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Webinar 101

• You will get a copy of the slides and a recorded 
version of the webinar within about 24 hours

• We would love to hear from you in the polls



Agenda

• Making the Workplace Safe

• Managing Individual Health

• Dealing with a Diagnosis

• Sick Leave Policies and EPSL



Making the Workplace Safe



Personal Hygiene – Masks



Personal Hygiene – Hands
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Surface Hygiene – Cleaning
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Surface Hygiene –
Reducing Touch Points



• Maintain indoor humidity as low as possible, not exceeding 50%, as 
measured with a humidity meter.

• After a prolonged shutdown and before occupants return, buildings should 
be assessed for mold and excess moisture. If detected, clean-up and 
remediation should be conducted before the building is reopened. 

• Building HVAC systems that have not been active for a prolonged period 
should be operated for at least 48 to 72 hours before you reopen.

• If no routine HVAC operation and maintenance program is in place for the 
building, one should be developed and implemented, and it should include 
weekly HVAC checks.

Mitigating Mold



Legionella bacteria can cause a serious type of pneumonia called 
Legionnaires’ disease and a less serious illness called Pontiac fever.

Stagnant or standing water in a plumbing system can increase the risk for 
growth and spread of Legionella and other biofilm-associated bacteria. 

To ensure that your water system is safe to use after a prolonged shutdown, 
the CDC provides 9 steps (flush the system, ensure proper maintenance and 
water temperature, clean water features, etc.)

Search “Coronavirus building water system”

www.cdc.gov/coronavirus/2019-ncov/php/building-water-system.html

Mitigating Legionella

http://www.cdc.gov/coronavirus/2019-ncov/php/building-water-system.html


• Improve central air filtration. 

• Increase the percentage of outdoor air, if outside air is safe.

• Consider using natural ventilation to increase outdoor air dilution of indoor 
air when environmental conditions and building requirements allow.

• Increase total airflow supply to occupied spaces, if possible, and consider 
running the building ventilation system even during unoccupied times.

• Disable demand-control ventilation (DCV) controls that reduce air supply 
based on temperature or occupancy.

• Generate clean-to-less-clean air movement. Have staff work in areas served 
by “clean” ventilation zones that do not include higher-risk areas.

Modifications to Building Ventilation



Modifications for Spaces Open 
to the Public
• Stagger customer flow

• Mark the floor with directional arrows and 
put someone in charge of explaining them

• Remove furniture to reduce capacity and 
create distance and/or install blockades

• Set up touchless pay systems and help 
customers figure out how to use them 

• Provide hand sanitizer at the door



• Allow people to work from home, whether part time or full time

• Stagger shifts if there is production work that allows for it

• If you don’t have set schedules but want to reduce how many people are in 
the office, assign hours (don’t assume just expanding office hours will work)

• Change seating arrangements – send people to empty desks and conference 
rooms, break rooms, unused offices, lobbies, courtyards, etc.

• If you can’t spread people out well enough, install barriers in open work 
areas with plexiglass, plywood, or cardboard

Modifications for Office Spaces



Modifications for Meetings
Figure out how to have meetings online.

• Cisco Webex
• ezTalks
• Google Meet
• GoToMeeting
• Jitsi Meet

• Skype 
• Meet Now
• Starleaf
• Zoom
• Microsoft Teams



Modifications for Meetings
If you simply must have an in-person meeting: 

• Hold it in a large, well-ventilated area

• Set up chairs at least six feet apart, ahead of time

• Ensure that there are obvious, wide pathways so 
people don’t have to dance to get in and out

• Record or simulcast the meeting so those who 
cannot attend in person still get the benefits 
(avoid adverse action under the ADA)



Managing Individual Health



Have Employees Self-Assess 
Before Coming In
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Temperature Taking Best Practices
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If You Take Temperatures



If You Ask About 
Symptoms
• Keep it specific to COVID-19 

• Keep it confidential



Dealing with Anxious Employees

• Explain what you’re doing to keep the workplace safe

• Ensure them that you will continue to adapt and are open to suggestions

• Allow them to wear extra PPE or take extra precautions

• Provide them with links to the latest guidance so they can follow along for 
themselves

• Remind them that if they don’t have special circumstances, fear is not a 
sufficient reason to turn down work



Provide Reasonable Accommodations
The ADA requires reasonable accommodation for employees with 
disabilities and state law may as well. If someone is requesting an 
accommodation because of a disability, you will engage in the interactive 
process and you may ask for a doctor’s note. Consider:

• Recalling an employee last
• Providing unpaid leave 
• Allowing them to work from home
• Allowing or providing additional PPE
• Providing additional hygiene and cleaning breaks

You don’t have to accommodate people who have vulnerable family or 
household members, but you should.



POLLS



Dealing With a COVID-19 Diagnosis



When Can They Return?

Sick employees should talk to their healthcare 
provider to determine when to return. Generally, 
an employee will be okay to return when:

• At least 72 hours have passed since recovery,
defined as resolution of fever without the use 
of medications and improvement in other 
symptoms and,

• At least 10 days (current guidance) have 
passed since symptoms first appeared



Do We Tell Other Employees?



Do Exposed Employees Need to 
Quarantine?



As a Reference Point
Some employees will travel or take risks you don’t 
like. Assuming you don’t want to, or can’t, send them 
home for 14 days, here’s how the CDC suggests 
employees treat critical infrastructure workers who 
they know to have been exposed:

• Pre-screen – temperature and symptom check
• Regular (self) monitoring
• Wear a mask
• Social distance
• Disinfect and clean work spaces



Do We Need to Disinfect or Close 
the Worksite?



CDC Guidance for Disinfecting Areas Used by an 
Employee Diagnosed with COVID-19
• Close off areas used by the person who is sick. 

• Open outside doors and windows to increase air circulation in the area.

• Wait 24 hours before you clean or disinfect. If 24 hours is not feasible, wait as 
long as possible.

• Clean and disinfect all areas and items used by the person who is sick.

• If you need to vacuum, see additional CDC guidance.

• Once area has been appropriately disinfected, it can be opened for use.

• Workers without close contact with the person who is sick can return to work 
immediately after disinfection.

• If more than 7 days since the person who is sick visited or used the facility, 
additional cleaning and disinfection is not necessary.



Sick Leave Policies



Make your sick leave 
policy as standard and 
well-enforced as your 
attendance policy



Change Your Attitude Toward 
Absence

• Train managers and make them 
responsible for sick employees

• If you have attendance incentives for 
individuals or teams, suspend them

• Make your call-out policies reasonable 
so employees don’t show up sick just to 
avoid violating them



Check State and Local Law



EPSL Under the FFCRA: National Sick Leave

• Applies to all private employers with fewer than 500 employees and many 
public employers, regardless of size

• No exception for small employers

• Available to all employees, no matter how long they have been employed

• Employers can take the cost of providing leave right off the top of their 
payroll tax bill

• EPSL must be offered in addition to any other PTO or sick leave offered. 
Employees cannot be required to use other benefits first and employers 
cannot reduce other benefits in response to the Act



EPSL can be used when an employee is unable to work or telework (and the 
employer has work for them currently) due to the following reasons:

1. Employee is subject to a federal, state, or local quarantine or isolation 
order

2. Employee has been advised by health care provider to self-quarantine

3. To seek medical diagnosis for symptoms of COVID-19

4. To care for an individual who qualifies under #1 or #2 

5. To care for child if school or place of care is closed due to COVID-19

EPSL Under the FFCRA: Uses



• Full time employees (40+ hours per week) get 80 hours 

• Part time employees (less than 40 hours per week) get the number of 
hours worked on average over a 2-week period 

• When caring for themselves, employees will receive 100% of their 
regular pay, up to $511 per day and $5,110 total. (Uses 1-3)

• When caring for others, employees will receive 2/3 of their regular pay, 
up to $200 per day and $2,000 total. (Uses 4-5)

• Leave can be taken more than once, but can’t exceed 80 hours

EPSL Under the FFCRA: Duration and Pay



• The employee’s name;
• The date or dates for which leave is requested;
• A statement of the reason the employee is requesting leave; and
• A statement that the employee is unable to work, including by means of 

telework, for such reason.

For a quarantine order or advice, employees should include the name of the 
governmental entity or health care professional advising self-quarantine, and, 
if caring for someone else, that person’s name and relation to the employee.

EPSL Under the FFCRA: Documentation



You Can Do More
Have a policy that allows time off 
for any illness. Limiting the 
spread of all viruses, and allowing 
sick people to recover (e.g., hack 
it out) at home will reduce risk 
and make people feel safer.



Return to 
Work 

Checklist



Quick Start 
Guide: 

Deciding Who 
to Recall from 

Furlough or 
Layoff



Thank You


