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COVID-19 Business/Organization Planning Tool



			

Review and Consider
California’s Roadmap Industry Guidance: Guides and information for specific sectors 

Employers should follow federal, state, and local recommendations regarding the development of plans for situations that may arise as a result of outbreaks, such as: 
1. Increased rates of workers absent from work. 
2. The need for social distancing of employees and customers/clients/participants, staggered work shifts, downsizing operations, delivering services remotely, and other exposure-reducing measures. 
3. Options for conducting business operations with a reduced workforce, including cross-training workers across different jobs in order to continue operations. 
4. Interrupted supply chains or delayed deliveries.

Items to Consider to Protect Employees: 
1. Where, how, and from what sources might workers be at risk for exposed to COVID19, including: 
a. The general public, customers/clients/participants, and coworkers; and 
b. Sick individuals or those at particularly high risk of infection (e.g., international travelers who have visited locations with widespread sustained (ongoing) COVID-19 transmission, healthcare workers who have had unprotected exposures to people known to have, or suspected of having, COVID-19). 
2. Personal risk factors at home and in community settings.
3. Workers’ individual risk factors (e.g., older age; presence of chronic medical conditions, including immunocompromising conditions; pregnancy).
4. What strategies does an employer need to do to protect their employees at work?

Post the Business Checklist Poster at the front of your business 
· Download and print from the link above or pick up the poster at your Chambers of Commerce, the County Government Center, or the Department of Public Health.
· Match this detailed plan with items checked on the poster.
· Communicate with customers/clients/participants the steps you are taking to keep your employees and customers/clients/participants safe.

Enforce social distancing (at least 6 feet apart) between all persons
· Plan for distancing in spaces where employees work and customers/clients/participants visit.

	Strategy
	Describe how this will be completed, steps, supplies needed
	Who is Responsible

	· Provide opportunities for employees to work from home when possible

	
	

	· Encourage employees to stay home from work if they are sick

	
	

	· Assure enough space is available for distancing

	
	

	· Use floor and other markers and/or reduced seating to prompt and maintain 6-foot distancing  
	
	

	· Direct traffic flow in business – one-way aisles if applicable

	
	

	· Restrict the number of individuals allowed inside the business at any given time
	
	

	· Establish an appointment system for people to schedule time to visit the business
	
	

	· Place protective barriers to separate people

	
	

	· Use Plexiglas barriers at points of contact of employees and customers/clients/ participants, such as cash registers
	
	

	· Train staff in social distancing protocols 


	
	

	·  


	
	

	·  


	To add more rows: right click, select “Insert” 

	



Disinfecting Surfaces and Tools
· Plan for disinfecting where employees work and customers/clients/participants visit. 
· Train employees on proper disinfecting procedures.  

	Surface or Tool
	Describe how this will be completed, steps, supplies needed, if a disposable item will be used instead of disinfecting
	Who is Responsible

	Example: Front Counter
	Disinfecting spray, paper towels, and a trash can will be kept under the front counter. On the hour, the counter will be disinfected and recorded on the log at the counter. Trash can will be emptied at the end of each shift.
	Cashier posted at the counter

	Example: Provide disposable hand wipes for customers/clients/participants at the entrance to business for shopping carts/baskets
	Purchase and place a dispenser for hand wipes at the entrance next to carts/baskets. Monitor supply of hand wipes hourly and replace as necessary.
	Manager

	


	
	

	


	
	

	


	
	

	


	To add more rows: right click, select “Insert” 

	



Hand Washing/Sanitizing and Gloves
· Provide hand wash/sanitizing stations at several locations throughout the business for employees and customers/clients/participants, as appropriate. 
· Hand sanitizer must contain at least 60% alcohol to be effective.
· Train employees on proper hand washing/sanitizing procedures.  
· Train employees on the proper use of gloves (fit, frequency of changing).  

	Strategy
	Describe how this will be completed, steps, supplies needed
	Who is Responsible

	· Provide signage encouraging customers/clients/participants and employees to regular wash/sanitize hands
	
	

	· Provide hand washing/sanitizing stations


	
	

	· Require hand washing/hand sanitizing by employees

	
	

	· Require all employees working with the public to wear gloves

	
	

	· Install signage accessible to employees reminding them of the requirement to regularly wear gloves.  
	
	

	· Provide gloves to customers/clients/participants

	
	

	·  


	
	

	·  


	
	

	·  


	To add more rows: right click, select “Insert” 

	



Use Outdoor or Well-Ventilated Spaces for In-Person Activities
· Prioritize the use of the outdoor space (e.g. patio dining), above the use of the indoor space, while still practicing proper social distancing guidelines.  
· Keep doors and windows open when possible. 

	Activities that will be adapted/moved
	Describe how this will be completed, steps, supplies needed
	Who is Responsible

	


	
	

	


	
	

	


	To add more rows: right click, select “Insert” 

	


Masks/Face Coverings
· Social distancing and hygiene are more effective than masks/face coverings to prevent the spread of COVID-19.
· Masks/face covering strategies must be used in conjunction with other social distancing and hygiene measures.
· Provide training on the proper use and fit of masks/face coverings.
· If businesses chose not to require masks/face coverings, anyone can choose to use a mask/face covering.

	Strategy
	Describe how this will be completed, steps, supplies needed
	Who is Responsible

	· Require masks/face coverings for all employees 

	
	

	· Require masks/face coverings for employees working with the public

	
	

	· Train employees on the proper use of masks/face coverings

	
	

	· Require masks/face coverings for customers/clients/participants – clearly posted and kindly communicated
	
	

	·  Provide masks/face coverings to employees and/or customers 

	
	

	· 


	To add more rows: right click, select “Insert” 

	



Screening for Symptoms of COVID-19
· Employee screening is required by Health Officer Order.
· Screen at least daily at the beginning of shift.

	Strategy
	Describe how this will be completed, steps, supplies needed
	Who is Responsible

	Employee screening
COVID-19 Screening Checklist for Employers


	
	

	· Customer screening


	
	



Voluntary Contact Information Log – Support the Department of Public Health in Contact Tracing
· Consider creating way(s) for people to voluntarily share name and contact information when they visit your business/organization. To reduce spread of COVID-19, when a positive COVID-19 test is reported to Public Health, staff talk with the patient to learn about their activities and who may have been exposed. Contacts are easier to identify if contact information is collected at places where exposure might occur. 

	Strategy
	Describe how this will be completed, steps, supplies needed
	Who is Responsible

	Create a way for customers/clients/ participants to voluntarily share name and contact information

	
	



[bookmark: _GoBack]Supply List for Accomplishing the Tasks in this Plan
	Item and Vendor
	Quantity needed and interval
	Who is Responsible

	Example: Hand Sanitizer from Custodial Service
	20 (16-ounce) bottles per week
	Store manager

	

	
	

	


	
	

	


	
	

	


	
	

	


	
	

	


	
	

	


	To add more rows: right click, select “Insert” 
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