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While work restrictions may be lifting, the hazards related to the COVID-19 virus remain a significant health risk.  As businesses start to resume operations, we encourage you to consider these best practices to protect employees and visitors to your workplace.  
We recommend bringing employees back in phases, starting with a restrictive environment and moving to a more integrated environment with few long-term changes to our work environments in the final phase. Each phase of this guidance addresses those aspects of life for which restrictions remain appropriate due to COVID. 

Employees who should be considered for reintroduction into the workplace would include:  
· Working from home consistently would not be feasible for job duties;
· Personnel are asymptomatic;
· Personnel shelter in place when not at work;
· Personnel undergo temperature monitoring and symptom checks upon arrival to work and at least every 12 hours while at work, and self-monitor (i.e. take temperature, assess for symptoms) twice a day when at home;
· Personnel required to interact with individuals within 6 feet should wear a facemask while working for 14 days following the last exposure;
· Personnel whose job duties permit a separation of greater than 6 feet should have environmental controls in place to ensure adequate separation is maintained, and do not need to wear a facemask;
· If personnel develop symptoms consistent with COVID-19 (e.g., fever, cough, or shortness of breath) while working, they should immediately stop work and isolate at home;
· Any testing should be prioritized for essential personnel with symptoms;
· Consider special accommodations for personnel who are members of a vulnerable population

Office controls
· Establish a Pandemic Team Leader
· Place posters around your building that support staying home when sick, how to cough and sneeze, and keeping hands clean. Put them up in places where people will see them.
· Make sure you have tissues and no touch trash cans throughout the building.
· Define protocols and a room/space within your office where a visitor or employee can be effectively isolated temporarily if deemed to be symptomatic.
· Maintain a 30 -day supply of disposable gloves, medical masks, hand soap, and hand sanitizer.
· Provide gloves when staff clean and check rooms and any areas people have access to.
· Close lunch rooms and limit access to bathrooms and areas where people gather.
· Set up work areas so that employees can maintain at least 6 feet distance from each other.
· Eliminate dense population of employees. 
· Consider staggered shifts or assigning employees specific hours/days of the week 
· Ensure hand hygiene supplies are readily available in building.
· Increase the percentage of outdoor air that circulates into the system.
· Provide soap and water in the workplace. If soap and water are not readily available, use alcohol-based hand sanitizer that is at least 60% alcohol. If hands are visibly dirty, soap and water should be chosen over hand sanitizer. Ensure that adequate supplies are maintained.
· Place hand sanitizers in multiple locations to encourage hand hygiene.
· Provide disposable wipes so that commonly used surfaces (for example, doorknobs, keyboards, remote controls, desks, other work tools and equipment) can be wiped down by employees before each use. To disinfect, use products that meet EPA’s criteria for use against SARS-Cov-2external icon

Employee/ Visitor Screening 
Screen everyone who enters your facility, including:  
• All employees before the start of each work shift
 • All visitors  
Ask the following questions when you screen employees and visitors:  YES or NO, since your last day of work, or since your last visit to this facility, have you had any of the following:” 
· A new fever (100.4°F or higher), or a sense of having a fever?
· A new cough that you cannot attribute to another health condition?
· New shortness of breath that you cannot attribute to another health condition?
· A new sore throat that you cannot attribute to another health condition?
· New muscle aches (myalgias) that you cannot attribute to another health condition, or that may have been caused by a specific activity (such as physical exercise)?
If an employee or visitor answers YES to any of the screening questions, emergency protocols should be activated including; 
· Exclusion of the employee or visitor from the facility, immediately sent home
· Providing a medical mask or face shield
Work practices: Creating Social Distancing
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· Discourage communal transportation
· Continue to encourage telework
· Consider alternate team approaches for work schedules
· Consider Communal Bathroom usage during the work day
· Do not have in-person meetings.
· If you must have an in-person meeting, meet in a large room and be at least 6 feet from one another. Meet for as short as you can.
· Limit visitors.
· Have everyone wash their hands with soap and water for at least 20 seconds. If soap and water are not around, clean hands with a hand gel that has at least 60% alcohol in it. Make sure these supplies are always around and in multiple locations.
· Carefully consider whether travel is necessary.
· Consider canceling, adjusting, or postponing large work-related meetings or gatherings that can only occur in-person.
· Employees should wash their hands for 20 seconds after receiving deliveries or packages 
Cleaning & Disinfection 
· Clean and disinfect all work space areas, breakrooms, bathrooms, conference rooms, common areas before allowing employees to return to work 
· Routinely clean and disinfect all frequently touched surfaces in the workplace, such as workstations, keyboards, telephones, handrails, and doorknobs.
· If surfaces are dirty, they should be cleaned using a detergent or soap and water prior to disinfection. For disinfection, most common EPA-registered household disinfectants should be effective. A list of products that are EPA-approved for use against the virus that causes COVID-19 is available here pdf iconexternal icon. Follow the manufacturer’s instructions for all cleaning and disinfection products (e.g., concentration, application method and contact time, etc.).
· Provide cleaning wipes so that high touch objects (for example, doorknobs, remote controls, keycards) can be wiped down before each use.
· Prepare for deep cleaning after a confirmation of a positive test, this should be performed by an approved external company. ( www.epa.gov)
Employee Training
Pre -return to work (Topics to include Personal Hygiene Tips, Social Distancing, Sanitization & Disinfection, Self-Screening)
· Educate employees not to touch their eyes, nose, and mouth with unwashed hands.
· Encourage personal protective measures among staff (e.g., stay home when sick, hand-washing, respiratory etiquette).
· Discourage handshaking – encourage the use of other noncontact methods of greeting.
· Direct employees to visit the coughing and sneezing etiquette and clean hands webpage for more information.
· Discourage workers from using other workers’ phones, desks, offices, or other work tools and equipment, when possible. If necessary, clean and disinfect them before and after use.

· Daily self-screening; How to assess for symptoms (fever, cough, or shortness of breath) and take temperature twice a day when at home;
Phase 2 (tied to availability of COVID testing)- Review Workplace Policies and Essential Travel 

· Continue to conduct Employee Training; Topics to include Personal Hygiene Tips, Social Distancing, Sanitization & Disinfection, Self-Screening as more employees return to work
· Review office population and travel policies 
· Re-open break rooms, conference/training rooms but restrict access by department 
· Allow in-person meetings while maintaining established social distancing protocols

· Advise employees before traveling to take additional preparations:
· Check the CDC’s Traveler’s Health Notices for the latest guidance and recommendations for each country to which you will travel. Specific travel information for travelers going to and returning from countries with travel advisories, and information for aircrew, can be found on the CDC website.
· Advise employees to check themselves for symptoms of COVID-19 (i.e., fever, cough, or shortness of breath) before starting travel and notify their supervisor and stay home if they are sick.
· Ensure employees who become sick while traveling or on temporary assignment understand that they should notify their supervisor and promptly call a healthcare provider for advice if needed.
· If outside the United States, sick employees should follow company policy for obtaining medical care or contact a healthcare provider or overseas medical assistance company to assist them with finding an appropriate healthcare provider in that country. A U.S. consular officer can help locate healthcare services. However, U.S. embassies, consulates, and military facilities do not have the legal authority, capability, and resources to evacuate or give medicines, vaccines, or medical care to private U.S. citizens overseas.
Phase 3- Getting back to normal
· Continue to conduct Employee Training; Topics to include Personal Hygiene Tips, Social Distancing, Sanitization & Disinfection, Self-Screening
· Review office and travel policies
· Resume unrestricted staffing 
· Consider enhanced controls for known vulnerable employees  
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Legal disclaimer to users of this form employee handbook:
The materials presented herein are for general reference only. Federal, state and/or local laws, or individual circumstances, may require the addition of policies, amendment of individual policies to meet specific situations. These materials are intended to be used only as guides and should not be used, adopted, or modified without the advice of legal counsel. These materials are presented, therefore, with the understanding that the Company is not engaged in rendering legal, accounting, or other professional service. If legal advice or other expert assistance is required, the services of a competent professional should be sought.
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In practice this means:
e Staying 1 to 2 meters (3 to 6 feet) away from others as a normal practice
* Eliminating contact with others, such as handshakes or embracing coworkers, visitors, or friends
e Avoiding touching surfaces touched by others, to the extent feasible
* Avoiding anyone who appears to be sick, or who is coughing or sneezing
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Note: The company should not allow any meeting of greater than 10 persons to occur until further notice, even
when the meeting area is large enough to accommodate appropriate social distancing.
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Tome Medidas para Prevenir la Exposicion de los
Trabajadores al Coronavirus (COVID-19)

El nuevo coronavirus (oficialmente llamado COVID-19) se cree que se estd propagando de persona a
persona, principalmente a través de gotitas de respiracién producidas cuando una persona tose o
estornuda. El virus también se puede propagar al tocar una superficie u objeto y luego tocarse la
boca, nariz, o posiblemente los ojos.

Los patrones y trabajadores deben seguir estas practicas generales para ayudar a prevenir la
exposicion al coronavirus:

e Lavarse las manos frecuentemente con agua y jabdn por al menos 20 segundos.

e Sinocuenta con aguay jabon, use un desinfectante de manos que contenga al menos 60% de
alcohol.

e Evitar tocarse los ojos, la nariz y la boca, si no se lavé las manos.

e Evitar el contacto cercano con personas enfermas.

Los patrones de los trabajadores que corren el riesgo ocupacional de estar expuesto al coronavirus,
deben seguir las siguientes medidas preventivas:

e Evaluar los peligros a cudles los trabajadores pueden estar expuestos.

e Evaluar el riesgo de exposicion.

e Seleccionar, implementar, y asegurar que los trabajadores estén tomando medidas de proteccién
para prevenir la exposicion, incluyendo usar barreras fisicas para detener la propagacion de
gérmenes; limitar los contactos sociales; y usar un equipo de proteccidén personal adecuado,
higiene, y articulos de limpieza.

Para informacidén actualizada sobre los sintomas, la prevencién, y el tratamiento para el coronavirus,
visite la pagina web de los Centros para el Control y la Prevencion de Enfermedades.

Para orientacion provisional y otros recursos para proteger a los trabajadores del coronavirus, visite
la pagina de OSHA sobre el COVID-19.

Los avisos de OSHA se emiten en ocasiones para llamar la atencion a
asuntos y medidas de seguridad y salud de los trabajadores.

OSH A =i« oshagov/covid-19 + 1-800-321-OSHA (6742)  @OSHA_DOL W

Ocupacional

OSHA 3991-03 2020
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Prevent Worker Exposure to Coronavirus (COVID-19)

The novel coronavirus (officially called COVID-19) is believed to spread from person-to-person,
primarily through respiratory droplets produced when an infected person coughs or sneezes. The
virus is also believed to spread by people touching a surface or object and then touching one’s
mouth, nose, or possibly the eyes.

Employers and workers should follow these general practices to help prevent exposure to coronavirus:

e Frequently wash your hands with soap and water for at least 20 seconds.

e If soap and running water are not available, use an alcohol-based hand rub that contains at least
60% alcohol.

e Avoid touching your eyes, nose, or mouth with unwashed hands.

e Avoid close contact with people who are sick.

Employers of workers with potential occupational exposures to coronavirus should follow
these practices:

e Assess the hazards to which workers may be exposed.

e Evaluate the risk of exposure.

e Select, implement, and ensure workers use controls to prevent exposure, including physical
barriers to control the spread of the virus; social distancing; and appropriate personal protective
equipment, hygiene, and cleaning supplies.

For the latest information on the symptoms, prevention, and treatment of coronavirus, visit the
Centers for Disease Control and Prevention coronavirus webpage.

For interim guidance and other resources on protecting workers from coronavirus, visit OSHA's
COVID-19 webpage.

OSHA issues alerts to draw attention to
worker safety and health issues and solutions.

OSH A et o osha.gov/covid-19 « 1-800-321-OSHA (6742) « @OSHA_DOL M

Administration

OSHA 3989-03 2020
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Ten Steps All Workplaces Can Take to
Reduce Risk of Exposure to Coronavirus

All workplaces can take the following infection prevention
measures to protect workers:

(1
(2

3/

(4
5

Encourage workers to
stay home if sick.

Encourage respiratory
etiquette, including
covering coughs and
sneezes.

Provide a place to wash
hands or alcohol-based
hand rubs containing at
least 60% alcohol.

Limit worksite access
to only essential workers,
if possible.

Establish flexible worksites
(e.g., telecommuting)

and flexible work hours
(e.g., staggered shifts),

if feasible.

Discourage workers from
using other workers'’
phones, desks, or other
work tools and equipment.

® Occupational
Safety and Health
Administration

www.osha.gov

8/

9

10

Regularly clean and
disinfect surfaces,
equipment, and other
elements of the work
environment.

Use Environmental
Protection Agency
(EPA)-approved cleaning
chemicals with label claims
against the coronavirus.

Follow the manufacturer’s
instructions for use of all
cleaning and disinfection
products.

Encourage workers to
report any safety and
health concerns.

For more information, visit

www.osha.gov/coronavirus or

call 1-800-321-OSHA (6742).

1-800-321-OSHA (6742)

TTY 1-877-889-5627
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Diez Medidas que Todos los Lugares
de Trabajo Pueden Tomar para Prevenir
la Exposicion al Coronavirus

Todos los lugares de trabajo pueden tomar las siguientes medidas para
la prevencién de infecciones y proteger a los trabajadores:

o Alentar que los trabajadores
permanezcan en sus hogares
si estan enfermos.

@ Alentar buenos habitos

Limpiar y desinfectar con
frecuencia las superficies,
equipo y otros elementos del
ambiente de trabajo.

respiratorios, incluyendo @ Usar quimicos de

cubrirse la boca al toser
y estornudar.

Proveer un lugar para lavarse
las manos o toallitas de
mano que contengan al

limpieza con etiquetas de
desinfectantes aprobados
por la Agencia de Proteccion
Ambiental (EPA, por sus
siglas en inglés).

menos un 60% de alcohol. @ Seguir las instrucciones del

de trabajo sélo al personal
esencial, de ser posible.

3
e Limitar el acceso al lugar
5

manufacturero para el uso de
todo producto de limpieza y
desinfeccion.

Establecer la flexibilidad @ Alentar que los trabajadores

para el lugar de trabajo (e.g.,
trabajos desde la casa) y el
horario de trabajo (e.g., turnos
de trabajo escalonados), en
cuanto sea posible.

Desalentar que los
trabajadores utilicen los
teléfonos, escritorios, u otras
herramientas y equipo de
trabajo de sus companeros
de labores.

©

® Administracion de
S Seguridad y Salud
Ocupacional

www.osha.gov

denuncien cualquier
preocupacion acerca de la
seguridad y la salud en el
trabajo.

Para mas informacion, visite
www.osha.gov/coronavirus o

llame al 1-800-321-OSHA (6742).

1-800-321-OSHA (6742)

TTY 1-877-889-5627
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