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Generally speaking we continue to navigate the new normal as it relates to the 
battle against the COVID-19 Pandemic.  

 
Resources 
Stay informed with reliable resources regarding the status of the pandemic. 

Link to CDC Website 
Link to Ohio Department of Health Website 
Link to OSHA Guidance 
Link to WH Guide to Opening Up America Again 
 
 
1.0 General Information 
As many organization begin to either resume operations or ramp up operations 
that were ceased or decreased as a result of the COVID-19 pandemic, there are a 
few considerations and incremental legislation occurring/in place to address how 
to work in a safer manner. 
 
All Companies are deeply focused on keeping their employees, customers and 
suppliers safe while working at their facilities and supporting their businesses. 
While it is not a one-size-fits-all approach, the Return to Work Guide includes 
practical recommendations, based on guidelines from various organization, that 
could be tailored by businesses to address various scenarios they may face when 
returning to work. Regular updates will be made to the guide based on real-time 
feedback. 
 
This has been a difficult time for everyone, and reestablishing a workplace where 
employees feel comfortable performing their jobs safely is a multi-faceted 
challenge. It is our hope that by sharing this resource we can help your 
organization accomplish the same goals, as everyone adapts to new operating 
protocols in today’s still challenging conditions. 

https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://coronavirus.ohio.gov/wps/portal/gov/covid-19/
https://coronavirus.ohio.gov/wps/portal/gov/covid-19/
https://www.osha.gov/Publications/OSHA3990.pdf
https://www.osha.gov/Publications/OSHA3990.pdf
https://www.whitehouse.gov/wp-content/uploads/2020/04/Guidelines-for-Opening-Up-America-Again.pdf
https://www.whitehouse.gov/wp-content/uploads/2020/04/Guidelines-for-Opening-Up-America-Again.pdf
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2.0 Administrative 
A Pandemic Response Team is advised and should consist of the following role(s): 

Pandemic Manager – this is the single point of contact for all employees that test 
positive or are in the “suspected but unconfirmed” status. Also handles any 
related activity to suspected positive employees (close contact notification/site 
closure/ deep cleaning/communication) 

Site Manager – oversees employee/visitor  entrance, PPE, social distancing, 
disinfection measure, related supplies and employee training.  

 
3.0 Working from Home 
In cases where we have been successful in establishing departmental work that 
can be done remotely and the productivity of this work adequately meets the 
company requirements, there would appear to be very little reason to bring that 
work back into the workplace on a consistent basis. 

Vulnerable Individuals: The ability to continue to work from home is especially 
important as in certain cases we have employees that may be classified as 
vulnerable. These are either elderly employees or individuals with serious 
underlying conditions, including high blood pressure, chronic lung disease, 
diabetes, obesity, asthma, and those whose immune system is compromised. 

Child Care: Additionally, with the continued closing of schools and related day 
care establishments, there may be a class of individuals that may struggle to leave 
home. 
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4.0 Employee / Visitor Screening or Self Check Certifications 

There are a few options to screening employees and visitors. They range from 
programs that are company-ran to those that are self- certified. 

Company -Run Screenings: For companies that have on-site medical services, a 
strong case can be made to have those medical providers operate a company ran 
screening process. This process often includes temperature check and completion 
of questions or questionnaire. Where temperatures are collected, caution should 
be used to protect the privacy of the data. 

Employee/Visitor Self Declaration: For companies that don’t have on-site medical 
services AND there is no State or Industry requirement to take employee or 
visitors temperature, then having employees/visitors certify the following [daily 
or weekly] may be an alternative: 
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Self-Declaration by Employee / Visitor 

Have you experienced any of the following symptoms in the last 14 days? (Please 
check each symptom) 

• Fever (100.4ºF or more):     Yes ⃝ No ⃝ 

• Cough / Sore Throat:      Yes ⃝ No ⃝ 

• Respiratory Illness/ Difficulty Breathing :   Yes ⃝ No ⃝ 

• Chills / Shaking Chills:      Yes ⃝ No ⃝ 

• Loss of Taste / Smell:      Yes ⃝ No ⃝ 
 

Are you waiting for a COVID-19 test or COVID-19 test results, or have you had 
close contact with or cared for someone waiting for a COVID-19 test or COVID-19 
test results? 

Yes ⃝ No ⃝ 
 

Have you had close contact with or cared for someone diagnosed with COVID-19 
within the last 14 days? 

Yes ⃝ No ⃝ 
 

Have you been advised to be in quarantine at this time? 

Yes ⃝ No ⃝ 
 

Within the last 14 days, have you engaged in Level 2 or Level 3 travel as provided 
on the CDC’s COVID-19 Information for Travel page, or had close contact with 
anyone who has. 

Yes ⃝ No ⃝ 

 

If you answered “yes” to any of these questions, you are not permitted to access 
any Company Name facility. 
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5.0 Employee PPE [Non Customer Facing Environments] 
While protection of the Company’s general workforce is best afforded through 
personal hygiene, social distancing and frequent disinfection of common surfaces, 
depending on the industry and company’s risk profile the additional PPE may also 
be worn by all or some of the employees. Please consult your industry and state 
guideline for your specific PPE requirements. The three most common are listed 
below:   

Mask: Face mask have become a required PPE for a large number of 
employee. 

Face Shields: Face Shields are worn as a precautionary measure where the 
working circumstances make it impossible to maintain the social distancing  of 6 
ft., such as hands on training. 

Gloves: While there are certain circumstances where gloves are required such 
as deep cleaning and disinfectant operations or in cases where they are mandated 
by local laws. For general operations, it should be noted that based upon recent 
CDC finding it may not be recommended to wear gloves.  

Note: Gloves put employees at higher risk of exposure and are not recommended for general 
protective use for the following reasons: 

• The COVID-19 virus does not harm your hands, so gloves provide no protection, and touching 
your face with contaminated hands, whether gloved or not, poses a significant risk of infection. 

• Gloves often create a false sense of security for the individuals wearing them; people are more 
likely to touch contaminated surfaces because they feel they are protected from the virus 
because of the gloves when in reality, they are not. 

• When wearing gloves, people are less inclined to wash their hands; this is counterproductive 
and puts others at higher risk; we want people to wash their hands because it is the number-one 
defense against any virus. 

• Proper removal of gloves takes training; if contaminated gloves are not removed properly, our 
employees are exposed to greater risk. 
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6.0 Employee PPE [Customer Facing Environments] 
Customer facing environments come in two categories. One is where the 
employees are able to maintain an adequate distance, such as retail shopping OR 
where employees are performing a service directly touching the customer such as 
salons and nail services. It should be noted that this is the area where there are 
likely to be clear industry and / or local guidelines issued. 

Customer Responsibility: All customer should be required to wear face mask. You 
can either deny service with-out a mask, or provide them for customers that don’t 
have one. In most cases it is also prudent to have the customer complete a self-
declaration form [page 5]. 

Customer Distancing: Companies should have tape marking standing areas where 
customers come in contact with employees. Some Companies are increasing 
curbside services, implementing appointments and reducing entry to significantly 
lower capacity levels. 

Employee Contact Adequate Distance: The PPE in this case would be similar to 
that of non-customer facing environments. 

Employee Contact Inadequate Distance: The PPE in this case needs to be designed 
from the perspective of protecting the employee [examples include mask, face 
shields, aprons] AND the perspective of the customer where these employees PPE 
will likely need to be changed after ever customer is served. 
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7.0 Workplace Social Distancing 
Social distancing, in general, remains a critical deterrent to the spread of the 
virus. Here are some workplace considerations: 

Modified Work Crews: Where possible consider breaking crews into smaller 
numbers on additional shifts or alternating weeks of work. This enables some 
continuity in case of positive test. 

The following is a list of common areas where we may need to take different 
action to create proper spacing: 

Shared Workstations: It is common to have multiple employees sharing a desk, 
computer or phone. Some companies have either created dedicated 
workstations, dedicated person to use the workstation or a clean before each use 
protocol. 

Restrooms: Often times the restrooms are designed for multiple employees use. 
Some companies have closed stations within the restroom or restricted the 
restroom to single use. 

Time Clocks: In general, with multiple employees starting at the same time, as 
well as many companies now have a finger print or iris scanners. Some companies 
have moved to cell phone / computer accessible time clocks, gone back to punch 
cards or implemented a clean before each use protocol and even some slight 
staggering of start times. 

Entry Ways: Similar to time clocks you have a tendency for multiple personnel to 
be entering at the same time along with a typical knob that has to be turned and 
pulled. Some companies have gone with a hook or electric pad (both can be 
opened with forearm or elbow) or implemented a clean before each use protocol 
and even some slight staggering of start times. 

Break Room: Probably one of the more difficult areas minimize contact. Some 
companies have encouraged break in cars, outside areas, installed plexiglass 
shield in breakroom to create shields and implemented staggered breaks and 
clean before use protocols. 



Page 9 
 

Dedicated Employee Supplies: In many cases it has been difficult to find 
automatic dispensers for hand sanitizers and hand soap, as such some companies 
have provided employees with the following supplies: 

• hand soap and sanitizers 
• tissues, paper towels, disinfectant wipes 
• trash cans 

Hallways: It is quite difficult to maintain distancing in hallways. Some companies 
have been able to designate certain hallways as one-way traffic or at least have 
employees yield right a way to a certain direction. 

Food Storage: It is not uncommon for many employees to share the same 
refrigerator for the purpose of storing lunches. Some companies are adding 
multiple small refrigerators to limit the amount of employees sharing the units 
and in some cases dedicating shelves to employees. 

Surface Cleaning: In general we are asking employees to disinfect surfaces prior 
to each use. Special attention should be paid to: 

• Tools 
• Workstations and equipment / Computer screens, keyboards and mouse 
• Screens on Plant Floor 
• Restrooms 
• Breakrooms 
• Lockers 
• Common surfaces 

Some companies have establish a checklist for employees to disinfect these areas 
at scheduled times of the day and also added nightly or several times a week 
cleaning of these areas by a third party. While, one would naturally think that the 
people most likely to be affected would endeavor to disinfect areas before each 
use, it should be noted that cleaning, like any activity that gets in the way of 
speed, will most likely be overlooked. 
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Operational Inquiries/ Questions: In an operating environment from time to time 
employees have questions that require input from their supervisor. Some 
companies have equipped employees with radios to minimize close contact,  
while others are equipping the managers with face shields. Both of which require 
a great deal of training and reinforcement. 

 

8.0 Employee Test Positive or “Suspected but Unconfirmed” 
For employees that fall into this category, refer to the Small Business Positive Test 
Guide.  
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Attachments 

A Understanding Mask Types 
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B State of Ohio Responsible Protocol 
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C State of Ohio Restart General Office 
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D State of Ohio Restart Manufacturing, Distribution & Construction 
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E State of Ohio Restart Consumer, Retail & Service 
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