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Business operations and shutdowns as a result of the COVID-19 Pandemic have created specific 
challenges in the workplace. Implementation of best practices is of most importance as the economy 
in Virginia begins to reopen. The biotechnology industry can lead the way for other industries and 
sectors in our region, and CvilleBioHub recognizes that many employees within the industry are 
trained to safely handle contaminated and infectious materials and already follow recommended 
safety protocols to keep employees and visitors safe. Unless biotech companies are actively engaged 
in using the SARS-CoV-2 virus or doing diagnostic testing, they are classified as low risk for COVID-
19 by OSHA (https://www.osha.gov/SLTC/covid-19/hazardrecognition.html). 
 
In the spirit of collaboration and advancing learning through knowledge sharing and innovation – key 
tenets of our collective community – CvilleBioHub worked with industry laboratory operations 
leaders and scientists to share recommended best practices, from the lab to team management, that 
can be employed across the industry and adapted as needed to serve individual company needs. 
 
These best practices reflect the current landscape, and as companies and organizations look forward 
to the reopening of businesses and communities, it is recommended to plan for the long-term. We 
encourage implementing strategies now that will be in place for many months, and not just a couple of 
weeks. It is likely that	the COVID-19 risk will remain high for at least the next year	until a 
vaccine or anti-viral drug treatment is developed and distributed on a large scale. 
 
With science leading the way, the Charlottesville biotechnology community can work together to 
advance our collective missions forward safely and provide a blueprint for other businesses and 
industries, including workplaces, retail stores and restaurants, in our local community. 
 
 
 
GENERAL GUIDANCE 
 

• Telework is the default, the office is only for completing essential tasks 
• Emphasize that the organization is focused on results, not activity 
• Implement all-employee virtual meetings at a regular interval (weekly or more) to update the 

employees on company operations and encourage interaction among the employees as needed 
and in line with company culture to review project needs and identify any potential hurdles 

• Communicate with employees that their safety is a top priority. No one should feel required to 
be onsite if they are uncomfortable or feel unsafe in the environment 

• Regularly interact with employees  on an individual basis to check-in.  Identifying personal 
concerns from employees can be a challenge, especially without visual cues.  Understand that 
everyone is handling this pandemic differently and their mental/physical state will continue to 
change 

• Create dedicated space, if needed, for teleworkers to perform work or make a call in the office 
when critical.  Sometimes internet connections, phone reception, or kids don’t allow for quiet 
on an important call 



 

• Crowd-source operational ideas from employees – they perform the work and know how best 
to do their job 

• Identify critical supplies and PPE and maintain approximately 3 months inventory 
• Identify critical skills and ensure that multiple employees are cross-trained in those skills 
• Identify critical functions that would need to be maintained in the event of shut downs due to 

illness or government restrictions.  What inventory or equipment would need to be 
maintained regularly?  Contact related vendors and understand their policies in the event of 
government restrictions and create contingency plans 

• Don’t forget to have fun.  Find dedicated time to regularly interact with your employees 
socially and encourage participation.  Find a team of employees that would like to be creative 
and come up with new ideas. 
 

 
SOCIAL DISTANCING 
 

• Conduct all meetings virtually.  Even if employees are in the office, they should all separately 
log into a virtual meeting room. Encourage use of instant messaging technology, email, or a 
good old-fashioned phone call, as opposed to walking down the hall to pop into someone’s 
office for a quick question. 

• Keep 6-10 feet apart as much as possible. Don’t linger in common rooms or around someone’s 
desk. 

• If you have private offices, recommend employees close their door while in the office. While 
in public or shared areas including hallways, always wear masks. 

• Consider rearranging communal workspaces to separate employees from sitting too close to 
each other. 

• Limit in-person meetings at much as possible. If absolutely necessary, be sure to sit 6-10 feet 
apart. 

• Wear a face mask at all times	— either a surgical mask or a homemade cloth mask. Keep N95 
masks for healthcare workers due to continued PPE shortages for those who need this higher 
level of protection the most. 

• Encourage employees to wash their hands or use hand sanitizer whenever they think about it. 
• Keep public doors, including perimeter facility doors and bathroom doors, propped open if 

possible. 
• When your employees go home, encourage them to put clothes and cloth masks into the 

laundry immediately. Leave shoes outside and spray them down. 
• Encourage a culture of community where you are all in it together. Wear your masks to 

protect everyone else too, not just yourself. 
 
 
 
ILLNESS 
 

• Reinforce that if employees are feeling unwell in any way, they are to inform their supervisor 
and stay home. 

• Utilize CDC guidance for businesses in response to COVID-19.  
• Develop an official policy and procedures for employees experiencing illness or potential 

symptoms of COVID-19. 
• Sick employees should not return to work until they meet the criteria set by the CDC. 
• Implement	mandatory temperature monitoring upon arrival	and exit. 
• Send employees with temperatures over	100.0 degrees home wearing an N95 mask. 

 
 



 

 
WORKSPACES ONSITE 
 

• Maintain appropriate social distancing (6ft is the minimum) even in lab spaces. 
• Map out the lab space and identify where equipment can be moved to maintain distancing – 

safety is more important than efficiency. 
• Post signage at entrances reminding employees of COVID-19 symptoms and to stay home if 

they aren’t feeling well with any potential illness. 
• Require everyone to wash their hands or use hand sanitizer when entering the office. 
• Limit the number of people on elevators and post the requirements at all entrances/exits – 

occupants should avoid facing each other. 
• Reinforce individual use of ID cards to open secured doors – do not hold the door for others 

and disable remote unlocking (i.e. reception desk buttons). 
• Create an online time log for employees in the office to trace contacts in the event of illness 

(simple spreadsheets work) – this should be separate from any time tracker for general work 
that may or may not occur in the office. 

• If hallways or aisles are too narrow, consider 1-way travel plans and mark appropriately. 
• Close large gathering areas/conference rooms – utilize video-based teleconferencing. 
• Remove chairs that shouldn’t be utilized due to social distancing. 
• Discontinue use of kitchen areas except for use of a sink – microwaves can be placed 

throughout office and wiped down between uses. 
• Utilize any private offices that are no longer being used to separate employee workstations. 

 
 
 
STAGGERED SCHEDULING 
 

• Encourage employees to work in blocks (AM/PM; week 1/week 2) and communicate 
schedules to the rest of the office – attempt to have the same people working together 
regularly to limit exposure. 

• Employees should not feel confined to 9am-5pm workdays – employees should complete work 
when it best balances lab needs and home life. 

• Utilize all 7 days of the week – use that rainy Saturday to do some work and enjoy being 
outside on that beautiful Tuesday. 

• Reinforce that only lab work happens onsite.  Experiment prep/data analysis should be 
performed at home. 

• Encourage employees to communicate needs and share work.  Three individuals shouldn’t be 
waiting in the office to complete separate wash steps/incubations.  One employee should stay 
and complete all three tasks. 

• Program/Project leaders need to set realistic deadlines so lab employees can schedule work 
and still meet company needs – several online project management tools exist and are 
inexpensive. 

 
 
 
CLEANING/DISINFECTION 
 

• Provide hand sanitizer throughout the office and mandate handwashing when entering and 
exiting the lab – hand sanitizers must have at least 60% alcohol. 

• Consider offering lanyard wallets to hold phones & badges. 
• Ensure lab coats and goggles are not shared and being rotated out and cleaned regularly 

(weekly or more frequently). 
• Create regular schedules for disinfection of work areas and common touchpoints. 
• Clean all surfaces (tables, phones, door handles, etc.) before and after each meeting. 



 

• Implement a best practice for employees to avoid touching any surface with their hands, if 
possible (e.g. encourage use of forearm to open the door). 

• Verify that disinfection reagents are on the EPA list of disinfectants for use against SARS-
CoV-2 and use the required contact time (often several minutes).  

• Consider use of self-cleaning surfaces on common touchpoints (door handles, drawers, etc) – 
this is a supplement not a replacement for cleaning/disinfection procedures. 

 
 
PERSONAL PROTECTIVE EQUIPMENT	(PPE) 
 

• Provide training to employees on what PPE to wear in their specific area and proper usage of 
PPE. 

• Masks	required to be worn at all times	(except while eating, drinking) to help protect others 
and help remind everyone not to touch their face.	 

• Provide every	employee	with the	proper PPE, including but not limited to	masks, gloves, 
gowns,	and	reusable face shields. 

• Ensure adequate supply of PPE	and hand sanitizer	in	all work and	common areas for employee 
use	(workspaces, entryways, restrooms, cafeteria, etc.)	 

• Ensure adequate supply (minimum 2 weeks supply) of PPE.	 
• Re-asses reorder points weekly to ensure a continuous supply	of PPE. 
• Ensure	PPE is properly disposed of or sanitized after use.	 
• Provide gloves for use in office space to avoid door handles and other frequently touched 

surfaces (consider making these gloves and lab gloves different colors to avoid confusion).	 
• Hands should be washed before and after mask adjustments. 
• N95 masks	should be available for lab procedures in which a	6-foot	distance cannot be 

maintained. 
 
 
 
VISITORS AND TRAVEL 
 

• Do not allow general visitors, unless required for business transactions. 
• Only allow vendors onsite that are maintaining/repairing critical equipment and supplies. 
• Schedule essential visitors to arrive at a mutually agreed upon date and specified time. 
• Visitors should check in and leave name, phone number and arrival time as well as entering 

departure times. 
• If visitors are not equipped with a facemask upon arrival, a mask should be provided to wear 

while on site. 
• All visitors are expected to follow company guidelines for Social Distancing and Cleaning/ 

Disinfection. 
• Limit travel to absolutely critical needs – do not visit a location experiencing a surge in 

COVID-19 cases. 
• Employees should report any significant travel to management. 
• Require that all employees enter and exit	from the main entrance	or	a	single-entry	point.	 
• Encourage employees not to use public transportation or ride sharing services and to discuss 

transportation alternatives with HR. 
 
 

 
These guidelines were adapted from best practice recommendations of HemoShear Therapeutics, 
CvilleBioHub and Mass Bio. 
 
 
 



 

ADDITIONAL RESOURCES: 
 

• CDC: “Interim Guidance for Businesses and Employers Responding to Coronavirus Disease 
2019 (COVID-19), May 2020” 

• OSHA: “Guidance on Preparing Workplaces for COVID-19” 
• EEOC: “What You Should Know About the ADA, the Rehabilitation Act and the Coronavirus” 
• WHO: “Coronavirus Disease (2019) Pandemic”	 
• EPA: “List of Disinfectants to use against Sars-COV-2”  


