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H.C. PODY COMPANY 
946 Simons Avenue, Bensalem, PA 

OFFICE Pandemic Safety Plan – Effective May 1, 2020 

 
 
H. C. Pody Company is taking every step necessary, as provided by the Centers for Disease 
Control and Prevention (CDC) to keep our workforce safe. H.C. Pody Company will continue to 
monitor any updates from the CDC and amend this guidance as 
necessary.https://www.cdc.gov/coronavirus/2019-ncov/about/index.html.  
 
This guidance document lays out practical steps that will be taken to 
reduce the spread of viruses that cause the flu/COVID-19: 
 

1. General Protocol:  
a) Avoid close contact, including handshaking:  

 This virus is spread from person to person. Put a distance of 6’-10’between you and 
any other worker on the project.  

 Limit person to person contact as much as possible. Consider nodding or waving;  

 Do not shake hands with others at this time. 

 If, at any time, you need to be less than 6’ from anyone in the 
office, or meeting with someone in the common area or 
conference room, all such employees must wear a mask.  
When in doubt, wear a mask.  This is for your protection and 
the protection of your fellow employees. 

 If you are working in your own office alone, no mask is required. 
 

b) Employee Monitoring / Call-in sick:  

 H. C. Pody Company is requiring that any sick employees stay home.  This includes: 
o Any employee of H.C. Pody Company 
o Any employee who is well but has a sick family member with COVID-19 (You 

are required to notify Dawn Amoriello and strictly follow CDC recommended 
precautions). If Dawn is unavailable, please contact Hugh or Nick Pody, Sr. 

 If you are experiencing any symptoms of these viruses, DO NOT COME TO WORK; 
Please call out sick and get the necessary medical attention.  

 Mandatory reporting of symptoms is required. No workers will be allowed to return 
to work without agreeing to report any symptoms.  

 Per CDC recommendations, any employee who has symptoms of acute respiratory 
illness (i.e. cough, shortness of breath) upon arrival to work or become sick during 
the day will be separated from other employees and be sent home immediately and 
are required to stay home and not come to work until they are free of fever (100.4° 

https://www.cdc.gov/coronavirus/2019-ncov/about/index.html
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F [37.8° C] or greater using an oral thermometer), signs of a fever, and any other 
symptoms for at least 48 hours, without the use of fever-reducing or other 
symptom-altering medicines (e.g. Tylenol, cough suppressants).  
 
 

2) Know the signs/symptoms of these viruses: 

a) Flu symptoms include:  

 Fever or chills 

 Cough 

 Sore throat 

 Runny or stuffy nose  

 Muscle or body aches 

 Headaches 

 Fatigue 

b) Symptoms of COVID-19 which may appear 

between 2-14 days after exposure 

 Fever of 100.4F 

 Cough 

 Shortness of Breath 

c) Emergency Warning Signs for COVID-19 which 

trigger the need for immediate medical 

attention: 

 Difficulty breathing or shortness of breath 

 Persistent pain or pressure in the chest 

 New confusion or inability to arouse 

 Bluish lips or face 

d) ***This list is not all inclusive. Please consult your medical provider for any other symptoms 

that are severe or concerning. 

 
 

3) Meetings: 

 Staff meetings will be held via teleconference.   

 Any on-site meetings will require appropriate social distancing 
(e.g. at least 6’-10’ of separation between individuals). 

 Where practicable, limit meetings to a total of 10 people in 
attendance. 
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4) H.C. Pody Company Cleaning & Disinfecting: 

 H.C. Pody Company has instituted regular housekeeping practices around the office, 
which includes cleaning and disinfecting frequently. Employees should regularly do the 
same in their assigned work areas.   

 Break/lunchroom areas will be cleaned at least once per day.  Employees performing 
cleaning will be issued, and must use, the proper personal protective equipment 
(“PPE”), such as nitrile, latex, or vinyl gloves as recommended by the CDC.  

 Any trash collected from the office must be emptied frequently by someone wearing 
nitrile, latex, or vinyl gloves. 

 Office restrooms:  HCP will ensure that soap dispensers are always filled.  Frequently 
touched items (i.e. door pulls, faucets, flushers and toilet seats) will be disinfected 
frequently.  This task will be assigned. 

 If any individual has tested positive for COVID-19, OSHA has indicated that there is 
typically no need to perform special cleaning or decontamination of work environments, 
unless those environments are visibly contaminated with blood or other bodily fluids.  
Notwithstanding this, H.C. Pody Company will clean those areas of the workplace that a 
confirmed-positive individual may have come into contact with before any individual at 
the workplace can access that work space again. 

 H.C. Pody Company will ensure that any disinfection shall be conducted using one of the 
following: 

o Common EPA-registered household disinfectant; 
o Alcohol solution with at least 60% alcohol; or  
o Diluted household bleach solutions (these can be used if appropriate for the 

surface).  
H.C. Pody Company will maintain Safety Data Sheets of all disinfectants used in our 
office.  
 
 

5) Kitchen Protocols and Cleaning: 

 Breaks and lunch need to be staggered.   
o No more than 2 people in kitchen allowed at this time.   
o The conference room may be used for lunch but no more than 3 people allowed  

to apply social distance regulations.  *All food and drink must be properly 
disposed of when finished. 

o You are welcome to eat at your desk.  *All food and drink must be properly 
disposed of when finished. 

 The CDC strongly encourages the use of disposable paper products.  Following these 
guidelines, at this time only disposable plates, cups, plasticware and coffee cups will be 
used in the office.  Thermoses from home are acceptable, but you must wash it, dry it 
and return it to your office or take home for cleaning.  You may also use a coffee cup, 
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however, the same applies: you must wash it, dry it and return it to your desk.  Nothing 
is to be left in the sink or in the drainboard or in the dishwasher. 

 The kitchen will be disinfected regularly.  This includes the table, refrigerator, cabinet 
handles, coffee machine and water cooler. 

 It is strongly encouraged to use the water from the exterior water filter at the 
refrigerator to prevent the further spread of germs. 

  
 
6) Employee Workplace Cleaning & Disinfecting: 

 It is the employee’s responsibility to disinfect/sanitize their own desk items, including 
desk, chair, computer, and any items on or around the desk, including office supplies 
such as pens, scissors, stapler, etc.  

 It is strongly encouraged that all employees use their own pens and office supplies at 
this time. 

 It is recommended that employees wear nitrile, latex, or vinyl gloves when using 
cleaning products. 

 Office items in the common areas (copy room and conference room) will be disinfected 
regularly.  This includes copy machine, engineering copy machine, and keyboard and 
mouse for conference room. 

 If you are changing paper in the copy machine or engineering copy machine, it is your 
personal responsibility to dispose of all empty packaging, boxes or cylinders.  Please 
dispose of these items in the proper receptacle.  Any office supplies used to open these 
items such as scissors, letter opener, etc. must be wiped down after use. 

 One-way arrows for the hallway are to be followed by all.   Directional Arrows will be 
placed on walls for everyone to follow. 

 
 
7) Hand Washing and/or Sanitizing: 

a) Handwashing is easy and is one of the best ways to 
protect yourself and your family from getting sick by 
preventing the spread of germs.  

b) Wash your hands up to your elbow with anti-bacterial 
soap and water for at least 20 seconds 

 Always wash hands with soap and water if hands 
are visibly dirty.  

c) Mandatory handwashing checkpoints:  

 All workers upon entering the office should be washing their hands before starting 
work.  

 Wash hands before and after using the facilities.  

 Wash hands before and after lunch or any meals. 
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d) Follow Five Steps to Wash Your 
Hands the Right Way:  

 Wet your hands with clean, 
running water (warm or 
cold), turn off the tap, and 
apply soap. 

 Lather your hands by 
rubbing them together with 
the soap. Lather the backs of 
your hands, between your 
fingers, and under your 
nails. 

 Scrub your hands for at least 
20 seconds. Need a timer? 
Hum the “Happy Birthday” 
song from beginning to end 
twice. 

 Rinse your hands well under 
clean, running water. 

 Dry your hands using a clean 
towel or air dry them 

Sinks are located in the bathrooms on the main floor of the office. 
 
 

8. Personal Hygiene: 
a) Coughing and Sneezing Basics: 

 When a person coughs or sneezes, tiny droplets are sent 

into the air and/or surfaces.  

 These can land in the nose, mouth, or eyes of someone, or 

breathed in.  

 They can also land on surfaces that can be touched and 

therefore transferred. These droplets can travel up to 10’ 

away from you.  

b) Cough the right way: 

 Do not Cough or Sneeze directly into your hands 

 Do not Cough or Sneeze directly into the air 

 Cover your cough or sneeze with a tissue, then throw the 

tissue in the trash. 

 Cover your mouth and nose with a tissue when you cough 

or sneeze; put your used tissue in a waste basket.  

 If you don’t have a tissue, cough or sneeze into your upper sleeve, not your hands. 

 Remember to wash your hands after coughing or sneezing. 
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c) Refrain from touching your face:  

 These viruses affect the respiratory system and can enter your body through mucus 
membranes which are found in your nose, mouth, and on your lips. Proper hygiene 
and awareness are key in protecting yourself from this virus.  

 Try to be aware of touching your mouth, eyes, and nose, to avoid transferring germs 
from your hands to your face  

d) Stay hydrated:  

 Drinking water is key for keeping your body 
functioning properly and removing unwanted 
viruses.  

 Proper hydration not only helps with the 
irritation your body takes on from coughing, 
sneezing, and even breathing, but it also helps 
in the recovery of those symptoms.  

 
 
9) No Congregation Policy: 

 H.C. Pody Company has a “No Congregation” policy that requires anyone in the office or 
on a jobsite maintain a 6-10 ft social distance while working, at lunch, and during 
breaks.  Everyone is encouraged to stagger their breaks and lunches as previously 
stated.  Everyone is encouraged to bring food from home and bring water to hydrate. 
Sharing of food, coolers, and sharing of drinking thermoses are strongly discouraged.    

 Employees are highly discouraged from riding in groups in vehicles where practical. If 
there is no alternative, we recommend masks be worn while carpooling. 

 
 

10) Personal Tools: 

 Cell phones should be disinfected frequently because it comes in contact with both your 
hands and face.    
 
 

11) Employee Concerns: 

 H. C. Pody Company will be meeting with staff to review any concerns with continuation 

of work.  

 H. C. Pody Company is providing this guidance document to all employees prior to 

implementation for any comments. These guidelines and protocols may change as more 

information is received by the CDC, OSHA, and the state of Pennsylvania. 
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**Please note that working at this period in time is purely voluntary and we 
encourage all workers to report any safety concern that they may come across** 

 

 

 

 
 
 

 
The following agreement has been written in accordance with the 946 Simons Avenue, 
Bensalem, PA  Pandemic Safety Plan to show that yourself, as an employee acknowledge the 
procedures that have been put in place to create a safe workplace environment for all that are 
at this location. I agree to report any symptoms of COVID-19 to H.C. Pody Company if I or a 
family member are experiencing these symptoms. 

NAME (Print)_________________________________________ COMPANY____________________________________ 

SIGNATURE___________________________________________ DATE ________________________________________ 


