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Q. I have heard other retails are giving extra pay or incentives for those working during the pandemic. 

Is CAC going to do this? 

A. We are very proud of our team and the work that they are doing! Thank you for all your hard work! 

The Executive Leadership Team is considering and evaluating this. Updates on any decisions made will be 

outlined in these FAQ documents. 

Q. I have heard that the majority of those who contract COVID-19 will have mild symptoms but that 

some are “high risk”. What does that mean? 

A. According to the Health Canada website (https://www.canada.ca/en/public-health/services/diseases/2019-

novel-coronavirus-infection/prevention-risks.html, Mar. 26, 2020): 

There is an increased risk of more severe outcomes for Canadians: 

• aged 65 and over 

• with compromised immune systems 

• with underlying medical conditions 

Q. If someone from the media asks me questions what do I do? 

A. Do not comment on behalf of CAC. Give the contact Lori Piper’s phone number (Marketing & Community 

Relations Manager; 403-967-0157). 

Q. What do I do when I know that a customer should be self isolating or is displaying symptoms, and 

they are in the store? UPDATED 

A. It is difficult to determine the best course of action for every situation. Some Team Members may be less 

comfortable with speaking to the customer about this then others. You will have the support of CAC as long as 

you are making a reasonable decision as to the extent of the risk while still following our values. Here are some 

options: 

• Speak to the customer, from a safe distance, about their symptoms and suggest they do the online self 

assessment. 

• Contact a Team Leader to speak to the customer. 

• Ask the customer to leave and explain that you would be happy to assist someone who is picking up 

their items for them while they are in isolation. 

The Premier of Alberta has implemented fines for contraventions of measures implemented to prevent the 

spread of COVID-19 (see website for more information on what fines are for: 

https://www.alberta.ca/release.cfm?xID=69920C8541F03-9905-AEDA-884C51999BBC2581). To make an 

online complaint go to https://ephisahs.microsoftcrmportals.com/create-case/.  

https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection/prevention-risks.html
https://www.canada.ca/en/public-health/services/diseases/2019-novel-coronavirus-infection/prevention-risks.html
https://www.alberta.ca/release.cfm?xID=69920C8541F03-9905-AEDA-884C51999BBC2581
https://ephisahs.microsoftcrmportals.com/create-case/
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Q. I have heard the phrase “social distancing” a lot lately. What 

does that mean exactly? UPDATED 

A. Social distancing is basically creating space between you and the 

person you are near or interacting with (approximately 2 arm lengths 

or 2m). See the “Social Distancing Guidelines” (found on the HUB). 

 

 

March 25, 2020 

Q. Do I have to practice social distancing from my colleagues? 

A. Yes, social distancing should be practiced at all times during a 

pandemic (ex. in the lunchroom, while having discussions with 

colleagues, during H&S meetings). 

Q. What do I do if my department or location is running out of 

supplies (hand sanitizer, wipes, gloves, etc.)? 

A. If your location is running low on supplies such as hand 

sanitizer, sanitizing wipes, or gloves, let your Team Leader know. Supplies are being ordered for the entire 

organization for distribution, there may be more at other locations. Do not wait until you are out! 

Q. I have self-isolated. When can I go back to work? UPDATED 

A. The Chief Medical Officer of Alberta has changed the parameters regarding isolation. This may happen 

again as more information is made available. As each situation is different and the isolation period length 

depends on many different factors, a Return to Work Screening Team (RTWS) has been established. This 

RTWS Team will contact each Team Member who is in isolation. Once the isolation period for that individual’s 

situation is determined, an e-mail will be sent to their Team Leader. Team Members will not be eligible to 

return to work until a member of the RTWS Team has advised their Team Leader that they have met the 

current requirements for isolation. 

Updates from Payroll: 

Q.  How do I receive my Record of Employment (ROE)? 

A.  Let your manager know you require it so they can complete the COVID leave of absence notice for Payroll.  

Q.  If I request my ROE, and I apply for EI will it be approved? 

A.  We can not guarantee this, the government makes this decision. 

Q.  Is my ROE found on Total Access? 

A.  No, your ROE is available on-line through your personal My Service Canada account. 
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Q. When will my ROE be available on-line? 

A.  With the new payroll system your ROE is created by ADP and it will take approximately 3 days from the 

time it’s requested by Payroll. 

Q. If I use all my available sick credits and previous years vacation credits can I dip into my current 

years vacation credits? 

A.  In order to use your current years vacation credits you will need to put your request in writing.  Please 

remember that you will still be required to take your full allocated vacation next year.   

 

March 24, 2020 

Q. We usually get Employee Loyalty paid out in the spring. Is that still happening? 

A. One of the perks of working for CAC is that you receive a portion of your purchases back once a year! This 

is the Employee Loyalty Program. Here is a message from our fearless leaders: 

Management and Board would like to thank all of you for your loyalty to Central Alberta Co-

op this past year.  On Friday March 27 you’ll see an additional deposit (also pay day)  in 

your bank account if you had purchases with CAC this past year.  This year Central Alberta 

Co-op is giving over $185,000.00 back to our team members for your loyalty!  Our team are 

some of our best customers and we appreciate your continued loyalty to us.  If you have 

purchases for last year under a member number and did not receive an additional payment 

please send Elske an email and we will look into it.   

Stay safe and healthy out there!   

From the Executive Leadership Team and Board of Directors of Central Alberta Co-op 

Q. Why am I required to wear gloves? What do I need to do to keep them clean? 

A. Gloves, like all personal protective equipment, have limitations. They will need to be washed or sanitized as 

frequently as you would your bare hands and changed frequently to be effective. Wearing the gloves protects 

your hands from exposure to the frequent hand washing and sanitizing. 

Q. I have heard that some retails are installing plexiglass at the cash register. Are we doing this too? 

A. Plexiglass has been ordered and is being installed. It will be installed at the cash register in food stores, gas 

bars, and liquor stores. Other locations may be considered as well. This will take some time; we appreciate 

your patience. 
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Q.  Will the April 15, 2020 Long Service Event be cancelled?  If it is, as a 2020 First Quarter Recipient, 

will I still get my gift? 

A.  The event has been cancelled to maintain necessary social distancing for nonessential gatherings for your 

protection.  Over the next few weeks, you will receive your Long Service Certificate and chosen gift from your 

Team Leader.  If you have chosen a Gift Card that we are not able to purchase right now, it will be replaced 

with a Visa Gift card.   Your continuing commitment to CAC is much appreciated! 

 

March 23, 2020 

Q. What relaxations have been made regarding long term disability? 

A. The 14-day elimination period (or period before disability pay becomes effective) is waived for those who 

have been diagnosed, tested positive for COVID-19 and cannot work for 14-days. Waiting periods (or period it 

takes to approve applications) are applicable for all applications. 

Q. I am starting to get overwhelmed, stressed, worried, etc. about this. What can I do? UPDATED 

A. Homewood Health (1-800-663-1142; www.HomewoodHealth.com) is our Employee & Family Assistance 

Program. They are available 24/7/365 to provide tools, resources, and support. Information message from 

Homewood (found on the HUB). 

Homewood health has created an online tool that can be accessed through their website. This tool can help to 

understand and manage anxiety. Documents regarding this tool and other topics can be found on the HUB. 

Alberta Health Services also has a Text4Hope support system too! Text “COVID19HOPE” to 393939 to 

subscribe. Through daily messages, people receive advice and encouragement helpful in developing healthy 

personal coping skills and resiliency. 

Q. I have heard that Admin is closed. What does that mean? UPDATED 

A. March 18 at 4:30pm the Central Alberta Co-op Ltd. Administration Building will be closed to the public. 

Those in Administration that can work remotely will be doing so. However, these people are still available via 

phone call and e-mail. The phone numbers should not change as they will be forwarded. This is a 

precautionary measure to decrease the face-to-face interactions for those who are not able to work remotely. 

Please refrain from going to the office at this time. 

http://www.homewoodhealth.com/
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While the Administration building is 

closed, that does not mean that they 

are not working. The Administration 

Team is working very hard to support 

CAC and has put the health and 

safety of everyone as the top priority. 

A Pandemic Team, which includes 

the Executive Leadership Team, 

meets every morning electronically to 

discuss any new information, 

questions and updates. Decisions 

that are made are communicated in 

these FAQ documents and the 

update email. 

 

Q. With all the changes in store 

hours I can’t keep track. Is there a 

schedule for this? UPDATED 

A. Some stores have altered open 

hours (most began March 23, Spruce 

View Liquor Store change in hours is 

effective March 26) some of our Team 

Members/Leaders as well as time to 

re-stock without customers present 

and sanitize surfaces. See the tables 

below, all other locations have not 

changed their hours: 

 

 

 

 

March 21, 2020 

  

M-F 6am-8pm Early Shopping* 7am-8am

Sa-Su 7am-8pm 8am-8pm

M-Sa 7am-6pm

Su 7:30am-6pm

M-Sa 6am-8pm

Su 7am-8pm

Early Shopping* 7am-8am

M-F 8am-8pm (same as food)

Spruce View Sa-Su 9am-5pm

12pm-8pm

M-F 9am-7pm

10am-8pm Sa-Su 9am-5pm

All Other Liquor

Pharmacies

Timberlands

Deer Park

Liquor Stores

Gas Bars

Castor

Spruce View

All Other Gas Bars

Innisfail, Lacombe, Deer Park & Timberlands

Food Stores

* Early shopping is for seniors and other more 

vulnerable customers to shop with less people 

in the store.
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March 20, 2020 

Q. What do I do when I know that a customer should be self isolating or is displaying symptoms, and 

they are in the store? 

A. It is difficult to determine the best course of action for every situation. Some Team Members may be less 

comfortable with speaking to the customer about this then others. You will have the support of CAC as long as 

you are making a reasonable decision as to the extent of the risk while still following our values. Here are some 

options: 

• Speak to the customer, from a safe distance, about their symptoms and suggest they do the online self 

assessment. 

• Contact a Team Leader to speak to the customer. 

• Ask the customer to leave and explain that you would be happy to assist someone who is picking up 

their items for them while they are in isolation. UPDATED ABOVE 

Q. Should I be concerned about security and increased theft? 

A. Asset Protection is in contact with the local police in our communities on a regular basis. CAC has not 

observed an increase in theft or security concerns since the of the pandemic. Police have been on site at 

multiple locations asking if there has been an increase, to which Asset Protection responded no. With many 

other businesses closed it is expected that local police will increase their presence in our locations. Our Asset 

Protection Team is still doing their best to keep you healthy and safe. Call 403-302-7840 if you have any 

security concerns. 

Q. I have heard there is an e-mail going out to Team Members, how do I get added to this list? 

UPDATED 

A. Fill out the “Personal Information Collection Form” (found on the HUB), scan or take a picture and e-mail it 

to travel@centralab.coop.  

From your valuable feedback, we have found a way to fill this out electronically! E-mail travel@centralab.coop 

asking for the Adobe sign version. This can be filled out on any computer or mobile device and e-mailed back 

to travel@centralab.coop.  

Q. I have heard the phrase “social distancing” a lot lately. What does that mean exactly? UPDATED 

A. Social distancing is basically creating space between you and the pers-on you are near or interacting with 

(approximately 2 arm lengths or 2m). See the “Social Distancing Guidelines” (found on the HUB). For 

explanation on why it is important during a pandemic see “The Importance of Social Distancing – Video” (found 

on the HUB). 

  

mailto:travel@centralab.coop
mailto:travel@centralab.coop
mailto:travel@centralab.coop
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Q. I have a medical situation that puts me at higher risk for COVID-19. What should I do? UPDATED 

A. It is recommended that you communicate with your Team Leader or HR Advisor regarding your medical 

situation. Self-monitor and continue going to work unless conditions change. If you are contacted by your 

doctor or receive instructions from a health care professional, follow those instructions. 

 

March 19, 2020 

Q. I’ve completed the online self-assessment, they have recommended that I self-isolate for a period of 

time and I’m not able to work from home. Will I be paid for this time? UPDATED 

A. Yes, agencies have changed their requirements for this situation and more changes may be coming. 

However, you will be paid. Currently, you can use any available sick days first and then you have the option of 

using vacation time or long-term disability (with benefits through CAC) or applying for employment insurance. 

Both our benefit provider (Cooperators) and the government has changed their policies regarding waiting 

periods and doctors’ notes to streamline these processes. There are also other government supports available 

(see next question). Information about the current long-term disability process can be found on the HUB. 

Q. Do you know where I can find information about government support? 

A. See https://www.alberta.ca/covid-19-supports-for-albertans.aspx and https://www.alberta.ca/covid-19-

support-for-employers.aspx for Government of Alberta information. See https://www.canada.ca/en/department-

finance/news/2020/03/canadas-covid-19-economic-response-plan-support-for-canadians-and-businesses.html 

for Government of Canada information. Information on these websites changes frequently, keep checking for 

the most updated information.  

Q. I have a child or dependant adult who is self isolating that I need to care for. Do I get paid for this 

time or is my job protected? UPDATED 

A. Family sick time is available for this situation. If more time is needed, sick time and vacation time can also 

be used. Options through Employment Insurance and job protective leave are changing. Please see 

https://www.alberta.ca/covid-19-support-for-employers.aspx#toc-2 for the most up-to-date information. 

 

March 18, 2020 

Q. Someone who resides with me is self-isolating (regardless of the reason). What should I do?  

A. Self-monitor by monitoring yourself for symptoms for 14 days (see Self-Monitoring or Isolation on the HUB). 

Continue to attend work unless conditions change. If the co-resident is under isolation, encourage them to 

remain within one room of the house and to use a separate washroom from the rest of the household. 

  

https://www.alberta.ca/covid-19-supports-for-albertans.aspx
https://www.alberta.ca/covid-19-support-for-employers.aspx
https://www.alberta.ca/covid-19-support-for-employers.aspx
https://www.canada.ca/en/department-finance/news/2020/03/canadas-covid-19-economic-response-plan-support-for-canadians-and-businesses.html
https://www.canada.ca/en/department-finance/news/2020/03/canadas-covid-19-economic-response-plan-support-for-canadians-and-businesses.html
https://www.alberta.ca/covid-19-support-for-employers.aspx#toc-2
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Q. I have heard the phrase “social distancing” a lot lately. What does that mean exactly? 

A. Social distancing is basically creating space between you and the person you are near or interacting with 

(approximately 2 arm lengths or 2m). See the “Social Distancing Guidelines” (found on the HUB). UPDATED 

ABOVE 

Q. A Team Member is self-isolating (regardless of the reason) but has not been confirmed as having 

COVID-19 at this time. Do the rest of the Team Members need to be tested? 

A. No, the rest of the Team at this location should self-monitor (see “Self Monitoring and Isolation” on the HUB) 

but continue to go to work unless they have symptoms, then use the online assessment tool. 

 

March 17, 2020 

Q.  Now that the World Health Organization has deemed COVID-19 a pandemic, do I have to come to 

work? 

A. Yes, Team Members are still expected to come to work unless otherwise notified by Team Leaders. We are 

taking all precautions to ensure your health and safety. We encourage everyone to continue to go to the 

Alberta Health Services (www.albertahealthservices.ca) and Health Canada (www.canada.ca/en/health-

canada.html) websites for updates. If you are displaying symptoms complete the online screening, found on 

Alberta Health Services website, and follow recommendations. 

Q. Who do I contact if I have questions? 

A. Your Team Leader is your first contact for questions regarding company policy. Your HR Advisor or H&S 

Specialist can also be contacted in the event that the Team Leader is not available. 

Q. I am still planning on going on my holiday. What are the repercussions? 

A. If you begin a trip outside of Canada after the travel restrictions were recommended or implemented by the 

Government of Canada or Alberta you will not be eligible to be paid for the 14 calendar day self-isolation period 

you will be required to follow once you return. Cooperators may not consider out of country coverage claims in 

this case. 

Q. Someone who resides with me is displaying COVID-19 symptoms. What should I do?  

A. Encourage the co-resident to complete the online assessment and follow recommendations. Self-monitor by 

monitoring yourself for symptoms for 14 days (see attachment regarding the difference between self-

monitoring, self-isolation, and isolation). Continue to attend work unless conditions change. If the co-resident is 

under isolation, encourage them to remain within one room of the house and to use a separate washroom from 

the rest of the household. 

  

http://www.albertahealthservices.ca/
http://www.canada.ca/en/health-canada.html
http://www.canada.ca/en/health-canada.html
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Q. Someone who resides with me is not displaying COVID-19 symptoms but is self-isolation related to 

recent travel. What should I do?  

A. Same as previous question. Also, you can check if there has been a reported COVID-19 case on a past 

flight at https://www.alberta.ca/assets/documents/covid-19-flight-information.pdf 

Q. In which situations do I need a doctor’s note?  

A. At this time we won't be requesting a doctor’s note for self-isolation or sick time related to the pandemic. 

Q. Someone at work is displaying cold or flu-like symptoms. What should I do? 

A. Speak with your Team Leader immediately.  

Q. What should I do if I’ve been diagnosed with COVID-19? 

A. If you have been diagnosed with COVID-19, follow recommendations of the health authority, begin isolation, 

and inform your Team Leader immediately. Do not return to work for a minimum of 14 days or if symptoms 

progress after 14 days, until you have been symptom free for 24 hours. 

Q. Schools and daycares are closed, I cannot find childcare. What are my options? 

A. Speak to your Team Leader about options to work remotely or work alternate shifts from the normally 

scheduled times. Available Family Sick Time can be used for employees with children who have not found 

childcare for the shifts they were scheduled for 14 days after the date of school and daycare closures (March 

16-29). 

https://www.alberta.ca/assets/documents/covid-19-flight-information.pdf

