncsj.ca/
https://www.hrlsc.on.ca/en/welcome
https://ccncsj.ca/


your local law enforcement agency for similar organiza/ons in your community. Anonymous 
/ps can also be reported to Crime Stoppers at crimestoppers.ca or their toll-free number: 
1-800-222-8477. 
If you live in Toronto or the GTA area, the Chinese Canadian Na/onal Council - Toronto 
Chapter has an online survey to report incidents of racism and discrimina/on: hUps://
www.covidracism.ca/. Share your story: hUps://projectprotech.ca/working-together/
staying-connected/. 
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APPENDIX G 
Social Stigma Support Material 

�   

Social S/gma associated with COVID-19  

  

A guide to preven/ng and addressing 
social s/gma   1

Target audience: Government, media and local organiza/ons working on the new 
coronavirus disease (COVID-19).  

WHAT IS SOCIAL STIGMA?   

Social s/gma in the context of health is the nega/ve associa/on between a 
person or group of people who share certain characteris/cs and a specific disease. 
In an outbreak, this may mean people are labelled, stereotyped, discriminated 
against, treated separately, and/or experience loss of status because of a 
perceived link with a disease.   

Such treatment can nega/vely affect those with the disease, as well as their 
caregivers, family, friends and communi/es. People who don’t have the disease 
but share other characteris/cs with this group may also suffer from s/gma.  

The current COVID-19 outbreak has provoked social s/gma and discriminatory 
behaviours against people of certain ethnic backgrounds as well as anyone 
perceived to have been in contact with the virus.  

  

WHY IS COVID-19 CAUSING SO MUCH STIGMA?   

The level of s/gma associated with COVID-19 is based on three main factors: 1) it is a disease that’s 
new and for which there are s/ll many unknowns; 2) we are open afraid of the unknown; and 3) it is 
easy to associate that fear with ‘others’.   

It is understandable that there is confusion, anxiety, and fear among the public. Unfortunately, these 
factors are also fueling harmful stereotypes.  

 

 This checklist includes recommendations from Johns Hopkins Center for Communication Programs, READY Network. 1
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WHAT IS THE IMPACT?   

S/gma can undermine social cohesion and prompt possible social isola/on of groups, which might 
contribute to a situa/on where the virus is more, not less, likely to spread. This can result in more 
severe health problems and difficul/es controlling a disease outbreak.  

S/gma can:  

• Drive people to hide the illness to avoid discrimina/on   

• Prevent people from seeking health care immediately   

• Discourage them from adop/ng healthy behaviours   

  
  

HOW TO ADDRESS SOCIAL STIGMA  

Evidence clearly shows that s/gma and fear around communicable diseases hamper the response. 
What works is building trust in reliable health services and advice, showing empathy with those 
affected, understanding the disease itself, and adop/ng effec/ve, prac/cal measures so people can 
help keep themselves and their loved ones safe.  

How we communicate about COVID-19 is cri/cal in suppor/ng people to take effec/ve ac/on to help 
combat the disease and to avoid fuelling fear and s/gma. An environment needs to be created in 
which the disease and its impact can be discussed and addressed openly, honestly and effec/vely. 
Here are some /ps on how to address and avoid compounding, social s/gma:  

1. Words maUer: dos and don’ts when talking about the new coronavirus (COVID-19)   

2. Do your part: simple ideas to drive s/gma away  

3. Communica/on /ps and messages.  
  

WORDS MATTER:   
When talking about coronavirus disease, certain words (i.e suspect case, isola/on…) and language 
may have a nega/ve meaning for people and fuel s/gma/zing aotudes. They can perpetuate exis/ng 
nega/ve stereotypes or assump/ons, strengthen false associa/ons between the disease and other 
factors, create widespread fear, or dehumanise those who have the disease.  

This can drive people away from geong screened, tested and quaran/ned. We recommend a 
‘peoplefirst’ language that respects and empowers people in all communica/on channels, including 
the media. Words used in media are especially important, because these will shape the popular 
language and communica/on on the new coronavirus (COVID-19). Nega/ve repor/ng has the 
poten/al to influence how people suspected to have the new coronavirus (COVID-19), pa/ents and 
their families and affected communi/es are perceived and treated.  
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There are many concrete examples of how the use of inclusive language and less s/gma/zing 
terminology can help to in control epidemics and pandemics from the HIV, TB and H1N1 Flu.    2

DOS and DON'TS  
Below are some dos and don'ts on language when talking about the new coronavirus disease 
(COVID-19): 

DO - talk about the new coronavirus disease (COVID-19)   
Don’t - aUach loca/ons or ethnicity to the disease, this is not a “Wuhan Virus”, 
“Chinese Virus” or “Asian Virus”.   
The official name for the disease was deliberately chosen to avoid s/gma/sa/on - the 
“co” stands for Corona, “vi” for virus and “d” for disease, 19 is because the disease 
emerged in 2019.   

 

 UNAIDS terminology guidelines: from ‘AIDS victim’ to ‘people living with HIV’; from ‘fight against AIDS’ to ‘response to AIDS’. 2
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DO YOUR PART:   
Governments, ci/zens, media, key influencers and communi/es have an important role to play in 
preven/ng and stopping s/gma surrounding people from China and Asia in general. We all need to be 
inten/onal and thoughzul when communica/ng on social media and other communica/on 
plazorms, showing suppor/ve behaviors around the new coronavirus disease (COVID-19).  

Here are some examples and /ps on possible ac/ons to counter s/gma/zing aotudes:   

  

• Spreading the facts: S/gma can be heightened by insufficient knowledge about how the new 
coronavirus disease (COVID-19) is transmiUed and treated, and how to prevent infec/on. In 
response, priori/se the collec/on, consolida/on and dissemina/on of accurate country- and 

DO - talk about “people who have COVID-19”, “people who are being treated for COVID-19”, 
“people who are recovering from COVID-19” or “people who died aper contrac/ng COVID19”  

Don’t - refer to people with the disease as “COVID-19 cases” or “vic/ms”  
  
DO - talk about “people who may have COVID-19” or “people who are presump/ve for COVID-19”  

Don’t - talk about “COVID-19 suspects” or “suspected cases”.   
  
DO - talk about people “acquiring” or “contrac/ng” COVID-19    

Don’t talk about people “transmiong COVID-19” “infec/ng others” or “spreading the virus” 
as it implies inten/onal transmission and assigns blame.    
Using criminalising or dehumanising terminology creates the impression that those with the 
disease have somehow done something wrong or are less human than the rest of us, 
feeding s/gma, undermining empathy, and poten/ally fuelling wider reluctance to seek 
treatment or aUend screening, tes/ng and quaran/ne.    

  
DO - speak accurately about the risk from COVID-19, based on scien/fic data and latest official 
health advice.   

Don’t - repeat or share unconfirmed rumours, and avoid using hyperbolic language 
designed to generate fear like “plague”, “apocalypse” etc.   

  
DO - talk posi/vely and emphasise the effec/veness of preven/on and treatment measures. For 
most people this is a disease they can overcome. There are simple steps we can all take to keep 
ourselves, our loved ones and the most vulnerable safe.   

Don’t - emphasise or dwell on the nega/ve, or messages of threat. We need to work 
together to help keep those who are most vulnerable safe.   

  
DO - emphasise the effec/veness of adop/ng protec/ve measures to prevent acquiring the new 
coronavirus, as well as early screening, tes/ng and treatment. 
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community-specific informa/on about affected areas, individual and group vulnerability to 
COVID19, treatment op/ons and where to access health care and informa/on. Use simple 
language and avoid clinical terms. Social media is useful for reaching a large number of people 
with health informa/on at rela/vely low cost.    3

  

• Engaging social influencers  such as religious leaders on promp/ng reflec/on about people who 4

are s/gma/zed and how to support them, or respected celebri/es to amplify messages that 
reduce s/gma. The informa/on should be well targeted and the celebri/es who are asked to 
communicate this informa/on must be personally engaged, and geographically and culturally 
appropriate to the audiences they seek to influence. An example would be a mayor (or another 
key influencer) going live on social media and shaking hands with the leader of the Chinese 
community.  
  

• Amplify the voices, stories and images of local people who have experienced the new coronavirus 
(COVID-19) and have recovered or who have supported a loved one through recovery to 
emphasise that most people do recover from COVID-19. Also, implemen/ng a “hero” campaign 
honouring caretakers and healthcare workers who may be s/gma/zed. Community volunteers 
also play a great role in reducing s/gma in communi/es.  

  

• Make sure you portray different ethnic groups. All materials should show diverse communi/es 
being impacted and working together to prevent the spread of COVID-19. Ensure that typeface, 
symbols and formats are neutral and don’t suggest any par/cular group.  

  

• Ethical journalism: Journalis/c repor/ng which overly focuses on individual behaviour and 
pa/ents’ responsibility for having and “spreading COVID-19” can increase s/gma of people who 
may have the disease. Some media outlets have, for example, focused on specula/ng on the 
source of COVID-19, trying to iden/fy “pa/ent zero” in each country. Emphasizing efforts to find a 
vaccine and treatment can increase fear and give the impression that we are powerless to halt 
infec/ons now. Instead, promote content around basic infec/on preven/on prac/ces, symptoms 
of COVID-19 and when to seek health care.  

  

• Link up: There are a number of ini/a/ves to address s/gma and stereotyping. It is key to link up to 
these ac/vi/es to create a movement and a posi/ve environment that shows care and empathy 
for all.  

  

 Nigeria successfully contained the 2014 Ebola outbreak that affected three other countries in West Africa partly through employing targeted social 3

media campaigns to disseminate accurate information and correct hoax messages circulating on Twitter and Facebook. The intervention was particularly 
effective because international non-governmental organisations (NGOs), social media influencers, celebrities and bloggers used their broad platforms to 
forward and share information and opinions on the health communication shared. Fayoyin, A. 2016. Engaging social media for health communication in 
Africa: Approaches, results and lessons. Journal of Mass Communication and Journalism, 6(315).  

 The term “Angelina Jolie effect” was coined by public health communication researchers to account for increased Internet searches about breast 4

cancer genetics and testing for several years after 2013 actress Angelina Jolie underwent a much-reported preventative double mastectomy.  The 
“effect” suggests that celebrity endorsements from trusted sources can be effective at influencing the public to seek health knowledge, their attitudes 
towards and uptake of healthcare services for Covid-19. 

�  | P a g e  45



COMMUNICATION TIPS and MESSAGES  
An “infodemic” of misinforma/on and rumours is spreading more quickly than the current outbreak 
of the new coronavirus (COVID-19). This contributes to nega/ve effects including s/gma/za/on and 
discrimina/on of people from areas affected by the outbreak. We need collec/ve solidarity and clear, 
ac/onable informa/on to support communi/es and people affected by this new outbreak.   

Misconcep/ons, rumours and misinforma/on are contribu/ng to s/gma and discrimina/on which 
hamper response efforts.   

- Correct misconcep/ons, at the same /me as acknowledging that people’s feelings and 
subsequent behaviour are very real, even if the underlying assump/on is false.   

- Promote the importance of preven/on, lifesaving ac/ons, early screening and treatment.  
  

Collec/ve solidarity and global coopera/on are needed to prevent further transmission and alleviate 
the concerns of communi/es.    

- Share sympathe/c narra/ves, or stories that humanize the experiences and struggles of 
individuals or groups affected by the new coronavirus (COVID-19)     

- Communicate support and encouragement for those who are on the frontlines of response to 
this outbreak (health care workers, volunteers, community leaders etc).  

  
Facts, not fear will stop the spread of novel coronavirus 

(COVID-19) - Share facts and accurate informa/on about the 
disease.  

- Challenge myths and stereotypes.  
- Choose words carefully. The way we communicate can affect the aotudes of others (see do’s 

and don’ts above).  

APPENDIX H 

Tamwood COVID-19 Communications Plan 

Tamwood COVID-19 Communications Plan 
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Introduc/on 

The following provides a high-level overview of the steps that will be taken in the event there is 
a presumptive or confirmed COVID-19 case among students and/or staff in Tamwood 
International College and/or Tamwood Careers.  

Goal 

Provide clear, timely and instructive communication in the event of a presumptive or confirmed 
cases of COVID-19 among students and/or staff to ensure the safe delivery of programming and 
the health and safety of students, staff, homestay or residence contacts and the broader 
community.    

Audiences 

Local and provincial health authorities 

Students, staff and homestay or residence contacts 

Media, when relevant  

Public, when relevant  

Strategies 

Ensure operational procedure is followed, with an aligned communications approach to mitigate 
reputational impact to the organization. 

Gather information to have an accurate understanding of the situation and to provide clear, fact-
based information to audiences. As the situation develops and facts emerge, update messaging. 

Provide timely and accurate information to all stakeholders, following the audience notification 
phone tree (below). 

If a media request comes in, determine if and how you will respond, following the media 
response protocol (below) 

Principles 

The communications plan will be implemented on the basis of the following principles: 

We will communicate openly, honestly and transparently with what information we have when 
we have it. Some information is better than none.  

We will always protect the privacy of personal information and ensure information is 
communicated in a way to both protect the health and safety of others while maintaining the 
privacy of individuals. 
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We will deliver clear, fact-based messages with compassion and credibility.  

As the situation develops, facts emerge, messaging changes and should be updated.  

Key messages  

Situation 1: A student gets sick during quarantine 

Our number one priority is the health and safety of our students, homestay or residence 
contacts, schools and our communities.  

To ensure the integrity of the strong health and safety measures we put in place, all students, 
homestay or residence contacts and staff are aware of and agree to the public health-approved 
policies and procedures that we provided to protect themselves and others from COVID-19. 

If a student experiences any symptoms of COVID-19 during the 14-day quarantine period, they 
must follow the directives of the Public Health Agency of Canada and immediately notify both 
the management of their quarantine site as well as the student care manager at their school.  

The student must call telehealth for screening assessment and recommended next steps.  

Together with school management, the student will contact the local health authority and take 
the recommended steps. 

The student will be required to remain at their quarantine site until a medical practitioner has 
confirmed they are clear of symptoms and/ or the student has tested negative for COVID-19. 

Students cannot leave their quarantine unit until they have completed 14 full days in quarantine 
and produced a negative COVID-19 test result.  

Situation 2: A student has symptoms after their 14-day quarantine  

Our number one priority is the health and safety of our students, homestay or residence 
contacts, schools and our communities.  

To ensure the integrity of the strong health and safety measures we put in place, all students, 
homestay or residence contacts and staff are aware of and agree to the public health-approved 
policies and procedures that we provided to protect themselves and others from COVID-19. 

For example, in the event of a presumptive case of COVID-19, our protocols include the 
following:  

Any student who displays symptoms, even mild (fever, cough, sore throat, sneezing) must 
return to their residence, self-isolate in their bedroom and seek medical advice.  

The student will inform the school and the school will be in regular communication with the 
residence contact to ensure health and safety protocols are followed. 

The school will thoroughly and professionally clean all areas that the student came in contact 
with. 

Together with school management, the student will contact the local health authority to follow 
public health recommendations. 
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If the student shares common spaces in a homestay residence, the homestay residence contact 
will gather all students in the residence in a safe outdoor space to ensure they do not come in 
contact with the student or surfaces the student has touched. No one will re-enter until all areas 
that the student came in contact with are thoroughly cleaned. 

Persons who have come into contact with the student will also follow the self-isolation protocol.  

Arrangements will be made to assess the student’s health and test for COVID-19. If positive, all 
home stay and school contacts will also be tested. 

School staff will closely monitor the student, homestay contact and any other students or staff 
considered at risk using risk assessment measures provided in training, such as taking 
temperature daily. 

In addition, we continually remind all students and staff, through email, signage posted in the 
schools and social media posts, to follow regular COVID-19 prevention guidance, such as to 
wash hands frequently, maintain a distance of six feet from others and wear a mask when 
distance cannot be maintained. 

We are in regular communication with the local public health authorities to review the cases and 
protocols in place. We will provide new information as soon as we have an update.  

Situation 3: A student tests positive for COVID-19 after their 14-day quarantine  

Our number one priority is the health and safety of our students, homestay families, schools and 
our communities.  

To ensure the integrity of the strong health and safety measures we put in place, all students, 
homestay or residence contacts and staff are aware of and agree to the public health-approved 
policies and procedures that we provided to protect themselves and others from COVID-19. 

For example, in the event of a confirmed case of COVID-19, our protocols include the following:  

At this point, all protocols for a presumptive case of COVID-19 would have already taken place. 
For instance, the student will already be in self-isolation, any space they came into contact with 
will already be cleaned, all potential contacts would be in self-isolation and school management, 
home stay / residence contacts and public health will all be aware of the situation. 

The School Director and School Management Team will immediately be notified.  

School Management will seek guidance from the local public health authority on how best to 
proceed. 

Anyone who came into contact with the student (e.g. homestay students and school contacts) 
will also be tested. Their homestay families will also be informed. 

We will close schools for a minimum of three days for deep cleaning. Classes will switch to an 
online format during the shutdown. 

All critical information will be communicated on an ongoing basis to staff, students and agents 
through email and social media. Careful attention will be taken to keep personally identifiable 
information confidential, e.g. name, age, gender, school location. 

In addition, we continually remind all students and staff, through email, reminders from teachers 
in class, posted signage and social media posts to follow regular COVID-19 prevention 
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guidance, such as to wash hands frequently, maintain a distance of six feet from others and 
wear a mask when distance cannot be maintained. 

We are in regular communication with the local public health authorities to review the cases and 
protocols in place. We will provide new information as soon as we have an update.  

Situation 4: An employee gets sick 

If an employee displays symptoms, even mild (fever, cough, sore throat, sneezing), they must 
stay home, self-isolate and seek medical advice.  

The employee will notify school management and the local health authority to follow public 
health recommendations. 

The school will thoroughly and professionally clean all areas that the employee came in contact 
with. 

Persons who have come into contact with the employee will also follow the self-isolation 
protocol.  

If an employee tests positive for COVID-19, our protocols include the following:  

At this point, all protocols for a presumptive case of COVID-19 would have already taken place. 
For instance, the employee will already be in self-isolation, any space they came into contact 
will already be cleaned, all potential contacts would be in self-isolation and school management, 
home stay residence and public health will all be aware of the situation. 

The School Director and School Management Team will immediately be notified.  

School Management will seek guidance from the local public health authority on how best to 
proceed. 

We will close schools for a minimum of three days for deep cleaning. Classes will switch to an 
online format during the shutdown. 

All critical information will be communicated on an ongoing basis to staff, students and agents 
through email and social media. Careful attention will be taken to keep personally identifiable 
information confidential, e.g. name, age, gender, school location. 

Situation 5: A student breaks quarantine 

Our number one priority is the health and safety of our students, homestay or residence 
contacts, schools and our communities.  

Prior to arrival in Canada and regularly throughout the program, we make it clear to students 
that their right to enter and remain in Canada to study is a privilege and comes with a 
responsibility to protect both themselves and Canadians. Students are made aware of the 
requirement to comply with the Government of Canada’s Quaran/ne Act, including the penal/es of 
viola/on of the Quaran/ne Act, which include up to 6 months in prison and/or $750,000 in fines 

Breaking quarantine is a serious matter. It puts the health and safety of everyone at risk and 
threatens public health efforts across the country to curb the pandemic. 
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If a student breaks quarantine, Tamwood will notify both the local and provincial health 
authorities and Immigration, Refugees and Citizenship Canada immediately and the student will 
be expelled from their program and sent home. . 

Q&A 

General 

What measures were taken to prevent the spread of COVID-19 when the students entered 
Canada? 

All students were provided and agreed to an extensive Safe Travel, Arrival and Quarantine 
Protocol before arrival, which was approved by local and provincial public health authorities. 
Students did not leave their quarantine unit until they completed 14 full days in quarantine and 
produced a negative COVID-19 test result. 

What are you doing to support the mental health of students in quarantine? 

Before arriving in Canada, we provided an orientation package that recommended students 
make a plan for physical and emotional wellness during quarantine by bringing books, games, 
fitness equipment and apps and to make time to regularly check in with friends and family 
virtually. We also provided a list of mental health resources available online or by phone and a 
suggested daily exercise program 

What if students don’t follow your protocols and engage in risky behaviour potentially spreading 
COVID-19 in the community? 

Students who knowingly fail to follow public health authority guidelines and rules risk being 
expelled from the program and reported to Immigration, Refugees and Citizenship Canada. 

Confirmed Case 

Is the school safe for other students and teachers? 

We will close schools for a minimum of three days for deep cleaning. Classes will switch to an 
online format during the shutdown. 

How many more cases do you anticipate? 

We can’t predict the number of cases, but all potential contacts have been notified, are in self-
isolation and are monitoring for symptoms. Also, to facilitate efficient and timely contact tracing, 
prior to arrival in Canada, all students downloaded Canada’s contact tracing app, COVID Alert. 

Do you need to change your protocol? 
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We are in regular communication with the local public health authorities to review the situation 
and protocols in place. We will follow public health guidance on next steps if any changes are 
required. We will provide new information as soon as we have an update.  

How many people have tested positive at your school? 

To protect the privacy of individuals at our schools and following public health guidelines, we 
cannot share this information. The local health authorities are conducting contact tracing and 
monitoring and we defer to the local health authority for public health reporting. 

�  | P a g e  52



Stakeholder Notification Protocol 

Presumptive Case 

Student informs school management and homestay/residence contact immediately. 

School management contacts homestay/residence contact to ensure clear communication of 
the situation. 

Homestay/residence contact informs other people who share common spaces with the student.  

School management and student contact local health authority. 

Confirmed Case 

Staff or student notifies their assigned school manager.  

Assigned school manager notifies School Director.  

School Director notifies full Senior Management team. 

School Director notifies Earnscliffe Strategy Group for strategic counsel and review of 
communications protocol 

Assigned school manager contacts local public health authority. 

Together with local public health authorities, school management will ensure that anyone who 
came into contact with the student (e.g. homestay students and school contacts) are notified. 
Their homestay families will also be informed. 

Assigned school manager communicates critical information to all staff, students and agents via 
email and social media. Careful attention is taken to keep personally identifiable information 
confidential, e.g. name, age, gender, school location. 
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Holding Statement 

Contact: 

[Media Contact Name] 

[Title] 

[Email address] 

[Phone number] 

COVID-19 Case at Tamwood International College 

[Insert date] 

[City, Province] – On [date] a case of COVID-19 was confirmed at Tamwood International 
College.  

Our number one priority is the health and safety of our students, homestay families, schools and 
our communities. We are working closely with Toronto Public Health to follow public health 
recommendations.  

All Tamwood International College schools in Ontario and will be closed for a minimum of three 
days for deep cleaning and classes will switch to an online format during the shutdown. Anyone 
considered at risk of exposure is being tested for COVID-19. School staff are closely monitoring 
all people considered at risk using risk assessment measures provided in training, such as 
taking temperature daily. 

We continue to remind all students and staff to follow regular COVID-19 prevention guidance, 
such as to wash hands frequently, maintain a distance of six feet from others and wear a mask 
when distance cannot be maintained. 

As more information is available, we will be providing updates to staff, students and agents by 
email and social media.  

### 
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Media Protocol 

The main receptionist and administrative personnel are informed that they may receive 
incoming calls regarding COVID-19 from stakeholders and media and they have been trained to 
follow the media protocol below on how to handle media inquiries. 

“Thank you for your interest. All media inquiries are being directed to Tamsin Plaxton. May I 
please take some information about your inquiry: 

[Complete the following form] 

Thank you. I will have someone assist you as soon as they can.” 

For internal use/ preparation: 

Name of reporter

Media outlet

Email

Phone number

Request for who (spokesperson)

Type of interview (email, phone, radio, 
TV, newspaper, social media, blog, etc.)

Subject matter:

Why the call? Reason for the story? Who 
else are you speaking to?

Are you looking for a quote for 
attribution? 

Or is it just for background? 

Deadline
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Media Interview Tips 

Interview Preparation 

● Review the reporter’s previous coverage if time permits 
● Practice reading your key messages out loud 
● Run through Q&As in a mock interview scenario 
● Gather relevant examples, e.g. statistics, stories 
● Select an appropriate interview background and tidy the space 
● Check your personal appearance 
● Remove your phone and other distractions 

Principles to Follow During the Interview 

● Be accessible 
● Be honest, open and frank 
● Address bad news 
● Be on record all the time – nothing is ‘off the record’ 
● Call back if necessary 
● Remember the three Cs: 1) show compassion and concern for the situation, 2) be a 

credible source of fact-based information, and 3) control the message 

Answering Questions 

1. Situation: communicate your primary key message 

Scheduled interview time:

Key messages:

Additional messages:

Research Sources
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2. Facts: bring in pertinent facts and examples to back-up your message 
3. Summary: repeat your primary key message 

Interview follow-up 

● Thank the reporter 
● Follow-up if needed to provide additional answers, images, etc. 
● Monitor media coverage 
● Correct mistakes 
● Evaluate and take note of changes to make for future interviews 

Stakeholder Communication Log 

An assigned member of the School Management Team will be responsible for documenting 
all communication made to stakeholders by recording instances of communication in a 
centralized Stakeholder Communication Log. When any member of the school 
communicates to an external stakeholder, they must notify the assigned member in order 
to keep the log up-to-date. 

Dos Don’ts

● Listen carefully to the interviewer and 
other interviewees 

● Record your interviews and play them 
back – you will learn something every 
time 

● Look at the reporter, not the camera 
● Speak slowly, clearly and naturally 
● Pause and breathe 
● Keep answers concise and in plain 

language

● Get bogged down in the detail 
● Get emotional – deal with personal 

feelings before speaking 
● Ramble – when you’ve made your point, 

stop 
● Fill dead air 
● Use jargon or acronyms 
● Sound over-rehearsed  
● Interrupt the questions

Date From To Stakeholder type (e.g. 
student, employee, host 
families, health 
authority, other 
government, media)

Communication vehicle 
(e.g. email, social media, 
website update, phone 
call)

Subject Other 
notes

Link to 
communicatio
n (if available)
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APPENDIX I 

Student Handbook – Pages 22 – 23, Combat Discrimination and Racism  
OBJECTIVE 

Tamwood strives to provide a posi/ve learning and cultural experience for all students, as well as 
maintain a comfortable workplace for teachers and homestay families where everyone is treated equally 
and respeczully. Discrimina/on and harassment are not tolerated at the school or affiliated venues. To 
this end, Tamwood takes responsibility for preven/ng discrimina/on under its authority as well as 
effec/vely responding to complaints, inves/ga/ng, and penalizing violators of the policy according to 
established internal procedures. 
Tamwood follows the Canadian Human Rights Act in defining discrimina/on. Discrimina/on is a harmful 
treatment (unwanted physical contact, jokes, threats, insul/ng names and comments, prac/cal jokes, 
etc.) to another person verbally, in wri/ng, or indirectly, based on his or her race, na/onal or ethnic 
origin, colour, religion, age, sex, sexual orienta/on, marital status, family status, and disability. 

POLICY APPLICATION 
This policy is applied to enrolled Tamwood students, Tamwood Homestay Families, and employees 
across all the loca/ons. 

Discrimina/on may occur in several rela/onships: 
- Student to student 
- Teacher or other staff to student 
- Student to Teacher or other staff 
- Homestay family to Student 
- Student to Homestay family 
Examples of discrimina/on are: 
- A teacher grading students from one country lower than students from other countries; 
- A student joking about the teacher’s ethnic skin colour; 
- A student being rude to another student with a physical disability; 
- A homestay family preparing beUer meals for a par/cular student; 
- A student refusing to stay with a family based on the family’s religious affilia/on 

INFORMAL RESOLUTION 
If you find yourself discriminated against by a teacher, school staff, another student, or your homestay 
family while you are enrolled in one of the Tamwood courses or Go Interna/onal programs, you are 
encouraged to report your concern following the steps below.  All concerns will be handled 
confiden/ally, in a /mely manner, and won’t be transferred to a third party without your permission. 

1. Talk directly to the person who discriminates against you immediately. State clearly that you do 
not want the offending behavior of this person to con/nue and let them know that if it doesn’t 
stop, you will report their behavior to the Campus Manager. 

2. If you are uncomfortable speaking to the person, or if the offence con/nues, talk to your Campus 
Manager (CM). CM will advise you on possible courses of ac/on. 
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3. If, aper taking the CM’s suggested steps, the behavior doesn’t stop, talk to CM again. CM will ask 
your permission to talk to the person who is displaying the discriminatory behavior and will 
follow the disciplinary steps listed below. 

If you believe that you are discriminated against by the Campus Manager, you can email your concern to 
our Dispute Resolu/on Officer, Tamsin Plaxton, B.A. L.L.B. at Tamsin@tamwood.com 

Page 22 

DISCIPLINARY SYSTEM 
If there is a discrimina/on complaint against you, your Campus Manager will ask you to explain your 
behavior, and will determine if he or she believes that your behavior is discriminatory in nature. In this 
case you should explain your behavior and if the CM believes that your ac/ons are indeed 
discriminatory, listen carefully to the CM’s explana/on of the reasons why your behavior is inappropriate 
and then stop your behavior immediately.  It is recommended you talk to the offended person directly 
and ask for forgiveness. 

If your discriminatory behavior con/nues, the following measures will be enacted: 
The 1st Time upon filing the concern:  a wriUen and verbal warning 
The 2nd /me: You will be asked to leave school for one day, unable to use the facili/es 
The 3rd Time:  You will be asked to leave school for three days, unable to use the facili/es 
The 4th Time: The student will be asked to leave the school for the remainder of the course. No refund 
will be issued. 

APPEAL SYSTEM 
If you believe that your behavior was not discriminatory or do not agree with the ac/ons suggested by 
the CM, email your concern to the Dispute Resolu/on Officer, Tamsin Plaxton, B.A. L.L.B. at 
Tamsin@tamwood.com 

DISCRIMINATION OUTSIDE OF TAMWOOD’S AUTHORITY 
If you believe you were discriminated against while outside of the school, follow the Canadian Human 
Rights Act to resolve the problem. Know how to prevent discrimina/on: 

• Do not discriminate against others 
• The first /me you become a subject of discrimina/on, be firm with the person who was ac/ng 

inappropriately and let them know that you do not appreciate this kind of behavior. This person 
might not know that his or her ac/ons are inappropriate, so con/nue being polite. 

• Do not feel awkward because of your race, na/onal or ethnic origin, colour, religion, age, sex, 
sexual orienta/on, marital status, family status, or disability. We all have our dis/nct features 
and they should not be a subject for joking, disfavoring, and similar inappropriate behavior. 

Never discriminate against others.  Be respeczul, fair, and treat everyone around you equally. Be open-
minded, sensi/ve, and aUen/ve to the needs of other people.  Remember that your behavior might be 
inappropriate or unacceptable by others. Listen to people around you and adjust your behavior 
accordingly. 
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APPENDIX J 

Notices  

! ! !  

! ! !
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