COVID-19:  WORKPLACE REOPENING CHECKLIST FOR CLIENTS
SOCIAL DISTANCING

	PROTOCOL:
	OBJECTIVE:
	COMPLETED:

	Work Schedules
	Stagger work times and maximize work from home capability
	

	Leave
	Flexible leave policy if possible
	

	Meetings
	Utilize virtual meeting technology or cancel non-essential meetings
	

	Workstations
	Increase distance or consider installing dividers/shields
	

	Vendors & Visitors
	Reduce access or reschedule access times
	

	Breaks
	Stagger employee breaks
	


SANITATION:
	PROTOCOL:
	OBJECTIVE:
	COMPLETED:

	Sanitize
	Ensure facility is cleaned to CDC recommendations
	

	Maintenance
	Upgrade or augment cleaning service agreement as needed
	

	Hand Sanitizer
	Distribute sanitizer around the office
	

	Wipes
	Maintain sufficient quantities, use on common equipment daily
	

	Tissues
	Maintain around the office with sufficient trash cans
	

	PPE
	Employees may elect to wear their own face covering (per CDC recommendations)
	


WORKPLACE BEHAVIOR

	PROTOCOL:
	OBJECTIVE:
	COMPLETED:

	Etiquette
	Avoid use or touching of workspace or equipment of others
	

	Hands
	Avoidance of face-touching and extra attention to hand-washing
	

	Surfaces
	Shared responsibility for wiping down any shared surfaces and objects
	


COMMUNICATIONS

	PROTOCOL:
	OBJECTIVE:
	COMPLETED:

	Designated POC
	Assign role of COVID-19 coordinator and point of contact
	

	General Signage
	Post signs throughout workplace about distancing, behavior guidelines, personal hygiene
	

	Restroom Sign
	Install signs in restrooms to encourage handwashing
	

	Education
	Distribute info about COVID-19 symptoms and safety
	

	Information
	Establish a forum for discussion, concerns, questions and updates 
	


MONITORING AND SCREENING
	PROTOCOL:
	OBJECTIVE:
	COMPLETED:

	Screen Workers
	Screen via approved Questionnaire and temperature taking; develop procedures and protocols as needed
	

	COVID-19 Positive Workers
	Asymptomatic employees may return per CDC - 8th day after positive test if not ill, and have been out for additional 3 days post-isolation and will wear mask  
	

	If Symptoms
	Any employees with symptoms should stay home, or go home, call doctor, health department of or FL COVID hotline
	

	If Employee Sent Home
	Per CDC, return after 3 days no fever (without medication) and respiratory symptoms have improved for 3 days and at least 7 days have passed since symptoms began; or doctor’s note that no COVID
	


