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Agenda 

• COVID-19 Update and Current Knowledge 

• COVID-19 Site Safety Plan Review 

– Organization and Roles 

– Infection Prevention 

– Case Response 

• Site Safety Plan Implementation 

• Q&A 
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A SERIOUS PUBLIC HEALTH ISSUE 

• It requires the PUBLIC to be part of the Solution 

 

• The behaviors of people have greatest impact, and 

often most difficult to manage. 

 

• Recommended Control Measures need to be bundled 

and consistently followed 

 

• The following guidance has been prepared based on 

information from reputable Public Health Agencies 

(e.g. WHO, CDC, OSHA, local agencies) 
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Transmission of COVID-19 

• Mainly person-to-person: 

– Close contact* exposure to respiratory 

droplets produced when an infected person 

coughs, sneezes, talks, etc. 

 

– Transmission from contaminated surfaces is 

suspected, e.g. sharing common items, 

kissing, hugging, shaking hands 

– Asymptomatic carriers may transmit disease. 
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Close Contact per CDC 

• < 6 feet** for >15 minutes*** 

 

 

 **Factors to consider when defining close contact include proximity, the 

duration of exposure and whether the exposure was to a person with 

symptoms. 

***Data are insufficient to precisely define the duration of time that constitutes a 

prolonged exposure.  
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COVID-19 Symptoms – www.CDC.gov 

Symptoms may appear 2-14 days after exposure to the virus. 

• Fever or chills 

• Cough, Shortness of breath or difficulty breathing 

• Fatigue, Muscle or body aches, headache 

• New loss of taste or smell 

• Sore throat, congestion or runny nose 

• Nausea or vomiting, diarrhea 

 

Seek emergency medical attention if: 

• Trouble breathing 

• Persistent pain or pressure in chest 

• New confusion 

• Inability to wake or stay awake 

• Bluish lips or face 
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Disclaimer: 
The information provided in these training slides presents a 

comprehensive summary of the safety plan and are intended as an 
introduction to plan components, implementation and general guidance.  

 

The COVID-19 pandemic is an ongoing, complex and  

rapidly evolving situation. 

  

Employers and employees should regularly monitor publicly available 
information from cognizant sources (WHO, CDC, Cal/OSHA, EPA) and 

follow federal, state and county health department guidance and 
government mandates.  

 

Consult with a medical professional or the CDC website  

regarding symptom-specific guidance 

 

Consult your supervisor or HR department  

for more specific guidance regarding: 
Work activity or Modification 

Leave and Benefits 
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COVID-19 Safety Plan Organization 
Safety / Facilities 

Coordinators 

Core Safety 
Team 

Extended 
Safety Team 

Supervisors 

Employees 

Vendors 

Visitors 

Multi-
Disciplinary 

Collaborative 
Efforts 
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COVID-19 Safety Plan Organization 
Appendix A 
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Roles & Responsibilities  

• The COVID-19 Safety/Facilities Coordinators 

– responsible for implementing the elements of this Site 
Safety Plan 

– Managing and facilitating the COVID-19 Safety Teams  

 

• Core Team  

– monitors current public health guidance, along with 
information regarding program implementation 

– determines how COVID-19 safety will be addressed 
by updating the provisions of this program as 
appropriate. 
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Roles & Responsibilities 

Extended Team: Local/Departmental 

Coordinator 

• representatives from each city building/department 

• bridge between the core team and all employees 

and stakeholders  

• reviews information and program updates provided 

by the core team  

• provides feedback regarding challenges and 

opportunities 
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Roles and Responsibilities 

• Supervisors 
– Implementation of site specific safe work 

practices  

– Complete supervisor training related to this plan 

– Provide area/operation specific training on safe 
work practices 

– Inspecting work areas/operations under their 
responsibility  

– Correct any deficiencies identified 

– Reporting any known or suspected cases to the 
COVID-19 Safety Coordinator and assisting with 
response activities as directed. 
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Roles and Responsibilities 

• Employees 

– Following safe work practices posted 
throughout work operations  

– Reporting hazardous conditions related to 
potential transmission of the COVID-19 virus. 

– Immediately informing their supervisor if they 
exhibit symptoms of COVID-19 or have been 
exposed to known or suspected cases. 

– Do not enter the building if symptomatic or 
exposed to suspect cases.  
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Vendors, Contractors, Temporary 

Workers & Other Non-Employees 

• Persons arranging the work with outside 

parties are responsible for communicating 

the City of Richmond’s expectations 

regarding COVID-19 safety and documenting 

this communication occurred.  

• Provide vendors with the Global Safe Work 

Practices  (Appendix D1) or Site Specific 

Safe Work Practices for areas where they will 

be visiting.  
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Infection Prevention (IP) 

Blue = staff global practices Orange = staff specialized areas 

Green = staff personal spaces Light Purple = public common areas 

Yellow = staff common areas Dark Purple = public specialized areas 
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Safe Work Practices (SWPs) 

• Global Safe Work Practices 

– Applied to all buildings, staff, visitors 

 

• Building/Task Specific Safe Work Practices 

– Based on risk assessment 

 

 

 

Green = staff personal spaces 

Yellow = staff common areas 

Orange = staff specialized areas 

Light Purple = public global practices/common areas 

Dark Purple = public specialized areas 
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SWP Documents (Appendices D and D1) 
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Global Safe Work Practices (Appendix D1) 

Five IP Components: 

1. Physical Distancing 

2. Personal Hygiene 

3. Protective Equipment 

4. Environmental Cleaning 

5. Medical Screening 

 

“Additional Practices” 
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1. Physical Distancing 
• Maintain Physical Distance.  

– at least six feet of distance  

– physical barriers  

• Reduce Need for Physical Interaction. 
– coordinate with your supervisor 

– online interactions 

• Evaluate Work Area Layout.  
– Set occupancy, rearrange/remove furniture, paths of travel, etc. 

• Discontinue Non-Essential In-Person Meetings.  
– limited to essential attendees, 

– short as possible in duration 

– maintaining at least six feet of distancing  

– face coverings. 

• Discontinue Non-Essential Travel.  
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2. Personal Hygiene 

• Hand Hygiene.  

– Hand Wash (soap & water) 

– Hand Rub (sanitizer) 

• Sneezing & Coughing.   

– Cover your mouth and nose (tissue or elbow) 

• Personal Items.  

– viewed as an extension of your hands.  

– avoid placing these items public surfaces 

– clean and disinfect these items frequently. 

 



Copyright © Forensic Analytical Consulting Services, Inc. 

www.ForensicAnalytical.com 

25 

3. Protective Equipment 

• Face Coverings.  
– surgical, paper or cloth masks (launder or dispose of 

frequently) 

– must be worn at all times unless:  
• 1) you are present in a personal workspace (office, cubicle) or 

the outdoor environment; AND  

• 2) no other persons are present or anticipated to be present 
within six feet (30 feet for outdoor).  

• Additional Protective Equipment.  
– Assignment of any other department-specific protective 

equipment (e.g., gloves, face masks, respirators) must be 
coordinated through your supervisor. 

– Any employee voluntarily using an N95 respirator, or 
assigned a respirator for use, must have received approval 
to do so in accordance with the respiratory protection 
program. 
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Environmental Cleaning 

• What to Clean.  
– Frequently touched surfaces  

• e.g. tables, doorknobs, light switches, countertops, handles, 
desks, phones, keyboards, toilets, faucets, and sinks. 

• When to Clean.  
– frequently touched surfaces, daily cleaning/disinfection  

– multiple times a day being generally preferred 

• How to Clean.  
– 1) cleaning a surface to remove dirt and debris, and then  

– 2) use an approved disinfectant to inactivate the virus.  

 

LINKS TO CDC guidance on cleaning/disinfection from the CDC 
and list of EPA-approved disinfectants for SARS-CoV-2 can be 
found in the plan. 
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Medical Screening 

• Symptoms.  
– Employees must conduct a self-check symptom 

screening prior to the start of any workday, regardless 
of telecommute status. 

– Notify your supervisor (via phone/email) and do not 
enter the building if experiencing symptoms of 
COVID-19.  

• Visitors and Vendors will also need to complete the 
screening.  

• Exposure.  
– Employees must notify their supervisor (via phone) 

and not enter the building if they have been in close 
contact or otherwise exposed to a known or 
suspected case of COVID-19.  
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CDC Self 
Screening  
QR Code 

• linked to the CDC 

COVID-19 Self-Check 

online Tool 

• A digital picture file is 

provided in your shared 

folder 

https://www.cdc.gov/coronavirus/2019-

ncov/symptoms-testing/symptoms.html 

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
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Additional Practices 

• Case Incident Response.  
– If a known or suspected case of COVID-19  

• present in the workplace  

• exposed to employees 

– notify your supervisor immediately  

– case incident response assessment 

– notification to affected parties  “contact tracing” 

• Non-Work Activities.  
– Employees are encouraged to apply COVID-19 

precautions similar to these safe work practices to their 
non-work personal activities.  

– Such diligence in and out of the workplace will serve to 
protect co-workers, customers, families and communities 
during this pandemic. 
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Case Response – What do I do? 
Symptomatic  

(per CDC)  

Positive Test or 
Exposure 

•Notify Supervisor 

•Begin Quarantine 

•14 days for 
positive test or 
exposure 

•3 days from 
time symptoms 
resolve 

Initial 
Assessment 

•Safety 
Coordinator 
initiates and 
manages 

Identify 
Period of 
Concern 

•First 
Infectious 

•Incubation 
Period 

•Surface 
Survivability 

Identify People 
and Areas 
Impacted 

•Close 
Contact 

•Prolonged 
Period 
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Response 

Actions 

Communication 

• Notify 
persons 
identified 

• 14-day 
Quarantine 

• Notify 
Worksite 

Work Activity 
Modification 

• Evaluate 
impacted 
work activities 

Enhanced 
Hygiene 

• Increase 
frequency 
of cleaning 
and 
disinfection 

• Cleaning 
Log 

Medical 
Monitoring 

• Consult 
Medical 
Professional 
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Case Response Log 

Document results of assessment 

and response actions taken. 

 

• Table 1 – Disinfection Agents 

• Table 2 – Cleaning Equipment 

and Tools 

• Table 3 – Cleaned and 

Disinfected Items and Surfaces 

• Table 4 – General Site 

Practices and Observations 

• Table 5 – Decontamination 

Station  
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Outside Vendors for Response Action 

• Consult with COVID-19 Safety Coordinator 

• May include: 

– Initial Assessment and Recommendations 

– Qualified Contractor to Perform Cleaning 

– Cleaning & Disinfection Oversight 

– Verification & Validation 

– Formal Report 



Copyright © Forensic Analytical Consulting Services, Inc. 

www.ForensicAnalytical.com 

COVID-19 Site Safety Plan 

Implementation 

35 



Copyright © Forensic Analytical Consulting Services, Inc. 

www.ForensicAnalytical.com 

36 

General Approach - Implementation 

• Educate 

– Training, Meetings, Discussion 

• Reinforce 

– Signage 

• Accountability 

– Cleaning Logs 

– Supervisor Checklists 
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Area-Specific Safe Work Practices 

Same Five Components: 

1. Physical Distancing 

2. Personal Hygiene 

3. Protective Equipment 

4. Environmental Cleaning 

5. Medical Screening 

 

Based on Risk Assessment: 

space use, occupancy, services, etc. 
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Conducting Risk Assessments 

• Templates and 

checklists provided 

for typical scenarios. 

• Can be conducted by 

supervisors or 

facilities staff.  

• Located in shared 

folder – separate 

appendices 

New Item – currently in review 
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Appendix D2 – Decision Diagram for SWPs 

• Single employee 
workspace 

 

• Staff common 
areas 

 

• IP interventions 
able to be 
maintained? 

 

• Public areas 

 

• Specialized public 
areas 
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Example Risk Assessment 

• 450 Civic Center, 2nd Floor 
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• Personal Workstations 

• Employees Disinfect & Restrict Access 

• No face covering until departing 

Green 

• Disinfection by Employees and Utilities 

• Personal Accountability for Shared 
Spaces 

• Max Occupancies 

Yellow 

•Disinfection by Employees and Utilities 

•Restricted Access 

•Face Covering or Additional PPE 

Orange 

•Disinfection by Employees and Utilities 

•Visitor Guidance 

•Max Occupancies 

Light Purple 

• Disinfection by Employees and Utilities 

• Additional Interventions to Manage 
Public 

Dark Purple 

No Public Access 

 

Medical Screening 

prior to starting 

workday 

 

Contact Tracing: 

Work Schedule 

Public Access 

 

Medical Screening 

prior to entering 

facility 

 

Contact Tracing: 

Visitor Logs 

Fa
ce

 C
o

ve
ri

n
gs

 R
eq

u
ir

ed
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Appendix D – Inventory of SWPs 

• Building/task specific 

safe work practices. 

• Color coded safe work 

practices to be 

posted.  

• Organized by 

BUILDING  FLOOR 
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Appendix D 

Attachments 

• CDC and WHO 

signage for entries 

and hand washing 

and sanitizing 

areas. 
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General Guidelines for Signage 

1. Less is More 

2. Give space and time for the reader to take in the 

information 

3. Consistency is key 

4. Ensure that OCCUPANCY and CONTACT information 

is correct 

5. Be patient 

6. Anticipate language barriers*, disabilities*, changing 

guidance and misunderstandings 

(*ADA and language accommodation are an HR 

decision and beyond this scope) 
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Suggested Signage Display:  

Exterior Building Public Entrance Points 

Posting location should be chosen to: 

1. allow public visitor to see prior to entry 

into the facility and 

2. to have time and space to read upon 

entry 

 

Includes the following: 

• Guidance for Visitors SWP Document 

• CDC Face Covering 

• CDC Symptoms 

COVID-19 Safety Plan - DRAFT PRESENTATION 

45 

6/19/2020 
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Signage for proper hand sanitizing 
should be placed near the hand sanitizer 

dispenser. 

Proposed Signage Display:  
Public Common Areas & Lobby/Reception 

Posting location should be chosen to: 
1. allow public visitor to see upon entry to the space 

2. to have time and space to read upon entry 
3. clearly communicate occupancy limits, if applicable 

 
If the layout and design of the lobby/reception area cannot accommodate this, common sense efforts 

should be made to communicate site-specific expectations (e.g. sign-in sheets, distancing, etc.) to 
the visitor. 

 
Includes the following: 
• Area-Specific SWP 
• CDC Face Covering 

• CDC Symptoms 

COVID-19 Safety Plan - DRAFT PRESENTATION 

46 

6/19/2020 

Signage for proper handwashing 

should be placed near the sinks.  

Proposed Signage Display:  

Public Restrooms 
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Proposed Signage Display:  
Public Conference Spaces & Meeting 
Areas 

Posting location should be chosen to: 

1. allow public visitor to see upon entry 

to the space 

2. to have time and space to read 

upon entry 

3. clearly communicate occupancy 

limits, if applicable 

 

COVID-19 Safety Plan - DRAFT PRESENTATION 
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6/19/2020 

Proposed Signage Display:  

Staff Common Areas 

Posting location should be chosen to: 

1. Visible to staff working in the space 

2. Not interfere with daily operations 

3. Clearly communicate occupancy 

limits, if applicable 

 

Includes the following: 

• Area-Specific SWP 

• CDC Face Covering 

• CDC Symptoms 
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Proposed Signage Display:  

Personal Offices and Workspaces 

Posting location should be chosen to: 

1. Not interfere with daily operations 

2. May be more practical to distribute 

SWP documents to staff rather than 

post. 

 

Includes the following: 

• Area Specific SWP Document 

COVID-19 Safety Plan - DRAFT PRESENTATION 
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6/19/2020 

Proposed Signage Display:  

Staff Specialized Areas 

Posting location should be chosen to: 

1. Visible to staff and/vendors 

working in the space 

2. Not interfere with daily operations 

3. Clearly communicate occupancy 

limits, if applicable 

 

Includes the following: 

• Area Specific SWP Document 

• WHO “Handrub” or “Handwash” 

depending on the presence or 

absence of sinks. 
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Additional Guidance for: 

• Assigning paths of travel 

• Placing floor markings 

• Dedicated ingress and egress points 

• Restricted access 

 

• There are no simple, “one-size-fits-all” 

solutions…. 
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Appendix H & I 

• Guidance that can be 

provided to vendors, 

customers and visitors 

to communicate safe 

work practices 
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Appendix E 

• Inspection form 

• Supervisors to document 

compliance with safety 

plan 

 

• Checklists should be 

developed to be 

department specific. 
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Appendix G 

• Cleaning / 

disinfection 

tracking and 

documentation. 



Copyright © Forensic Analytical Consulting Services, Inc. 

www.ForensicAnalytical.com 

54 



Copyright © Forensic Analytical Consulting Services, Inc. 

www.ForensicAnalytical.com 

Thank You! 

Forensic Analytical Consulting Services, Inc. 

Right 

People. 

Right 

Perspective. 

Right 

Now. 
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