
Fever 

Cough 

Shortness of breath

Symptoms may appear 2-14 days after exposure

Wash your hands with soap and water for 20 seconds

Use hand sanitizer 

Cover your cough

Avoid touching your face

Clean and disinfect surfaces such as keyboards and door handles

Practice social distancing by keeping employees 6 feet apart

Wear a face mask

Keeping your workplace
safe from COVID-19

WHEN CAN EMPLOYEES RETURN TOWORK?

Encourage employees who are sick to stay home

www.kanehealth.com

WAYS TO REDUCE THE SPREADOF COVID-19

Isolated at home for at least 7 days from onset of symptoms AND

No fever for at least 72 hours AND

Symptoms have improved

If someone has tested positive for COVID-19 or believes they may have it, they

may return to work if: 

COVID-19 SYMPTOMS

WHAT TO DO:

Educate employees on ways to reduce the spread of COVID-19

Clean and disinfect your facility following CDC guidelines:
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfection.html



COVID-19 
GUIDANCE SUMMARY

Businesses
Key Considerations:

Key Goals:

Actions to Take Now:

Employers should plan to respond in a flexible way and adjust business practices/polices

when necessary.

Businesses are strongly encouraged to coordinate with state and local health officials to

guide appropriate response based on the most current data and community-level strategies

(CDC, OSHA, Health Department, etc).

There are varying levels of risk based on nature of the business and individual employee

risk factors. Mitigation strategies should be scaled up or down depending on risk level and

local factors.

 Reduce COVID-19 transmission among employees

 Maintain healthy business operations

 Maintain a healthy work environment

www.kanehealth.com

Actively encourage sick employees to stay home.

If an employee becomes sick at work, separate them from others immediately.

If an employee is confirmed to have COVID-19, employers need to inform workforce

while respecting Confidentiality .

Educate  all employees about how they can reduce the spread of COVID-19  according

to CDC recommendations.

Practice social distancing (individuals must be at least 6 feet from each other).

Clean and disinfect frequently Including routine environmental cleanings.

increase ventilation rates and outdoor air that circulates into system at the workplace.

Provide soap, water, tissues and informational posters about personal respiratory

etiquette and hand hygiene.

Review human resource policies  and/or draft an interim policy. Ensure that sick leave

policies are flexible and consistent with public health recommendations and state and

local workplace laws (ie: do not require testing or dr. note for sick days, provisions for

workers to care for sick family).

Prepare and implement flexible worksites including telework, delivery, increasing

physical space, etc.

Plan to monitor and respond to increased absenteeism in the workplace (ie: cross-train

employees to perform essential functions).

Consider video or tele-conferencing in place of in-person meetings and gatherings or

cancel/postpone them.

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.
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COVID-19 
GUIDANCE FOR PREVENTION

Businesses

Key Considerations:

Key Goals:

Actions to Take Now:

To reduce the impact of Covid-19 conditions on businesses, workers, customers and the

public, employers should develop an interim plan now.

Interim solutions should be implemented strategically to ensure the welfare of the business

and workforce.

Employers should stay informed on the current, local state of the COVID-19 and adapt

accordingly.

Prevention plans should be flexible and prioritize the health and safety of all involved.

 Businesses will identify exposure risk levels in workplaces and determine appropriate

action.

Businesses will develop interim business policies and procedures quickly to build

company resilience and remain functional as conditions progress.

Businesses will implement interim plans and communicate efficiently.

www.kanehealth.com

Develop an infectious disease preparedness and response plan to guide protective

actions against COVID-19 (visit osha.gov for specific plan guidance)

Prepare to implement basic infection prevention measures in the workplace

environment. Examples include increasing routine cleaning, increasing ventilation,

providing hand sanitizer and soap, encouraging sick employees to stay home

Plan to change work practices to reduce risk of exposure. Explore options like strict social

distancing, staggered work schedules and work from home.   

Reevaluate need for meetings and travel. Reschedule large meetings or host them

online.

Develop immediate policies for prompt identification and isolation for sick people

including workers, customers, and visitors.

Be aware of workers' concerns and prepare flexible, non-punitive leave policies like

waiving doctor note, expanding access to leave, or leave sharing.

Communicate often and clearly with your workforce and those you do business with

about your commitment to health and safety. Open communication will help

workers/customers readily accept interim mechanisms.

1.

2.

3.

4.

5.

6.

7.
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COVID-19 GUIDANCE FOR
CONFIRMED CASES

Businesses

Key Considerations:

Key Goals:

Actions to Take Now:

Follow your COVID-19 interim plan or develop and implement one immediately.

Communicate clearly about a confirmed case without disclosing the infected employees

identity. Follow ADA guidelines about confidentiality.

No two situations are the same. Employees and employers must always consult with a

qualified medical professional when implementing mitigation efforts.

Businesses will respond to a positive case of COVID-19 quickly and according to CDC

guidelines.

Businesses will take immediate action to reduce harm to infected employee and minimize

risk of exposure at the workplace.

Businesses will communicate effectively about a positive case and follow the company's

COVID-19 plan to advise workforce on appropriate response.

www.kanehealth.com
03/27/20

Employer and infected employee should consult with a qualified medical professional. 

Employer should support employee to stay home and quarantine for the specified

amount of time (check CDC website for most current guidelines)

Maintain confidentiality of infected employee and assure them that their identity will be

protected. 

Ask infected employee to identify areas in the workplace where they were physically

present. Immediately sanitize those areas.

Have the infected employee identify individuals they came into contact with during

incubation. Contact those employees and advise them of possible exposure and

mandate quarantine.

Inform employees about interim work policies that are in your company plan (remote

work, paid leave, etc).

Ensure that all departments are aware of COVID-19 interim plan and encourage

employees to speak with human resources with about their concerns.

Consider closing the workplace for proper cleaning and sanitization.

Remain calm and use your leadership skills to ensure workers that you have a plan in

place and are taking steps to protect the health and safety of all.
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JB Pritzker, Governor Ngozi O. Ezike, MD, Director 

Recommended Guidance1 for Preventing Spread of COVID-19 in Large Businesses 

I. Background 

SARS-CoV-2 is a novel coronavirus that has emerged and caused coronavirus disease 

(abbreviated as COVID-19).  Public health experts continue to learn about SARS-CoV-2, but 

based on current data and similar coronaviruses, spread from person-to-person happens most 

frequently among close contacts (those within about six feet) via respiratory droplets.  

Transmission of SAR-CoV-2 to persons from surfaces contaminated with the virus has not 

been documented yet, but current evidence suggests that SARS-CoV-2 may remain viable for 

hours to days on surfaces made from a variety of material.   

 

II. Purpose 

This guidance provides recommendations for Large Businesses. To reduce the impact of 

COVID-19 outbreak conditions on businesses, workers, customers, and the public, it is 

important for all employers to plan now for COVID-19. For employers who have already 

planned for influenza pandemics, planning for COVID-19 may involve updating plans to 

address the specific exposure risks, sources of exposure, routes of transmission, and other 

unique characteristics of SARS-CoV-2 (i.e., compared to pandemic influenza viruses). 

Employers who have not prepared for pandemic events should prepare themselves and their 

workers as far in advance as possible of potentially worsening outbreak conditions. Lack of 

continuity planning can result in a cascade of failures as employers attempt to address 

challenges of COVID-19 with insufficient resources and workers who might not be adequately 

trained for jobs they may have to perform under pandemic conditions. 

 

The Occupational Safety and Health Administration (OSHA) developed COVID-19 planning 

guidance based on traditional infection prevention and industrial hygiene practices. It focuses 

on the need for employers to implement engineering, administrative, and work practice 

controls and personal protective equipment (PPE), as well as considerations for doing so. 

This guidance is intended for planning purposes. Employers and workers should use this 

planning guidance to help identify risk levels in workplace settings and to determine any 

appropriate control measures to implement. Additional guidance may be needed as COVID-19 

outbreak conditions change, including as new information about the virus, its transmission, 

and impacts, becomes available.  

 
1 Source: “Guidance on Preparing Workplaces for COVID-19”, U.S. Department of Labor, Occupational Safety and Health 
Administration, OSHA 3990-03-2020. 
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III. Symptoms   

Clinical features are fever or signs/symptoms of lower respiratory illnesses. Symptoms may 

include:   

• Fever   

• Cough   

• Shortness of breath   

• Human coronaviruses can sometimes cause lower-respiratory tract illnesses, such as 

pneumonia or bronchitis.   

 

IV. Transmission   

Human coronaviruses most commonly spread from an infected person to others through:    

• Respiratory droplets formed when the infected person coughs or sneezes;   

• Close personal contact, such as touching or shaking hands;   

• Touching an object or surface with the virus on it, then touching your mouth, nose, or eyes 

before washing your hands 

 

V. Prevention   

Develop an Infectious Disease Preparedness and Response Plan. If one does not already exist, 

develop an infectious disease preparedness and response plan that can help guide protective 

actions against COVID-19. 

 

Stay abreast of guidance from federal, state, local, tribal, and/or territorial health agencies, 

and consider how to incorporate those recommendations and resources into workplace-

specific plans. 

 

Plans should consider and address the level(s) of risk associated with various worksites and job 

tasks workers perform at those sites. Such considerations may include: 

 

Where, how, and to what sources may workers be exposed to SARS-CoV-2:  

• The general public, customers, and coworkers;  

• 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).  

• Non-occupational risk factors at home and in community settings. 

• Workers’ individual risk factors (e.g., older age; presence of chronic medical conditions, 

including immunocompromising conditions; pregnancy).  

• Controls necessary to address those risks. 
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Follow federal and state, local, tribal, and/or territorial (SLTT) recommendations 

regarding development of contingency plans for situations that may arise as a result of 

outbreaks, such as: 

• Increased rates of worker absenteeism.  

• The need for social distancing, staggered work shifts, downsizing operations, delivering 

services remotely, and other exposure-reducing measures.  

• Options for conducting essential operations with a reduced workforce, including cross-

training workers across different jobs in order to continue operations or deliver surge 

services.  

• Interrupted supply chains or delayed deliveries. 

 

VI. Prevention Measures for Large Businesses 

For most employers, protecting workers will depend on emphasizing basic infection 

prevention measures. As appropriate, all employers should implement good hygiene and 

infection control practices, including:  

• Promote frequent and thorough hand washing, including by providing workers, 

customers, and worksite visitors with a place to wash their hands. If soap and running 

water are not immediately available, provide alcohol-based hand rubs containing at 

least 60% alcohol. 

• Encourage workers to stay home if they are sick.   

• Encourage respiratory etiquette, including covering coughs and sneezes. 

• Provide customers and the public with tissues and trash receptacles.  

• Employers should explore whether they can establish policies and practices, such as 

flexible worksites (e.g., telecommuting) and flexible work hours (e.g., staggered shifts), 

to increase the physical distance among employees and between employees and 

others if state and local health authorities recommend the use of social distancing 

strategies.   

• Discourage workers from using other workers’ phones, desks, offices, or other work 

tools and equipment, when possible.  

• Maintain regular housekeeping practices, including routine cleaning and disinfecting of 

surfaces, equipment, and other elements of the work environment. When choosing 

cleaning chemicals, employers should consult information on Environmental 

Protection Agency (EPA)-approved disinfectant labels with claims against emerging 

viral pathogens. Products with EPA-approved emerging viral pathogens claims are 

expected to be effective against SARS-CoV-2 based on data for harder to kill viruses. 

Follow the manufacturer’s instructions for use of all cleaning and disinfection products 

(e.g., concentration, application method and contact time, PPE). 

 

VII. Contingency Planning 
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Develop Policies and Procedures for Prompt Identification and Isolation of Sick People, if 

Appropriate.  

• Prompt identification and isolation of potentially infectious individuals is a critical step 

in protecting workers, customers, visitors, and others at a worksite.  

• Employers should inform and encourage employees to self-monitor for signs and 

symptoms of COVID-19 if they suspect possible exposure.   

• Employers should develop policies and procedures for employees to report when they 

are sick or experiencing symptoms of COVID-19.  

• Where appropriate, employers should develop policies and procedures for 

immediately isolating people who have signs and/or symptoms of COVID-19, and train 

workers to implement them. Move potentially infectious people to a location away 

from workers, customers, and other visitors. Although most worksites do not have 

specific isolation rooms, designated areas with closable doors may serve as isolation 

rooms until potentially sick people can be removed from the worksite.   

• Take steps to limit spread of the respiratory secretions of a person who may have 

COVID-19. Provide a face mask, if feasible and available, and ask the person to wear it, 

if tolerated. Note: A face mask (also called a surgical mask, procedure mask, or other 

similar terms) on a patient or other sick person should not be confused with PPE for a 

worker; the mask acts to contain potentially infectious respiratory secretions at the 

source (i.e., the person’s nose and mouth).  

• If possible, isolate people suspected of having COVID-19 separately from those with 

confirmed cases of the virus to prevent further transmission—particularly in worksites 

where medical screening, triage, or healthcare activities occur, using either permanent 

(e.g., wall/different room) or temporary barrier (e.g., plastic sheeting).  

• Restrict the number of personnel entering isolation areas.  

• Protect workers in close contact with (i.e., within 6 feet of) a sick person or who have 

prolonged/repeated contact with such persons by using additional engineering and 

administrative controls, safe work practices, and PPE. Workers whose activities involve 

close or prolonged/ repeated contact with sick people are addressed further in later 

sections covering workplaces classified at medium and very high or high exposure risk. 



Coronavirus Disease 2019 (COVID-19)

Interim Guidance for Businesses and Employers
Plan, Prepare and Respond to Coronavirus Disease 2019

Older adults and people who have severe underlying chronic medical conditions like heart or lung disease or diabetes seem
to be at higher risk for developing more serious complications from COVID-19 illness.
Find more information here.

This interim guidance is based on what is currently known about the coronavirus
disease 2019 (COVID-19). The Centers for Disease Control and Prevention (CDC) will
update this interim guidance as needed and as additional information becomes
available.

CDC is working across the Department of Health and Human Services and across
the U.S. government in the public health response to COVID-19. Much is unknown
about how the virus that causes COVID-19 spreads. Current knowledge is largely
based on what is known about similar coronaviruses.

Coronaviruses are a large family of viruses that are common in humans and many
di�erent species of animals, including camels, cattle, cats, and bats. Rarely, animal
coronaviruses can infect people and then spread between people, such as with
MERS-CoV and SARS-CoV. The virus that causes COVID-19 is spreading from person-
to-person in China and some limited person-to-person transmission has been
reported in countries outside China, including the United States. However,
respiratory illnesses like seasonal in�uenza, are currently widespread in many US
communities.

CDC Industry Guidance

Resources for Airlines

Resources for the Ship Industry

OSHA/HHS Guidance

Guidance on Preparing
Workplaces for COVID-19 



The following interim guidance may help prevent workplace exposures to acute respiratory illnesses, including COVID-19, in non-
healthcare settings. The guidance also provides planning considerations if there are more widespread, community outbreaks of
COVID-19.

To prevent stigma and discrimination in the workplace, use only the guidance described below to determine risk of COVID-19.
Do not make determinations of risk based on race or country of origin, and be sure to maintain con�dentiality of people with
con�rmed COVID-19. There is much more to learn about the transmissibility, severity, and other features of COVID-19 and
investigations are ongoing. Updates are available on CDC’s COVID-19 web page.

Recommended strategies for employers to use now:
Actively encourage sick employees to stay home:

Employees who have symptoms of acute respiratory illness are recommended to stay home and not come to work
until they are free of fever (100.4° F [37.8° C] or greater using an oral thermometer), signs of a fever, and any other
symptoms for at least 24 hours, without the use of fever-reducing or other symptom-altering medicines (e.g. cough
suppressants). Employees should notify their supervisor and stay home if they are sick.

Ensure that your sick leave policies are �exible and consistent with public health guidance and that employees are
aware of these policies.

CDC Business Sector Call for COVID-19

Dr. Jay Butler, CDC’s Deputy Director for Infectious Diseases and Senior Response O�cial for the COVID-19 response
provided a situational update for CDC partners, including members of the private sector, public health organizations,
universities, and clinical societies.

https://www.cdc.gov/
https://www.cdc.gov/coronavirus/2019-nCoV/index.html
https://www.cdc.gov/coronavirus/2019-ncov/specific-groups/high-risk-complications.html
https://www.cdc.gov/coronavirus/2019-ncov/about/index.html
https://www.cdc.gov/quarantine/air/managing-sick-travelers/ncov-airlines.html
https://www.cdc.gov/quarantine/maritime/index.html
https://www.osha.gov/Publications/OSHA3990.pdf
https://www.cdc.gov/coronavirus/


Talk with companies that provide your business with contract or temporary employees about the importance of sick
employees staying home and encourage them to develop non-punitive leave policies.

Do not require a healthcare provider’s note for employees who are sick with acute respiratory illness to validate their
illness or to return to work, as healthcare provider o�ces and medical facilities may be extremely busy and not able
to provide such documentation in a timely way.

Employers should maintain �exible policies that permit employees to stay home to care for a sick family member.
Employers should be aware that more employees may need to stay at home to care for sick children or other sick
family members than is usual.

Separate sick employees:
CDC recommends that employees who appear to have acute respiratory illness symptoms (i.e. cough, shortness of
breath) upon arrival to work or become sick during the day should be separated from other employees and be sent
home immediately. Sick employees should cover their noses and mouths with a tissue when coughing or sneezing (or
an elbow or shoulder if no tissue is available).

Emphasize staying home when sick, respiratory etiquette and hand hygiene by all employees:
Place posters that encourage staying home when sick, cough and sneeze etiquette, and hand hygiene at the entrance
to your workplace and in other workplace areas where they are likely to be seen.

Provide tissues and no-touch disposal receptacles for use by employees.

Instruct employees to clean their hands often with an alcohol-based hand sanitizer that contains at least 60-95%
alcohol, or wash their hands with soap and water for at least 20 seconds. Soap and water should be used preferentially
if hands are visibly dirty.

Provide soap and water and alcohol-based hand rubs in the workplace. Ensure that adequate supplies are maintained.
Place hand rubs in multiple locations or in conference rooms to encourage hand hygiene.

Visit the coughing and sneezing etiquette and clean hands webpage for more information.

Perform routine environmental cleaning:
Routinely clean all frequently touched surfaces in the workplace, such as workstations, countertops, and doorknobs.
Use the cleaning agents that are usually used in these areas and follow the directions on the label.

No additional disinfection beyond routine cleaning is recommended at this time.

Provide disposable wipes so that commonly used surfaces (for example, doorknobs, keyboards, remote controls,
desks) can be wiped down by employees before each use.

Advise employees before traveling to take certain steps:
Check the CDC’s Traveler’s Health Notices for the latest guidance and recommendations for each country to which
you will travel. Speci�c travel information for travelers going to and returning from China, and information for aircrew,
can be found at on the CDC website.

Advise employees to check themselves for symptoms of acute respiratory illness before starting travel and notify
their supervisor and stay home if they are sick.

Ensure employees who become sick while traveling or on temporary assignment understand that they should notify
their supervisor and should promptly call a healthcare provider for advice if needed.

If outside the United States, sick employees should follow your company’s policy for obtaining medical care or contact
a healthcare provider or overseas medical assistance company to assist them with �nding an appropriate healthcare
provider in that country. A U.S. consular o�cer can help locate healthcare services. However, U.S. embassies,
consulates, and military facilities do not have the legal authority, capability, and resources to evacuate or give
medicines, vaccines, or medical care to private U.S. citizens overseas.

Additional Measures in Response to Currently Occurring Sporadic Importations of the COVID-19:
Employees who are well but who have a sick family member at home with COVID-19 should notify their supervisor
and refer to CDC guidance for how to conduct a risk assessment of their potential exposure.

If an employee is con�rmed to have COVID-19, employers should inform fellow employees of their possible exposure
to COVID-19 in the workplace but maintain con�dentiality as required by the Americans with Disabilities Act (ADA).
Employees exposed to a co-worker with con�rmed COVID-19 should refer to CDC guidance for how to conduct a risk
assessment of their potential exposure.

Planning for a Possible COVID-19 Outbreak in the US

https://www.cdc.gov/nonpharmaceutical-interventions/tools-resources/educational-materials.html
https://www.cdc.gov/healthywater/hygiene/etiquette/coughing_sneezing.html
https://www.cdc.gov/handwashing/materials.html
https://www.cdc.gov/healthywater/hygiene/etiquette/coughing_sneezing.html
https://www.cdc.gov/handwashing/index.html
https://www.cdc.gov/travel
https://www.cdc.gov/coronavirus/2019-ncov/travelers/index.html
https://www.cdc.gov/coronavirus/2019-ncov/about/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/php/risk-assessment.html
https://www.cdc.gov/coronavirus/2019-ncov/php/risk-assessment.html


The severity of illness or how many people will fall ill from COVID-19 is unknown at this time. If there is evidence of a COVID-19
outbreak in the U.S., employers should plan to be able to respond in a �exible way to varying levels of severity and be prepared
to re�ne their business response plans as needed. For the general American public, such as workers in non-healthcare settings
and where it is unlikely that work tasks create an increased risk of exposures to COVID-19, the immediate health risk from
COVID-19 is considered low. The CDC and its partners will continue to monitor national and international data on the severity of
illness caused by COVID-19, will disseminate the results of these ongoing surveillance assessments, and will make additional
recommendations as needed.

Planning Considerations
All employers need to consider how best to decrease the spread of acute respiratory illness and lower the impact of COVID-19
in their workplace in the event of an outbreak in the US. They should identify and communicate their objectives, which may
include one or more of the following: (a) reducing transmission among sta�, (b) protecting people who are at higher risk for
adverse health complications, (c) maintaining business operations, and (d) minimizing adverse e�ects on other entities in their
supply chains. Some of the key considerations when making decisions on appropriate responses are:

Disease severity (i.e., number of people who are sick, hospitalization and death rates) in the community where the
business is located;

Impact of disease on employees that are vulnerable and may be at higher risk for COVID-19 adverse health complications.
Inform employees that some people may be at higher risk for severe illness, such as older adults and those with chronic
medical conditions.

Prepare for possible increased numbers of employee absences due to illness in employees and their family members,
dismissals of early childhood programs and K-12 schools due to high levels of absenteeism or illness:

Employers should plan to monitor and respond to absenteeism at the workplace. Implement plans to continue your
essential business functions in case you experience higher than usual absenteeism.

Cross-train personnel to perform essential functions so that the workplace is able to operate even if key sta�
members are absent.

Assess your essential functions and the reliance that others and the community have on your services or products. Be
prepared to change your business practices if needed to maintain critical operations (e.g., identify alternative
suppliers, prioritize customers, or temporarily suspend some of your operations if needed).

Employers with more than one business location are encouraged to provide local managers with the authority to take
appropriate actions outlined in their business infectious disease outbreak response plan based on the condition in each
locality.

Coordination with state  and local  health o�cials is strongly encouraged for all businesses so that timely and
accurate information can guide appropriate responses in each location where their operations reside. Since the intensity of
an outbreak may di�er according to geographic location, local health o�cials will be issuing guidance speci�c to their
communities.

Important Considerations for Creating an Infectious Disease
Outbreak Response Plan
All employers should be ready to implement strategies to protect their workforce from COVID-19 while ensuring continuity of
operations. During a COVID-19 outbreak, all sick employees should stay home and away from the workplace, respiratory
etiquette and hand hygiene should be encouraged, and routine cleaning of commonly touched surfaces should be performed
regularly.

Employers should:
Ensure the plan is �exible and involve your employees in developing and reviewing your plan.

Conduct a focused discussion or exercise using your plan, to �nd out ahead of time whether the plan has gaps or problems
that need to be corrected.

Share your plan with employees and explain what human resources policies, workplace and leave �exibilities, and pay and
bene�ts will be available to them.

 

https://www.cste.org/page/EpiOnCall
https://www.naccho.org/membership/lhd-directory


Share best practices with other businesses in your communities (especially those in your supply chain), chambers of
commerce, and associations to improve community response e�orts.

Recommendations for an Infectious Disease Outbreak Response Plan:
Identify possible work-related exposure and health risks to your employees. OSHA has more information on how to
protect workers from potential exposures  to COVID-19.

Review human resources policies to make sure that policies and practices are consistent with public health
recommendations and are consistent with existing state and federal workplace laws (for more information on employer
responsibilities, visit the Department of Labor’s  and the Equal Employment Opportunity Commission’s  websites).

Explore whether you can establish policies and practices, such as �exible worksites (e.g., telecommuting) and �exible work
hours (e.g., staggered shifts), to increase the physical distance among employees and between employees and others if
state and local health authorities recommend the use of social distancing strategies. For employees who are able to
telework, supervisors should encourage employees to telework instead of coming into the workplace until symptoms are
completely resolved. Ensure that you have the information technology and infrastructure needed to support multiple
employees who may be able to work from home.

Identify essential business functions, essential jobs or roles, and critical elements within your supply chains (e.g., raw
materials, suppliers, subcontractor services/products, and logistics) required to maintain business operations. Plan for how
your business will operate if there is increasing absenteeism or these supply chains are interrupted.

Set up authorities, triggers, and procedures for activating and terminating the company’s infectious disease outbreak
response plan, altering business operations (e.g., possibly changing or closing operations in a�ected areas), and
transferring business knowledge to key employees. Work closely with your local health o�cials to identify these triggers.

Plan to minimize exposure between employees and also between employees and the public, if public health o�cials call for
social distancing.

Establish a process to communicate information to employees and business partners on your infectious disease outbreak
response plans and latest COVID-19 information. Anticipate employee fear, anxiety, rumors, and misinformation, and plan
communications accordingly.

In some communities, early childhood programs and K-12 schools may be dismissed, particularly if COVID-19 worsens.
Determine how you will operate if absenteeism spikes from increases in sick employees, those who stay home to care for
sick family members, and those who must stay home to watch their children if dismissed from school. Businesses and
other employers should prepare to institute �exible workplace and leave policies for these employees.

Local conditions will in�uence the decisions that public health o�cials make regarding community-level strategies;
employers should take the time now to learn about plans in place in each community where they have a business.

If there is evidence of a COVID-19 outbreak in the US, consider canceling non-essential business travel to additional
countries per travel guidance on the CDC website.

Travel restrictions may be enacted by other countries which may limit the ability of employees to return home if they
become sick while on travel status.

Consider cancelling large work-related meetings or events.

Engage state  and local  health departments to con�rm channels of communication and methods for dissemination
of local outbreak information. When working with your local health department check their available hours.

Resources for more information:

CDC Guidance
COVID-19 Website

What You Need to Know About COVID-19

What to Do If You Are Sick With COVID-19

Interim US Guidance for Risk Assessment and Public Health Management of Persons with Potential Coronavirus Disease
2019 (COVID-19) Exposure in Travel-associated or Community Settings

Health Alert Network



 

 





https://www.osha.gov/SLTC/novel_coronavirus/index.html
http://www.dol.gov/
http://www.eeoc.gov/
https://www.cdc.gov/coronavirus/2019-ncov/travelers/index.html
https://www.cste.org/page/EpiOnCall
https://www.naccho.org/membership/lhd-directory
https://www.cdc.gov/coronavirus/about/index.html
https://www.cdc.gov/coronavirus/2019-ncov/downloads/2019-ncov-factsheet.pdf
https://www.cdc.gov/coronavirus/2019-ncov/downloads/sick-with-2019-nCoV-fact-sheet.pdf
https://www.cdc.gov/coronavirus/2019-ncov/php/risk-assessment.html
https://emergency.cdc.gov/HAN/


Travelers’ Health Website

National Institute for Occupational Safety and Health’s Small Business International Travel Resource Travel Planner

Coronavirus Disease 2019 Recommendations for Ships

Other Federal Agencies and Partners
OSHA Guidance





Page last reviewed: February 26, 2020

https://wwwnc.cdc.gov/travel
https://www.cdc.gov/niosh/docs/2019-165/pdfs/2019-165.pdf?id=10.26616/NIOSHPUB2019165
https://www.cdc.gov/quarantine/maritime/index.html
https://www.osha.gov/SLTC/novel_coronavirus/index.html
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