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Pandemic Action Plan  

Pincus Elevator Company is taking every step necessary, as provided by the  Centers  for 
Disease Control and Prevention (CDC) to keep our workforce safe. PGC 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.  

 
 
 
 
 

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. 

• Working teams will be limited to 2 people every 30 feet. 
Limit person to person contact as much as possible. Consider 
nodding or waving. 

• Do not shake hands with others at this time. 
• There will be no sharing of tools. It is the subcontractor’s 

responsibility to disinfect/sanitize their own tools. 
 

b) Employee Monitoring / Call-in sick: 
• Pincus is requiring that any sick employees and subcontractor employees stay home 
• 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  or  subcontractor  employee  who  have 

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° 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 



individuals). 

 
b) Symptoms of COVID-19 which may 

appear between 2-14 days after exposure 
• Fever of 100.4F 
• Cough 
• Shortness of Breath 
• Loss of taste and/or smell 

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: 
• meetings will be held via teleconference (conference call, Zoom, or other 

application) 
• All meetings and safety orientations can be held outside 

or under cover in the open parts of the buildings or 
adjacent garage. 

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

 
 
 
 

4) 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 : 

• All workers will break once per hour and wash or sanitize their hands.  
• Wash hands before and after using the facilities. 
• Wash hands before and after lunch or any meals. 

 
 
 
 
 



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 

e) Hand wash Containers will be 
Provided for each team for use during the day. They are to be filled prior to going to the jobsite. 

 
5) 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. 

• 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 and 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 

 

b) 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 

c) 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. 

• To assist with hydration, GPC will have an 
endless supply of bottled water on the 
project sites 

 

6) Personal Protective Equipment (PPE): 
• Pincus will supply safety glasses and gloves and other PPE to all workers to fit their 

work task. 
• Once N95 masks become available, PGC will 

provide them as well if necessary 
• Employer training in the proper and safe donning, 

doffing, and disposal of PPE. Hands are to be 
cleaned immediately after PPE is removed. 

• There is NO SHARING of PPE. 
 
 
 
 
 
 
 

7) Employee/Subcontractor Concerns: 
• Pincus management is available to review any concerns with continuation of work. 
• Pincus reviews and follows all CDC, Pennsylvania Dept of Health, NJ Department of 

Health and Delaware Department of Health guidelines and updates employees as issues 
develop.  
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Cloth Face Coverings 

Recommendation Regarding the Use of Cloth 



Face Coverings, Especially in Areas of 
Significant Community-Based Transmission 

 
Use of Cloth Face Coverings to Help Slow the Spread of COVID-19 

 
CDC continues to study the spread and effects of the novel coronavirus across 
the United States.  We now know from recent studies that a significant portion   
of individuals with coronavirus lack symptoms (“asymptomatic”) and that even 
those who eventually develop symptoms (“pre-symptomatic”) can transmit the 
virus to others before showing symptoms. This means that the virus can spread 
between people interacting in close proximity—for example, speaking,  
coughing, or sneezing—even if those people are not exhibiting symptoms. In 
light of this new evidence, CDC recommends wearing cloth face coverings in 
public settings where other social distancing measures are difficult to maintain 
(e.g., grocery stores and pharmacies) especially in areas of significant 
community-based transmission. 

 
It is critical to emphasize that maintaining 6-feet social distancing remains 
important to slowing the spread of the virus. CDC is additionally advising the 
use of simple cloth face coverings to slow the spread of the virus and help 
people who may have the virus and do not know it from transmitting it to  
others. Cloth face coverings fashioned from household items or made at home 
from common materials at low cost can be used as an additional, voluntary 
public health measure. 

 
The cloth face coverings recommended are not surgical masks or N-95 
respirators. Those are critical supplies that must continue to be reserved for 
healthcare workers and other medical first responders, as recommended by 
current CDC guidance. 

 
This recommendation complements and does not replace the President’s 
Coronavirus Guidelines for America, 30 Days to Slow the Spread external 



 
 

Cloth Face Coverings 
icon which remains the cornerstone of our national effort to slow the spread of 
the coronavirus. CDC will make additional recommendations as the evidence 
regarding appropriate public health measures continues to develop. 



PINCUS SAMPLE EMAILS TO EMPLOYEES 
 
 
Gentlemen, 
  
Mayor Jim Kenney announced an Executive Order detailing the resumption of construction activity in Philadelphia, in light of the 
Governor’s order allowing resumption statewide on Friday, May 1. Under the order, construction activity may resume in the City on May 
1 at 7am within strict limitations appropriate to the situation and the need to limit the spread of COVID-19.  
   
One of his requirements is that each construction site of a General Contractor must have a Pandemic Safety Officer to enforce policies 
such a social distancing, wearing masks, washing stations etc. Many of our modernization projects as well as maintenance accounts, 
there is no General Contractor; hence, each of us is required to be our own Pandemic Safety Officer as required by Mayor Kenney’s 
Executive Order.   With that being said, please take the required COVID 19 course using the following 
link,https://www.360training.com/course/coronavirus-awareness?mc_cid=036d554a56&mc_eid=e7d3112ca2 prior to the start of 
his order. 
  
At the conclusion of the course, there will be a certificate for you to print.   Please keep this certificate in your vehicle or on your person 
in the event you are asked to show it to a city official.    If you do not have a printer, please take a screen shot or picture of the certificate 
and also send to me so I can print for you. 
  
Please remember, as discussed this morning, it is a privilege to be able to work in the city and we must follow Mayor Kenney’s 
instruction 100% in order to continue.  
  
If you have any questions or are unable to complete this prior to the start of his order, please reach out to me. 
  
Thank you. 
  
Be safe and stay healthy.  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  
  
Gentlemen, 
  
Effective immediately, we are implementing additional measures to slow the spread of the COVID 19 virus.    Please read below: 
  

•  When entering the warehouse, a mask covering your mouth and nose MUST be worn or a full-face shield must be worn. 
 NO EXCEPTIONS, NO EXCUSES.  

• When arriving at the warehouse, we must limit the number of employees inside at one time. Therefore, only two men are 
permitted inside the warehouse at one time.   If Rafael is in the warehouse, only one additional man inside as he will assist 
you with loading materials into your vehicle.   Entry is only through the rear parking lot door, so if you see another Pincus 
vehicle out back, please wait in your vehicle until he departs. 

• When working within 6 feet of any other Pincus employee, a mask covering your mouth and nose MUST be worn OR a full-
face shield must be worn. 

• When working alone during maintenance, use your barrier to maintain six-feet physical distance between yourself and the 
public while you are working. 

• No employee is permitted inside the office, this door will continue to be locked. 
• Our office doors will remain locked at all times, packages will be left at the door. 
• Beginning on the hour of your shift start time, you must take a break to wash your hands with soap and water EVERY 

HOUR.  Please, use the 5 gallon bucket provided and fill with soap and water each morning in the event your work site 
does not have a washing station provided.  Finally,  use the provided hand sanitizer if needed to cleanse your hands EVERY 
HOUR as a secondary source. 

  
These measures are to supplement our established policies during the COVID 19 pandemic, and are following CDC Guidelines as 
well as Governor Wolf’s regulations. 
  
We are disinfecting and cleaning the warehouse throughout the day.  We have provided you PPE to include hand sanitizer, gloves, 
face shields, masks, safety glasses and rags. 
  
If there are items that you need that we have not provided, as always, please use your company credit at any time to purchase.  If 
you do not have a company issued credit card, please purchase and send your receipt to Emily Pincus for reimbursement 
at epincus@pincuselevator.com.   
  
We have reordered PPE and have those additional supplies readily available at the warehouse.  Please continue to let me l know 
what you need when you are running low and I will get it for you. 
  
Your health and safety are paramount to our company!  Please continue to communicate any items or ideas which protect you 
and our customer, as well as slow the spread.  Individually, we can make a difference! As a company, we can make a difference!  
SLOW THE SPREAD!  Together, we are making that difference.  
  

  
Be safe.  Stay healthy.   
  
 
 
 
 
 
 
 
 
 
 
 



 
 
Tomorrow you will all be receiving/picking up a 5 gallon bucket specific to you. 
  
First, when opening, read the 3 pages of information containing CDC Guidelines for PPE.   Reminders again  to maintain social 
distance and wash your hands throughout the day.  Also is information on keeping your work boots from infecting your vehicles, 
as well as how to expand the longevity of face masks.  Another reminder not to touch your face, especially your mouth and eyes. 
  
Inside the bucket are the following items to be used: 

• Spray bottles of hand sanitizer  - this is not the gel type we are accustomed to, it is in an entirely liquid form which we 
purchased from a local distillery. Spray onto hands when needed and also use as a cleaning agent for your tools.  Please 
let me know when you are low so we can refill as we do have extra available. 

• Bag of rags to wipe down tools, hall calls, COP’s etc. PRIOR to you touching.  We have additional cases arriving this week, 
hopefully this amount replenishes what you keep on your job site and vehicles.  When you are low,  contact myself or 
Rafael to bring more to you. Please do not reuse any rag, throw them out immediately after use into a trash can.  If you 
put a dirty rag into your vehicle, it must go in a plastic bag first so it does not contaminate anything in your vehicle.  

• Face shield and metal hard hat attachment – not the best we have seen, but the best available after waiting 3 weeks and 
 it slows the spread of this virus.   Follow the directions on the shield for attachment. These will prevent your droplets 
from spreading if you cough or sneeze and vice versa if you are within 6 feet. 

• Disposable gloves – this should supplement your existing stock.  Always be mindful of not cross contaminating dirty gloves 
with clean hand or clean steering wheel or clean shirt or clean face mask.  If you are low, contact myself or Rafael to bring 
more to you.   

• Disposable face masks – they have been deemed reusable following established guidelines contained in the 3 pages in 
your bucket.  Each of you will receive 5 masks, one for each work day.  Inside of a Ziplock bag is a brown paper bag labeled 
with your name and a day of the week; hence you have 5 brown bags.  READ the instructions on how to prolong their use, 
but in summary, one mask per day. At the conclusion of your day, put the mask back in the bag labeled for that day and 
DO NOT USE IT UNTIL THE FOLLOWING WEEK!  We have NO MORE available at this time and delivery dates are not 
confirmed for replenishment.  In order to extend their use, PLEASE follow the guidelines set.   Masks must cover your 
mouth and nose to prevent the spread of droplets.  

• Safety glasses  
  
The 5 gallon bucket should  be filled with water and soap each morning prior to you leaving your home to use as a wash station 
through the day. 
  
It is our company policy that a face shield must be worn at all times OR a mask covering mouth and nose with safety glasses must 
be worn at all times.  NO EXCEPTIONS. 
  
We have outstanding orders on all items.  We have cloth masks arriving at the end of the week as well.  We will coordinate 
distribution as quickly as are able.  
  
Please, do not wait to run out then call for replenishment.  This will not be able to be scheduled that quickly and you will be 
expected to drive to the warehouse to pick up your needed items. 
  
Please, stay safe and follow the CDC Guidelines to slow the spread. 
  
If you need anything or have any questions, please do not hesitate to reach out.  Again, if you are out and find any items to slow 
the spread, please use the company credit card for purchase whether it be during the work week or weekend.  If you do not have 
a company credit card, please purchase and submit your receipt directly to Emily Pincus at epincus@pincuselevator.com and you 
will be reimbursed in the next paycheck. 
  
Please continue to follow CDC Guidelines and be safe. 

 


