[bookmark: _top]General Guidance on Travel (during COVID-19):
Prior to approving travel, management should determine whether the travel is critical/essential; a risk assessment taking into account both the hazard associated with a specific task/activity, as well as the characteristics/sources of possible infectious disease transmission must be undertaken.   In that regard, the following should be considered:  
· is the work to be performed considered a critical service that requires the employee to travel;
· does the travel need to happen at this particular time or can it be delayed;
· can the work be carried out remotely from the employee’s headquarters location;
· can the work be performed by another staff member on site; and
· consider that any travel, essential or non-essential, may increase the employee’s risk to COVID- 19 exposure. 
The Interim Measure - Approval of Travel and 'On-Location' Activities during COVID-19 (2020) checklist guides decisions for travelling during the COVID-19 pandemic. Travel, particularly with overnight implications (hotels, backcountry cabins, staff accommodations etc.) should be approved on an exceptional basis. This checklist is mandatory for employees required to be on travel status.

NOTA:	An employer requested travel, may result in an admissible claim of injury on duty leave should the employee contract COVID-19 while on work-related travel or shortly thereafter their return from travel. An employee coming back to PCA shared housing with COVID-19 may also be successful in their claim for an injury on duty leave.
Frequently Asked Questions
1. If an employee is required to travel for work and returns home where a quarantine is mandatory, how will PCA manage the employee’s quarantine period?   
Management shall apply the provincial and territorial applicable regulations to each situation. If the employee has to self-isolate, management should consider the possibility of remote working during the self isolation period. If working remotely is not a possibility, Leave with Pay for other reasons – Code 699 should be considered. 

Management should consider these circumstances and the General Guidance on Travel (outlined at the beginning of this document) prior to approving the employee’s work-related travel. 

1. If the employee has shared living arrangements (family or roommates) and is required to quarantine after returning home following travel for work, whether due to provincial/territorial requirements or due to employee specific circumstances, shared accommodation may not meet the requirements of a quarantine.  Will PCA assist with alternative accommodation/costs in such circumstances? 
If an employee is required to self-isolate after returning home from work-related travel, but cannot do so at their residence, cost reimbursement for the employee for alternative accommodations is possible at management’s discretion. 
It is important to note that upon return from travel, the employee is no longer considered to be on travel status and therefore the Parks Canada Travel Directive does not apply. However, some reimbursement of costs related to mandatory quarantine may be considered at management's discretion and the Travel Directive's standard allowances may be used as a guideline or reference to determine those costs. Please consult with your Financial Management Advisor (FMA) for more information on how to process these requests. This should be discussed prior to the approval of the work-related travel. 

1. How does an employee and the employer manage the increased risk of contamination associated with work-related travel?  Notwithstanding the identified mitigations already in place (i.e. for safe air travel) other concerns include: the cleanliness of hotels where staff may stay and the fact that staff may be required to stay in close quarters or even shared quarters, which is assumed to represent an increased risk).  Upon their return home, how do employees/employer manage the risk of possible contamination to family members, roommates or colleagues?  Family members, roommates may be high risk.   Many employees work in small communities and their absence for work-related travel and then return will be noticed.  
The Agency has no control over areas outside its jurisdiction.  However, as a good practice and as a preventative measure, employees should follow the Infectious Disease Protocol and public health authorities’ guidance, while carrying-out duties and while on work-related travel.  Managers should ensure that prior to travelling: 
· the employee has been provided the Infectious Disease Protocol and any other relevant Occupational Health and Safety (OHS) guidance;
· the employee has reviewed the guidance before travelling;
· the employee has been provided with the information, instructions, training and personal protective equipment in relation to safe work practices and COVID-19 safe work procedures; and, 
· the employee is provided an opportunity to raise any questions or concerns to their manager prior to travelling.  
These measures will mitigate the risks associated with travelling and may alleviate concerns the employee may have about travelling.  
While travelling, employees are entitled to a single room in a safe environment, as per the Travel Directive. Consequently, employees shall have a private room (i.e. not shared accommodation). To also consider, while the Travel Directive allows for private non-commercial accommodation, given the current situation, private non-commercial accommodation should be discouraged as it could increase exposure to others and therefore increasing the risk of infection.  The manager should discuss with the employee prior to making any accommodation arrangements. 

1. In the above circumstance (described in question 3), what are the options for an employee if a roommate returns from work-related travel and there is a concern related to COVID-19 exposure?  
Similar to Question 1, if an employee’s roommate or family member must self-isolate, the relevant provincial and territorial regulations shall apply.  If the employee must self-isolate, management should consider the possibility of remote work during the period.  If remote work is not possible, the use of Leave with Pay for other reasons – Code 699 should be considered.  Individual cases should be raised with the manager’s respective HR Manager and/or LR Advisor.  

1. If an employee who has shared living arrangements, which could include other PCA employees in PCA housing, return home from work-related travel with COVID-19 -like symptoms, or develop symptoms following work-related travel, does the employer assist with arrangements and costs associated with self-isolation for the recommended period?   
As management is accountable for ensuring the health and safety of its employees, appropriate measures should be explored to ensure that other PCA employees are not put at risk with the return of the employee from work-related travel. In the situation of shared housing, considerations should be given to the possibility of not using the shared areas. 
If that is not possible, see questions #1 and 2. Managers are encouraged to also consult with their HR Manager and/or LR Advisor in these circumstances.   

1. What happens if an employee on travel status develops COVID-19-like symptoms or is confirmed as infected while on travel status?  
[bookmark: _GoBack]If an employee becomes ill while on travel status, the employee will then remain on travel status and reimbursement of expenses incurred should be made in accordance with the provisions of section 2.1 (Insurance plans and compensation) and section 5.2 (Emergencies, Illness and Injuries while on travel status) of the Travel Directive.   
If a stay and self-isolation measures during travel status are required by the local health authority, then the employee would remain on travel status for the required duration and any applicable reimbursements would apply.  If the employee is self-isolated, but not ill and capable of working, remote work should be considered.  If remote work is not possible, management should consider the use of Leave with Pay for other reasons – Code 699.  

1. If work-related travel is to a province or jurisdiction with a quarantine in effect, what is the status of the employee during that quarantine period? ( 
Same as question #1  


1. Would/should we approve non-emergency/critical travel to a jurisdiction with a quarantine period in effect?  
As per the General Guidance on Travel (outlined at the beginning of this document) all non-essential travels should be avoided as much as possible.

1. Is there a trace-back protocol for all employees who are travelling for work? 
The Manager’s Guide for COVID-19 and Operational Guidance Toolkit provides a contact tracing process to identify, educate and monitor individuals who have had contact with someone who is infected with the virus to limit further spread. In conjunction with the Manager’s Guide, the Employee Logbook (Contact Tracing) Tool was developed to support this process.  At all times, employees are to follow public health authorities’ measures when travelling.

1. If a job offer is made requiring a seasonal employee to travel across the country, is the Agency obligated to ensure that the move across country, which is not under the relocation plan, is consistent with implicated provincial/territorial Public Health Authority guidance and/or travel requirements/restrictions?   
The Agency has no control over where an employee lives during off-season or where they may travel from to report for duty when recalled for seasonal work. It is therefore the employee’s responsibility to make the necessary travel arrangements while ensuring that any applicable self-isolation period required by the local public health authority is completed before the first day of work.  Likewise, the time spent in self isolation prior to the seasonal start date is not covered by Leave with Pay for other reasons – Code 699.    

1. Do all travel rules and requirements, and all responses to all of these questions apply equally to staff travelling for critical or emergency services vs. “regular work”? (e.g., is the checklist required for park wardens or fire crew travelling for critical/emergency work?).  
Yes, the same rules apply whether the employee is travelling for critical/emergency services and/or regular work. It is however recognized that there may be emergency situations where the completion of the checklist is not feasible. In such cases management should apply due diligence and ensure that employees have been provided and reviewed the Infectious Disease Protocol; any other relevant OHS guidance; the information, instructions, training and personal protective equipment in relation to safe work practices and COVID-19 safe work procedures; and, that the employee has been provided an opportunity to raise any questions or concerns to their manager prior to travelling.  
Managers and travelling employees are required to refer to each provincial and territorial applicable jurisdiction to the circumstances of the employee’s travel. 

1. How do all of these rules apply to employees travelling for training? What about non-employees travelling for training? 
As much as possible, online training should be explored to avoid travel. However, should it be deemed necessary for the travel to take place for training purposes, the same rules would apply for employees on approved travel.  
Non-employees attending training as a pre-condition of employment, and who are on travel status while they complete their program, are subject to the same provisions regarding quarantine requirements from local health authorities, expectations regarding OHS protocols, and entitlements under the Travel Directive.  

1. What happens if an employee refuses to travel? 
Management should initially reflect on the necessity of the travel itself. Once deemed necessary, a conversation should then be engaged with the employee to understand their concerns and if alternative solutions may be explored that would address the employee’s concerns. Ultimately, under the Canada Labour Code the employee has the right to refuse dangerous work and in these circumstances the Refusal to Work process would be initiated.  The Local OHS Committee should be informed in these cases.  

1. There are many situations of daily/repeated travel. Does the travel checklist have to be completed every time?
If the travel occurs on a daily/regular basis, and all key elements (i.e. individual traveling, mode of transportation, etc.) remain the same, the checklist only has to be completed once. Should any of the key elements of the travel change, the checklist should be completed again.

 
