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COVID-19 Safety Plan 
 
COVID-19 Recovery, Reopen and Return to Office Work Plan 
The following procedures have been developed to begin transitioning staff back to their primary place 
of work as a result of the COVID-19 pandemic. This plan is considered a living document and will be 
updated and modified as future phases of the plan are implemented and additional requirements are 
outlined by regulatory agencies.  
 
The majority of the workforce at CCE Jefferson began working at home as a result of Governor 
Cuomo’s Executive Order New York on Pause.  This plan will be used as the primary guideline in 
returning the workforce to the main office at 203 North Hamilton Street in Watertown.  In cases where 
staff work at remote locations, i.e. Fort Drum or public school buildings, the procedures mandated at 
those locations by the contracting agency, when applicable, will be followed.  
 
In all cases, procedures for returning to work and maintaining a safe workplace for staff and the public 
will follow County, State and Federal requirements as it relates to the COVID-19 pandemic. The 
following procedures may be modified periodically to comply with changes outlined by County, State 
and Federal requirements.  
 
 
MAIN OFFICE STAFFING 
The 203 North Hamilton office location will follow a phased re-opening plan.  Staff members will be 
fully informed of the steps of the re-opening process (outlined below): 
 
Staffing: 

• Group I:  The following staff (or groups of staff) shall return to the main office once cleared by 
the State and/or County no sooner than May 15, 2020: 

a. The Pandemic Planning/Recovery Committee – this consists of the CCE leadership 
team members 

b. H/R, IT and Finance staff – each of these functional areas will recommend an initial 
staffing pattern to the ED 

c. Reception 
d. Maintenance and Janitorial staff 

 
Group 1 will serve to plan, implement and modify new office procedures and protocols prior 
to future groups returning to the office setting.  They will take an active role in further 
detailing the plan as they test new procedures and protocols in an office setting. 

 
• Group II:  The next group of staff shall return to the main office once cleared by the State 

and/or County no sooner than 2 weeks after Group I staff have returned and when management 
has determined appropriate office procedures.  

• Subsequent groups returning to the workplace will be further defined and detailed as more 
direction and guidance is provided by state and county health officials.  
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FACILITIES/EQUIPMENT 
Access to Building  

• The public will only be permitted to enter the building near the reception area.  
• The upstairs breakroom will be closed to group gatherings.  

 
Staff Offices/Workspace 

• Individual’s work spaces will be separated by at least 6’ of space. 
• In cases where 6 feet of separation is not feasible, other workspace may be assigned to staff 

and/or staff may be rotated from home to the office to accomplish appropriate staff separation 
at the Association’ s discretion.  
 

Reception Procedures 
• A prominent sign shall be placed at the wooden front entry door Noting “Only authorized staff 

may enter the building beyond this point. All other guests must see the receptionist or use the 
phone provided.”  

• The receptionist will take information from the public or contact staff as needed to meet in the 
entryway or outside the building. 

• The receptionist will interact with the public from behind the glass separation and otherwise 
practice social distancing and wear a face covering when interacting with the public. 

• The receptionist will maintain a continuous log of every person, including staff and visitors, 
who enter CCE of Jefferson County (excluding deliveries that are performed with appropriate 
PPE or through contactless means). 

• The receptionist will wear a face covering and gloves when receiving and/or handling mail and 
packages from outside delivery services. 

 
Cleaning of Facilities 

• During the office hours, frequently touched objects and surfaces will be cleaned and disinfected 
regularly by staff. This includes assigned office spaces and any common areas or surfaces used 
throughout the day. 

• Maintenance/janitorial staff will take extra precautions in wiping down commonly touched 
surfaces including door knobs, hand rails, tables etc., in addition to regular cleaning procedures 
by incorporating the CDC guidelines for cleaning office spaces.  This is outlined in the 
Cleaning and Disinfecting Plan.  

• Cleaning will occur daily (minimally) on days the office is in use and logs will be maintained 
on site by maintenance/janitorial staff that document the date, time and scope of Covid-19 
related cleaning efforts. 

 
Cleaning of Equipment 

• CCE devices (shared or individually issued) (laptops, keyboards, office phones, cell phones, 
hardware tokens, etc.) can harbor a significant amount of dirt, debris and germs, including the 
coronavirus. Staff will be encouraged to keep their devices reasonably clean to both extend the 
life and care of each devices and reduce the spread of. the coronavirus. 

• IT personnel will wear gloves and effectively clean and sanitize device(s) after working on 
them. 

• For more information for cleaning of electronic devices see: 
https://staff.cce.cornell.edu/units/it/cleaning-and-disinfecting-devices 

 

https://staff.cce.cornell.edu/units/it/cleaning-and-disinfecting-devices
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OPERATIONS 
Safety Requirements and Preventative Actions 

• All staff will maintain social distancing of 6 feet or more at all times or wear face coverings 
when or where that cannot be maintained.   

• Staff will be required to wear face coverings in common areas of building office including 
hallways/corridors, conference rooms, break rooms, kitchen, bathrooms and entry way.  

• Staff will utilize gloves and hand sanitizer when needed. 
• Face coverings will be provided for all staff and it will be the responsibility of each staff 

member to ensure face coverings are cleaned or discarded when they become damaged or 
soiled.  Face coverings will not be shared by staff. 

• Hand sanitizer will be provided in multiple locations throughout the building. 
• Gloves will be provided as needed. 
• All staff will abide by the following CDC recommendations regarding preventative actions to 

reduce the risk of developing the flu or other respiratory diseases, including: 
- Wash your hands often with soap and water for at least 20 seconds.  
- Use an alcohol-based hand sanitizer that contains at least 60% alcohol if soap and water are 

not available. 
- Avoid touching your eyes, nose and mouth with unwashed hands. 
- Avoid close contact with people who are sick. 
- When you are sick, stay home. 
- Cover your cough or sneeze with a tissue, then throw the tissue in the trash. 
- Clean and disinfect frequently touched objects and surfaces. 

 
Travel 

• All work related travel must be pre-approved by Supervisors and should be deemed essential.  
• CCE Vehicle use:  individual staff may sign out an Association vehicle if necessary.  No 

passengers will be permitted.  The vehicle dashboard including the steering wheel and door 
handles must be cleaned with sanitizing wipes or other approved method by each staff member 
before and after use.  

 
Communications 

• The staff listserv, staff meetings, and communications from supervisors will be used to provide 
employees updated information as needed.  

• CCE’s website, social media venues, and press releases will be used to provide public updates. 
• Signage that includes information, practices and protocols on social distancing, wearing face 

coverings, and handwashing will be placed in strategic locations such as the kitchens, 
bathrooms, and hallways. 
 

Meetings 
• In-person group meetings with the public will not be held.   
• In-person meetings with people in the office (not the public) (with fewer than 10 people) can 

occur if 6 feet of distance between individuals is maintained.   
• Use of video conferences, phone conferences, and emails, etc. will be encouraged. 
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HUMAN RESOURCES 
Employee Health Screening Procedures  
Symptoms reported for patients with COVID-19 include mild to severe respiratory illness with fever, 
cough and difficulty breathing. Staff members should follow the guidance provided by the CDC and/or 
local health officials to determine proper steps in identifying potential infection of COVID-19. If not 
already separated from the CCE workforce, staff members should notify their supervisor immediately 
of any suspected infection or exposure to the virus.   
 
Screening Procedures 

• A simple daily Covid-19 Questionnaire will be implemented based on industry standards and 
workers should proactively report any symptoms they are experiencing.  The information 
collected will be kept confidential.    
1. Have you had any COVID symptoms in the past 14 days? 

___Yes ___ No  Details: 
 
NOTE:  People with COVID-19 have had a wide range of symptoms reported – ranging 
from mild symptoms to severe illness. Symptoms may appear 2-14 days after exposure to 
the virus. People with these symptoms may have COVID-19: 
• Cough 
• Shortness of breath or difficulty breathing 
• Fever 
• Chills 
• Muscle pain 
• Sore throat 
• New loss of taste or smell 
This list is not all possible symptoms. Other less common symptoms have been reported, 
including gastrointestinal symptoms like nausea, vomiting, or diarrhea. 
 

2. Have you tested positive for COVID-19 in the past 14 days? 
___Yes ___ No  Details: 
 

3. Have you been in close contact with a confirmed or suspected COVID-19 case in the past 
14 days? 
___Yes ___ No  Details: 
 

Staff Who Exhibit Symptoms of Covid-19 
• Staff will be immediately sent home or should not report to work.   
• Staff should remain home until medical care has been received.   
• Staff should contact their Supervisor and/or HR. 
• Staff shall follow the direction of medical personnel and only be allowed to return with a return 

to work note. 
• Leave time will be administered per Association policies/procedures. 
• CCE will follow all regulations set forth by the Department Health in the event of a possible 

Covid-19 exposure. 
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Reasonable Accommodation 
• CCE Jefferson will comply with the ADA. 
• The HR Department will facilitate conversations, processes and procedures relating to ADA 

and reasonable accommodations. 
 
 
 

 
 




