Developing Response Plans

Basic Planning Considerations for COVID-19 
Use this tool with CDC and Local Health Department Guidance 
INSTRUCTIONS:

· Before you use this guideline:

· Stay abreast of guidance from federal, state, local, tribal, and/or territorial health agencies, and consider how to incorporate those recommendations and resources into workplace-specific plans. 

· Consider and ensure to address the level of risk associated with various worksites and job task workers perform at those sites. 

Follow all these steps to plan for and reduce the risk of a COVID-19 Infection.

Step 1.
Identify Risk Associated with various worksites and job task performed:    
· Where, how, and to what sources of SARS-CoV-2 might workers be exposed, including: The general public, customers, and coworkers; and {Sick individuals or those at particularly high risk of infection (e.g., international travelers who have visited locations with widespread sustained (ongoing) COVID-19 transmission, healthcare workers who have had unprotected exposures to people known to have, or suspected of having, COVID-19).
· Non-occupational risk factors at home and in community settings.
· Workers’ individual risk factors (e.g., older age; presence of chronic medical conditions, including immunocompromising conditions; pregnancy).
·  Controls necessary to address those risks.
· Employers with more than one business location are encouraged to provide local managers with the authority to take appropriate actions outlined in their business infectious disease outbreak response plan based on the condition in each locality.
1. __________________________ will complete an assessment of all employees to identify risk of employees. 
2. Once ______________________ is complete with employee’s assessments they will meet with management to develop appropriate work place controls to reduce the risk of infection. 
3. Once all controls have been developed Management will inform each at risk employee on the required workplace controls that he/she must take to reduce the risk of infection.  
Step 2.

Follow federal and state, local, tribal, and/or territorial (SLTT) recommendations regarding development of contingency plans for situations that may arise as a result of outbreaks, such as:
 FORMCHECKBOX 

                                       will review HR / State / Federal laws to develop temporary work polices to prevent the spread of COVID-19.

1.  Recommend implementing staggered work shifts, downsizing operations, delivering services remotely, and other exposure-reducing measures. 
2. Conduct essential operations with a reduced workforce, cross-train employees in different jobs in order to continue operations with reduced work force to reduce exposure. 

 FORMCHECKBOX 

                                      is responsible for creating a Phone / Email / Contact roster to contact all employees in case of a COVID-19 case, Provide updates from local / state / and federal agencies. 
· Recommend to test phone/contact roster 
· Notifications could be sent out via: Email, Mass notification system.  
 FORMCHECKBOX 

                                      will ensure notification is completed in a timely manner and that all employees have been notified with all current information. 
· Ensure to develop a formal notification tracking system.  

Step 3.
Recommended Administrative Safety Controls by Employers 
 FORMCHECKBOX 

                                         will track all employees who have the following symptoms:
· Fever
· Cough

· Shortness of breath

 FORMCHECKBOX 

Management________ will ensure sick leave policies are flexible and consistent with public health guidance and that employees are aware of these policies. Actively encourage sick employees to stay home. 
 FORMCHECKBOX 

Management_________ will talk with campiness that provide contract or temporary employees about the importance of sick employees staying home and encourage them to develop non-punitive leave polices. 
 FORMCHECKBOX 

Management should not require a healthcare provider’s note for employees who are sick with acute respiratory illness.                   
 FORMCHECKBOX 

Management should maintain flexible policies that permit employees to stay at home to care for sick family members. 
 FORMCHECKBOX 

_Management_________ ensure that employees with appear to have acute respiratory illness symptoms upon arrival to work or become during sick during the day are separated from others and are sent home immediately. 

 FORMCHECKBOX 
        ____________________ will notify __________________ of any employee sent home and will ensure to keep them updated with status of employee. 
Step 4.
Recommended Safety Controls by Employer and Employees  

· These are steps we can take in the workplace to help decrease the spread of COVID-19.
 FORMCHECKBOX 

___________________ will develop an informational document or verbally inform all employees of the following recommendations:  
Employees: 

· Stop handshaking use other noncontact methods of greeting
· Clean hands at the door and schedule regular hand washing reminders by email
· Create habits and reminders to avoid touching their faces and cover coughs and sneezes.
· Disinfect surfaces like doorknobs, tables, desks, and handrails regularly.

· Limit food sharing.

· Increase ventilation by opening windows or adjusting air conditioning.

Management: 

· Use videoconferencing for meetings when possible.

· When not possible, hold meetings in open, well ventilated spaces.

· Consider adjusting or postponing large meetings or gatherings.

· Assess the risks of business travel
Step 6.
Responsibilities:  


 FORMCHECKBOX 

________________ will review and approve polices for (Company Name) 

 FORMCHECKBOX 

________________ will develop cleaning schedules and ensure that areas are being cleaned to help reduce the spread of COVID-19. Ensure all required cleaning supplies are available or on order to maintain current requirements. 

 FORMCHECKBOX 

_________________ will ensure that all employees are provided with all sick leave policies, company hygiene recommendations, and updated on the current status of COVID-19 information. 
 FORMCHECKBOX 
    __________________ will verify that all contact rosters are up to date and correct. 

Step 7.
Develop and carry out a written PPE program for your emergency response employees that covers all of the following: **(ONLY IF NEEDED)**
 FORMCHECKBOX 
 
Selection of PPE for the hazards expected

 FORMCHECKBOX 
 
Limitations, capabilities and hazards of wearing PPE

 FORMCHECKBOX 
 
How to identify and prevent heat stress (and related injuries), if applicable

 FORMCHECKBOX 
 
Proper fit procedures for PPE, if applicable

 FORMCHECKBOX 
 
Procedures for maintenance (decontamination, cleaning, repairs, storage and disposal)

 FORMCHECKBOX 

Training and documentation to support all program elements

 FORMCHECKBOX 

How to effectively evaluate the PPE program 

· You can combine other written PPE-related program requirements from the WISHA Safety and Health Core Rules, Chapter 296-800 WAC, and The General Occupational Health Standards, Chapter 296-62 WAC, into this program to prevent duplication of written programs.

Step 8.
Make arrangements to properly equip your employees.  **(ONLY IF NEEDED)**
 FORMCHECKBOX 

PPE such as respirators, protective suits, gloves. 

 FORMCHECKBOX 

Rescue equipment, if needed (for example, retrieval devices for confined spaces).

 FORMCHECKBOX 

Air-monitoring devices and other field equipment, if needed.

Important Information!





These are just recommendations based of the guidance of CDC and Washington State Health Department. 











