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Have you had a cough in the last 24 hours?

Have you had a fever in the last 24 hours?

Have you had direct contact with a COVID-19

symptomatic person in the last 24 hours?

All individuals can be screened for
COVID-19 symptoms before coming
into work
A company representative should document

answers to a verbal health survey every day:

 

If the answer is yes to any of the
above questions, the person should
be sent home for self-quarantine for
the next 14 days and records of those
who are self-quarantining should be
kept
 
You can also consider daily
temperature checks, if feasible
 
Screening services from various
outside companies are available here
and here
 
Stagger shifts to limit the number of
workers in your facility at one time

SAFETY & HEALTH

https://cdn2.hubspot.net/hubfs/1860314/Judge_CovidScreeners.pdf
https://cdn2.hubspot.net/hubfs/1860314/COVID%20Screening%20Services.pdf


Limit the number of occupants in shared spaces or consider closing those shared spaces

completely. Space out seating to allow for physical distancing in these areas

Have team members stagger their lunches and breaks to limit large groups of people

congregating in one area

Eliminate any office sharing 

Prohibit team member carpooling until allowed by state or local government

Encourage individuals to maintain six feet of physical distance from
one another as much as practical

 

Allow office personnel to set a regular work from home schedule that
considers the needs of their teams and customers. Regular working
from home not only allows team member flexibility, but also
naturally limits the number of people in the office at any given time.
Team leaders can work with their teams on these plans before
returning to the office

Continue to conduct internal and external meetings virtually as
much as possible to limit contact between people. If multiple people
are meeting in the same room, ensure that chairs are set up in a way
that six feet of physical distance can be maintained
 
Consider assembling emergency response kits and
a team (potentially your safety committee) to 
respond to acute situations that happen during
the work day. Train this team to isolate the 
affected employee and affected area immediately 
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SAFETY & HEALTH



SHARED EQUIPMENT

Disinfecting of handles, controls, pedals, etc. before

switching to another team member

Provide gloves, if safe, for all machine operators

Put plastic covers over machine controls, if safe, so

that they can easily be cleaned

If multiple team members work on one
machine during the course of a shift, you
may consider eliminating this sharing as
much as is possible for your work
practices. If sharing is necessary, consider
the following practices:

 

For office personnel, encourage use of
individual desk equipment as much as
possible to avoid shared use of equipment
such as copiers, printers, etc.
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Disinfect all equipment at the end of every day
 
 

CLEANING & SANITIZING

Ensure that proper disinfecting agents, such as alcohol and bleach, are being used in cleaning

process

Give special attention to high touch areas such as handrails and door handles, toilet flushers,

and sink handles

Clean and sanitize the entire facility before any team members return
to work following CDC guidelines

https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html


CLEANING & SANITIZING
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If available, provide hand sanitizer at each

workstation

Provide as much additional hand
sanitizing stations as possible in
common areas, namely lobbies, break
rooms, and conference rooms, and
throughout the facility

Assign a team member to ensure that the facility is sanitized more regularly

Provide sanitizing  wipes in bathrooms 

Post communications in the bathrooms that instruct team members on proper hand-washing

techniques and to use a paper towel to open door handles

Set up a regular cleaning schedule of public areas, especially
bathrooms, lobbies, conference rooms, and time sheet stations

 

You may consider assigning team members or asking for volunteers to
clean and disinfect all customer areas on a regular basis, if these areas
are still in use
 
Team members could be responsible to clean their own workstation
or office and office door handle at the end of every day
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Provide sanitizing wipes for use after anyone uses items in the kitchen
 
Consider providing individual water bottles to eliminate use of the
water cooler or encourage team members to bring their own water
 
Place hand sanitizing stations in all shared spaces including lobbies
and break rooms
 
Ask team members to bring in their own coffee mugs to eliminate use
of paper cups and lids and the spread of germs

Start by asking team members to bring their food
in coolers rather than using the refrigerator
 
Eliminate any shared snacks unless they are
individually wrapped
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Cloth masks

Latex gloves

Boot covers

All normal job PPE should be worn as was previously required and
worn. Any health-related PPE should not override OSHA standards for
safety PPE
 
Consider outfitting your workforce with additional health-related PPE
including:

Provide individual cups of cream and individual

sweetener packets

Consider individual gift cards or individually

wrapped food instead of providing any shared

breakfasts or lunches

Ask team members to refrain from bringing in any

shared food for the foreseeable future

Space out any coffee pots and other
shared snack and beverage areas to
encourage more distancing or eliminate
these shared food and beverage areas
altogether
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LUNCH/BREAKS

PPE



The CDC currently recommends
wearing a mask in places where it is
difficult to maintain physical distance
from others
 
Cloth masks and other appropriate PPE
should be worn at all times when
employees must work closer than six
feet together
 
Employees should take cloth masks
home with them each day due to the
low availability of masks; however,
employees should leave masks either in
their vehicle or in a safe place so as not
to expose it to their family members,
and if possible, should wash their cloth
mask daily
 
Communicate proper mask wearing
techniques with employees to ensure
they are properly using PPE
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Provide extra latex gloves in shared
spaces such as conference rooms and
break rooms and encourage use of gloves
when it does not interfere with the safe
operation of equipment
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You may advise employees to remove their clothes before they enter
their house and launder them after work every day
 
Employees can also consider showering immediately upon returning
home from work, to limit any spread of germs in their homes

VEHICLES

Develop an opening and closing of day procedure for all company
vehicles including wiping down all controls, steering wheel, gearshift,
handles, etc. with disinfectant wipes
 
If possible, limit all vehicles to only one person (the driver, with no
passengers)

If employees must
travel together in the
same vehicle, all
employees in the same
vehicle should wear
masks while driving



OUTSIDE VENDORS &

DELIVERIES
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Make provisions for contact-less deliveries at the facility by

implementing digital signing technology. Communicate these

plans with your regular vendors up front so that they know

what to expect at your facility

Consider methods for delivery personnel to notify you that

they have arrived, such as a doorbell, air horn, or call bell

Prohibit any outside, unnecessary visitors
 
Post signage on all exterior entrances notifying
anyone who has symptoms of the virus to not
enter, and direct them to a number to call if
they need to get help
 
Install Plexiglas in any reception areas as a
"sneeze guard" for anyone that does walk in
 
Designate areas of the plant for delivery of
packages and other goods and post
communication at exterior doors to ensure
delivery personnel know where to go with
goods
 

 

As much as possible, schedule deliveries for low
volume times. Consider using scheduling
technology referred to on page 14
 
Refer to your state's guidance to determine the
allowable number of people in meetings
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Establish a policy for team members
who have come into contact with
someone who has been diagnosed
 
If team members are uncomfortable
coming into work due to COVID-19,
even if they are not infected, give them
grace and flexibility
 
Do not force or require an employee to
come to work. Employees may be
hesitant to return in the midst of a
pandemic. Check in regularly with these
team members until they are ready to
return



COMMUNICATION
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If you have an EAP through your health insurance, advertise

it as a way to help team members cope with stress, anxiety,

and other struggles

Communicate timing of return to work as
soon as it is known, so team members can
begin to prepare mentally and emotionally 
 
Outline the precautions you are taking clearly
to all of your employees before you decide to
return to work, verbally and in writing
 
Communicate your reopening plans to
customers and use it as an opportunity to
retain customers and gain new ones, by taking
extra precautions to ensure customer safety
and health
 
Provide mental and emotional support for
team members as they prepare to return

 
Post hand-washing signage in all bathrooms
and break rooms with instructions for
thorough hand-washing and opening the door
handle with a paper towel when leaving

11



Salespeople should not attend meetings in person of more than 25 people until large group

gatherings are cleared by the state or local government

Salespeople are permitted to meet at restaurants when they open, as long as certain precautions

are taken:

Salespeople should not be permitted to attend in person meetings until
your area is cleared for a full return to operations. All meetings should be
conducted virtually for as long as possible
 
When full reopening is approved by state government, salespeople
should still take certain precautions:
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Wash your hands immediately before and after eating

Refrain from sharing food (i.e. bread baskets, etc.)

Share documents and presentations electronically as much as possible, to refrain from the

use of paper

Carry hand sanitizer with you and in your car at all times and use it liberally before and after

meetings, when hand washing is unavailable
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State-Specific Resources
Pennsylvania Phased Reopening Guide

New Jersey's Road Back

New York Forward

 
Scheduling Resources
Calendly

Doodle

Outlook FindTime Extension

 
Disclaimer
This information is provided for general informational and educational purposes only and is not a

substitute for professional advice. 

 

Accordingly, before taking any actions based upon such information, we encourage you to

consult with the appropriate professionals. We do not provide any kind of legal advice. The use

or reliance of any information contained in this booklet is solely at your own risk.

 

http://www.lacherinsurance.com/
https://www.pa.gov/guides/responding-to-covid-19/#PhasedReopening
http://d31hzlhk6di2h5.cloudfront.net/20200427/db/2d/77/6c/2a8a498ff2edda855c3f456d/The_Road_Back_-_Restoring_Economic_Health_Through_Public_Health.pdf
https://www.governor.ny.gov/programs/new-york-forward
https://calendly.com/
https://doodle.com/en/
https://support.microsoft.com/en-us/office/how-to-create-a-findtime-poll-4dc806ed-fde3-4ea7-8c5e-b5d1fddab4a6

