
Pandemic Policy, Protocol and Response for Return to Work 

 

In order to understand what (INSERT COMPANY NAME) staff needs to do to keep safe and 

healthy during a pandemic, we must first understand the disease. For this policy and protocol, 

we will be addressing the Coronvirus Disease COVID-19. It is a respiratory illness that can 

spread from person to person. It spreads between people who are in close contact with one 

another (as close as 6 feet) and through respiratory droplets produced when an infected person 

coughs or sneezes.  Symptoms can include but are not limited to fever, cough, or difficulty 

breathing, which may appear 2-14 days after exposure. Some individuals have also lost sense of 

smell and/or taste. Early symptoms such as chills, body aches, sore throat, headache, diarrhea, 

nausea/vomiting, and runny nose may be evident.  In addition, some people will remain 

asymptomatic. Therefore, it is imperative that we maintain strict adherence to policy and 

protocol established by (INSERT COMPANY NAME), which will follow CDC and OSHA Guidelines 

set forth for small businesses. 

 

POLICY 

Workplace Coordinator: This individual will be identified by the (COMPANY OFFICER) and will 

be responsible for COVID-19 issues and their impact at the workplace. (NAME) has been named 

coordinator until further notice. 

Leave Policies: (INSERT COMPANY NAME) will be following the CDC guidelines regarding leave 

for allowing sick staff to stay home as non-punitive until they are able to return to work. Return 

to work will be covered under the response section of this document.  In addition, leave policy 

will account for individuals that need to stay home with children if school or childcare is closed 

or to care for sick family members. 

Flexible Schedules: (INSERT COMPANY NAME) will establish a flexible work schedule/staggered 

shifts for in-office staffing. Staff will still be required to work their regular hours and be 

available during such times, whether in the office or telecommuting. An in-office schedule will 

be created and modified as needed to limit employee exposure to each other. 

Outside Vendors: In order to limit exposure to outside vendors/delivery persons, no deliveries 

will be permitted to enter the office. All packages will be left outside the front door and 

retrieved once the delivery person has left. Packages will be disinfected prior to being brought 

into the office. A sign will be posted to notify vendors/delivery persons accordingly. The 

security system will be used only to communicate on an as-needed basis and will be disinfected 

after each use.  



PROTOCOL 

Temperature Monitoring: Staff will be required to take and record their temperature daily, 
maintaining their own records. This will establish a baseline should an individual begin to feel ill. 

Stay Home: Stay home if sick. There is no situation where an individual that is sick will be 
required to come to the office. Should you arrive at work ill or become sick during the day, you 
will be sent home. Illnesses will be reported to the Workplace Coordinator in writing, via email. 

Etiquette: Respiratory etiquette, including covering coughs and sneezes, will be practiced. Staff 
will respect the workplace by wearing a mask in the common areas of the office or when 
speaking with another staff member. Avoid touching your face, nose, mouth, and eyes. 

Social Distancing: Staff will maintain social distancing (6 feet minimum) and will not enter 
anyone’s office. Those working in common areas will not have anyone stand within 6 feet of 
their space.  Foot traffic to/from the front/back of the office will be through the large 
conference room, not through the common area where open workspaces are located. 

Handwashing: (NUMBER OF SINKS) sinks are located in the (INSERT COMPANY NAME) office 
space, specifically (kitchen and bathroom). Both are supplied with soap for handwashing.  
Alcohol-based hand rub containing at least 60% alcohol is also available and located in (INSERT 
LOCATION-S). 

Sharing of Equipment/Supplies: Staff is not permitted to use other’s phones, desks, or other 
work tools (ie: scissors, pens) and equipment (ie: computer). Phones located in common areas 
will not be used. Items that must be shared (ie: copier, microwave) will be wiped down after 
each use using an approved cleaning agent. 

General Cleaning: Regularly cleaning and disinfecting surfaces, equipment, and other elements 
of the work environment will be done on a daily basis by the cleaning company hired by the 
building owner. A copy of their procedures is located on the cabinet above the kitchen sink. 

Reporting: We are all accountable for maintaining proper protocol and following the (INSERT 
COMPANY NAME) policy during this pandemic. We encourage you to report any safety and 
health concerns to the workplace coordinator.  
 
RESPONSE 

COVID-19 Contact, Exposure, Positive or Presumed Positive:  

a. Ensure a medical evaluation is completed.  The employee should contact their 

primary care physician to discuss the symptoms they are experiencing and follow 

any orders given.  

b. Exhibiting COVID-19 Symptoms. The employee must remain at home until he or 

she is symptom free for 72 hours (3 full days) without the use of fever-reducing 

or other symptom-altering medicines (e.g., cough suppressants).  (INSERT 

COMPANY NAME) will similarly require an employee who reports to work with 

symptoms to return home until he or she is symptom free for 72 hours (3 full 

days).   



c. Testing Positive for COVID-19. Employee will be directed to self-quarantine away 

from work.  Employees that test positive and are symptom free may return to 

work when at least 7 days have passed since the date of his or her first positive 

test and have not had a subsequent illness.  Employees who test positive and are 

directed to care for themselves at home may return to work when: (1) at least 72 

hours (3 full days) have passed since recovery; and (2) at least 7 days have passed 

since symptoms first appeared.  Employees who test positive and have been 

hospitalized may return to work when directed to do so by their medical care 

providers.  (INSERT COMPANY NAME) will require an employee to provide 

documentation clearing his or her return to work if they are hospitalized.  

d. Close Contact with an Individual Who Has Tested Positive for COVID-19. 

Employees who have come into close contact with an individual who has tested 

positive for COVID-19 (co-worker or otherwise) will be directed to self-quarantine 

for 14 days from the last date of close contact with that individual.  Close contact 

is defined as 6 feet for a prolonged period of time.  

e. Notification of Others. If (INSERT COMPANY NAME) learns an employee has 

tested positive, we will determine co-workers who may have had close contact 

with the confirmed-positive employee in the prior 14 days and direct those 

individuals who have had close contact with the confirmed-positive employee to 

self-quarantine for 14 days from the last date of close contact with that employee. 

If an employee learns he or she has come into close contact with a confirmed-

positive individual outside of the workplace, he/she must alert the workplace 

coordinator of the close contact and self-quarantine for 14 days from the last date 

of close contact with that individual. 

 

ADDITIONAL INFORMATION 

(NAME OF ADDITIONAL OFFICE LOCATIONS): The above policy, protocol and response will be in 

effect for the additional office locations, as applicable. 

Effective Date: This document will become effective (INSERT EFFECTIVE DATE) and remain in 

effect until otherwise deemed necessary to modify based on federal, state and agency guidelines. 

Any changes will be cause for this document to be redistributed. 

Distribution: This document was distributed (INSERT DISTRIBUTION DATE), via email to (INSERT 

INDIVIDUAL NAMES/DEPARTMENTS). Any additional employees reinstated to work will be 

provided a copy prior to restarting their employment. 

Resources: For additional information pertaining to COVID-19, (INSERT COMPANY NAME) staff is 

encouraged to continually check the ACCNJ COVID-19 page on its website: 

https://ACCNJ.org/covid-19-updates/ or the following websites: (INSERT ADDITIONAL WEBSITES) 

https://accnj.org/covid-19-updates/

