
 
 

Direct Choice, Inc.  
Employee & Visitor Office Safety Guidelines  

  
The following COVID-19 Safety Guidelines will be implemented when our offices reopen.  

1. Arriving at the Office Each Morning. 
a. Before leaving their homes for work employees should take their own temperature.  If an 

employee’s temperature is above 100.0F degrees, the employee should contact their 
supervisor to inform them that they’ll need to work from home and seek any necessary medical 
attention.  It is mandatory that employees report their COVID-19 symptoms to HR.  No workers 
will be allowed to return to work without agreeing to report any symptoms. 

b. Before each employee enters the office in the morning, they are to wear a facemask over their 
nose & mouth and keep it on until they get to their office/cubical. 

c. Employees are to enter the office in the morning through the break room (back) door. 
d. Employees are to wait in the break room for The Controller to take their forehead temperature 

(if The Controller is out of the office, then his backup will take temperatures).  If any employee 
temperature is above 100.0F degrees they are to take a seat in the break room at least six feet 
(6’) from the door for up to 15 minutes to see if their temperature drops to 98.6F* degrees.  If 
their temperature drops to 98.6F* degrees they will be permitted to enter the office, otherwise 
they will be sent home to work or to seek any necessary medical attention.  

e. The Controller will keep a log of employee temperatures, and will ask employees everyday if 
they have any symptoms and if anyone in their household/families have tested positive for 
COVID-19.  If any employee answers “yes” to either of these questions they will be denied 
entry to the office that day and will be sent home to work. 

  
* The average normal body temperature is generally accepted as 98.6°F (37°C).  Some studies have shown 

that the "normal" body temperature can have a wide range, from 97°F (36.1°C) to 99°F (37.2°C).  A 
temperature over 100.4°F (38°C) most often means you have a fever caused by an infection or illness. 

  
2. Break Room 

a. No more than two (2) people should be in the break room at a time, except for when employees 
are entering the office each morning, 

b.  Everyone entering the break room is to wear a facemask and they are to keep it on until they 
return to their office/cubical. 

c. There will be a supply of disposable vinyl gloves, hand sanitizer and sanitation wipes available 
for employees in the break room.  

d.  Employees using the break room are to clean up after themselves and wipe down everything 
they touch with sanitizing wipes (refrigerator handles, microwave, faucet handle, sink, 
dishwasher handle, table, cabinet handles, etc.). 

e.  Any employee emptying the dishwasher is to wear disposable vinyl gloves when doing so. 
f. No shopping or insolated bags are to be placed in the refrigerator to keep their contents cold. 

Instead, the contents of these bags are to be removed from the bags and then placed in the 
refrigerator. 

 
3. Cleaning & Sanitizing 

a. The Controller & His backup will be responsible for sanitizing the office security keypads, the 
lobby telephone, office front door & backdoor handles,photocopier and surrounding area, and 
the pens at the front desk every morning with disinfecting wipes or spray. 

b. Every employee will be provided a bottle of hand sanitizer for their office/cubical. 
c. Each employee is responsible for sanitizing their office/cubical each day. 
d. Each employee should disinfect their desk, chair armrests, telephone and computer keyboard, 

mouse & touchscreen at least weekly. 

 



e. Each employee is to place their trash cans outside their office/cubical door before they leave 
the office each night. 

f. Each employee is responsible for dusting items in their office/cubical. 
g. There will be two pen holder cups located on the front door desk.  One cup will be labeled 

“Clean Pens” and the other will be labeled “Used Pens.”  The “Used Pens” are to be sprayed 
with disinfecting spray every morning. 

  
4. Conference Room 

a. No more than four (4) people should be in the conference room at a time 
b. When individuals use the conference room they should sit at least six feet (6’) apart. 
c. Everyone entering the conference room is to wear a facemask and leave it on. 
d. Before the host of a meeting leaves the conference room they must sanitize the table and any 

chairs that were used with sanitizing wipes. 
e. Meetings requiring more than five (5+) people are to be held via online meeting software. 

5. Common Areas 
a.  Individuals are to wear masks before they enter any common area from their office/cubical and 

they are to keep it on until they return to their office/cubical. 
b. Individuals are to keep a six foot (6’) distance from other individuals in hallways, lobby areas, 

storage areas and break room. 
c.  Employees are to wear a facemask when in common areas of the building. 
d.     It is highly-recommended that employees wear gloves when going to the restroom. 
e.     A bottle of hand sanitizer will be placed in the printer room. 

  
6. Visitors, Deliveries & Mail 

a. Guests are to enter the office through the front door. 
b. A hand-sanitizing-vinyl gloves-facemasks station for guests will be located at the office’s front 

door and guests will be given a facemask to wear until they leave the office. 
c. Guests are to sign-in at the front desk. 
d. The Controller will take the temperature of each guest’s forehead (if The Controller is out of the 

office, then his backup will take temperatures).  If any guest’s temperature is above 100.0F 
degrees they are to take a seat in the lobby for up to 15 minutes to see if their temperature 
drops to 98.6F* degrees.*  If their temperature drops to 98.6F* degrees they will be escorted to 
the large conference room for their meeting, otherwise they will be asked to leave the office.  

e. Fedex, UPS, USPS and other delivery services will be instructed to leave packages at the front 
door.  His backup will place packages on the front desk and will place the mail in the mail bins 
in the printer room.  

f. Water deliveries will be received through the break room door to unload water.  
  

7. Employees Returning to Work After COVID-19 Illness 
a. If an employee was not able to get a test for COVID-19, has symptoms and were directed to 

care for themselves at home, the employee may return to work under the following conditions: 
○ At least three (3) day (72 hours) have passed since being fever-free without the use of 

fever-reducing medications and 
○ Improvement in respiratory symptoms (i.e., cough, shortness of breath); and, 
○ At least 14 days have passed since symptoms first appeared. 

b. If any employee was tested positive for COVID-19 and does not have any symptoms, the 
employee may discontinue isolation and return to work when at least 14 days have passed 
since the date of their first positive COVID-19 diagnostic test and have had no subsequent 
illness provided they remain symptom-free. 

c. In all cases, employees should follow the guidance of their healthcare provider and local health 
department. 

d. If any employee gets COVID-19, the company will not identify to anyone that an employee has 
COVID-19 unless he/she gives consent or decides to notify everyone.  

  

 


