Coronavirus Communication
The Coronavirus (COVID-19) has caused much concern amongst employees and
employers. A detailed communication sent to employees outlining the preventative
measures and actions the company is taking to address the concern is our best
recommendation.

Employers should assess their organization’s risk and plan accordingly
Risks/Recommendations to consider:
o

o

o

o

Is your organization open to the general public? If so, how can you mitigate the
spread of germs?
o Consider anti-bacterial stations at entrances and frequently used areas.
Have your restrooms been assessed for employees?
o Provide multiple soap dispensers and tissues in all restrooms and ensure
thorough daily cleanings.
Does your organization have International or US travel?
o Will you suspend travel for a period of time?
o If employees travel for personal reasons to designated “hot zones, will you
require them to self-monitor/self-quarantine?
Do you have a plan if the company is quarantined and remote work is required?
o Identify who can work remote? Contact IT to set up an access portal if
needed.
Note: the above is not a complete a list – your organization must assess
your risks based on your unique circumstances and needs

Please distribute the attached flyers and post in locations to read. If you would like
more posters or information, please contact our office.

Total HR Solutions Team

BUSINESS PANDEMIC INFLUENZA PLANNING CHECKLIST
In the event of pandemic inﬂuenza, businesses will play a key role in protecting employees’ health and safety
as well as limiting the negative impact to the economy and society. Planning for pandemic inﬂuenza is critical.
To assist you in your efforts, the Department of Health and Human Services (HHS) and the Centers for Disease
Control and Prevention (CDC) have developed the following checklist for large businesses. It identiﬁes important,
speciﬁc activities large businesses can do now to prepare, many of which will also help you in other emergencies.
Further information can be found at www.pandemicﬂu.gov and www.cdc.gov/business.

1.1 Plan for the impact of a pandemic on your business:
Completed In Progress Not Started

Identify a pandemic coordinator and/or team with deﬁned roles and responsibilities for preparedness and
response planning. The planning process should include input from labor representatives.
Identify essential employees and other critical inputs (e.g. raw materials, suppliers, sub-contractor services/
products, and logistics) required to maintain business operations by location and function during a pandemic.
Train and prepare ancillary workforce (e.g. contractors, employees in other job titles/descriptions, retirees).
Develop and plan for scenarios likely to result in an increase or decrease in demand for your products
and/or services during a pandemic (e.g. effect of restriction on mass gatherings, need for hygiene
supplies).
Determine potential impact of a pandemic on company business ﬁnancials using multiple possible
scenarios that affect different product lines and/or production sites.
Determine potential impact of a pandemic on business-related domestic and international travel (e.g.
quarantines, border closures).
Find up-to-date, reliable pandemic information from community public health, emergency management,
and other sources and make sustainable links.
Establish an emergency communications plan and revise periodically. This plan includes identiﬁcation of
key contacts (with back-ups), chain of communications (including suppliers and customers), and processes
for tracking and communicating business and employee status.
Implement an exercise/drill to test your plan, and revise periodically.

1.2 Plan for the impact of a pandemic on your employees and customers:
Completed In Progress Not Started

Forecast and allow for employee absences during a pandemic due to factors such as personal illness,
family member illness, community containment measures and quarantines, school and/or business
closures, and public transportation closures.
Implement guidelines to modify the frequency and type of face-to-face contact (e.g. hand-shaking,
seating in meetings, ofﬁce layout, shared workstations) among employees and between employees and
customers (refer to CDC recommendations).
Encourage and track annual inﬂuenza vaccination for employees.
Evaluate employee access to and availability of healthcare services during a pandemic, and improve
services as needed.
Evaluate employee access to and availability of mental health and social services during a pandemic,
including corporate, community, and faith-based resources, and improve services as needed.
Identify employees and key customers with special needs, and incorporate the requirements of such
persons into your preparedness plan.
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1.3 Establish policies to be implemented during a pandemic:
Completed In Progress Not Started

Establish policies for employee compensation and sick-leave absences unique to a pandemic (e.g. non-punitive,
liberal leave), including policies on when a previously ill person is no longer infectious and can return to work
after illness.
Establish policies for ﬂexible worksite (e.g. telecommuting) and ﬂexible work hours (e.g. staggered shifts).
Establish policies for preventing inﬂuenza spread at the worksite (e.g. promoting respiratory hygiene/
cough etiquette, and prompt exclusion of people with inﬂuenza symptoms).
Establish policies for employees who have been exposed to pandemic inﬂuenza, are suspected to be ill,
or become ill at the worksite (e.g. infection control response, immediate mandatory sick leave).
Establish policies for restricting travel to affected geographic areas (consider both domestic and
international sites), evacuating employees working in or near an affected area when an outbreak begins,
and guidance for employees returning from affected areas (refer to CDC travel recommendations).
Set up authorities, triggers, and procedures for activating and terminating the company’s response plan,
altering business operations (e.g. shutting down operations in affected areas), and transferring business
knowledge to key employees.

1.4 Allocate resources to protect your employees and customers during a pandemic:
Completed In Progress Not Started

Provide sufﬁcient and accessible infection control supplies (e.g.hand-hygiene products, tissues and
receptacles for their disposal) in all business locations.
Enhance communications and information technology infrastructures as needed to support employee
telecommuting and remote customer access.
Ensure availability of medical consultation and advice for emergency response.

1.5 Communicate to and educate your employees:
Completed In Progress Not Started

Develop and disseminate programs and materials covering pandemic fundamentals (e.g. signs and
symptoms of inﬂuenza, modes of transmission), personal and family protection and response strategies
(e.g. hand hygiene, coughing/sneezing etiquette, contingency plans).
Anticipate employee fear and anxiety, rumors and misinformation and plan communications
accordingly.
Ensure that communications are culturally and linguistically appropriate.
Disseminate information to employees about your pandemic preparedness and response plan.
Provide information for the at-home care of ill employees and family members.
Develop platforms (e.g. hotlines, dedicated websites) for communicating pandemic status and actions to
employees, vendors, suppliers, and customers inside and outside the worksite in a consistent and timely
way, including redundancies in the emergency contact system.
Identify community sources for timely and accurate pandemic information (domestic and international)
and resources for obtaining counter-measures (e.g. vaccines and antivirals).

1.6 Coordinate with external organizations and help your community:
Completed In Progress Not Started

Collaborate with insurers, health plans, and major local healthcare facilities to share your pandemic
plans and understand their capabilities and plans.
Collaborate with federal, state, and local public health agencies and/or emergency responders to participate in
their planning processes, share your pandemic plans, and understand their capabilities and plans.
Communicate with local and/or state public health agencies and/or emergency responders about the
assets and/or services your business could contribute to the community.
Share best practices with other businesses in your communities, chambers of commerce, and
associations to improve community response efforts.
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Know the facts about coronavirus disease 2019 (COVID-19) and help stop the spread of rumors.
FACT

1

Diseases can make anyone sick
regardless of their race or ethnicity.

You can help stop COVID-19
by knowing the signs
and symptoms:

FACT

4

People of Asian descent, including Chinese
Americans, are not more likely to get COVID-19
than any other American. Help stop fear by
letting people know that being of Asian descent
does not increase the chance of getting or
spreading COVID-19.

• Fever
• Cough
• Shortness of breath
Seek medical advice if you
• Develop symptoms
AND

FACT

2

The risk of getting COVID-19
in the U.S. is currently low.

Some people who live in or have recently
traveled to places where many people have
gotten sick with COVID-19 may be monitored
by health officials to protect their health and
the health of other people in the community.

FACT

3

• Have been in close contact
with a person known to have
COVID-19 or if you live in or have
recently been in an area with
ongoing spread of COVID-19.

Someone who has completed
quarantine or has been released
from isolation does not pose a risk of
infection to other people.

For up-to-date information, visit CDC’s
coronavirus disease 2019 web page.

FACT

5

There are simple things you can
do to help keep yourself and
others healthy.

• Wash your hands often with soap
and water for at least 20 seconds,
especially after blowing your nose,
coughing, or sneezing; going to
the bathroom; and before eating or
preparing food.
• Avoid touching your eyes, nose, and
mouth with unwashed hands.
• Stay home when you are sick.
• Cover your cough or sneeze with a
tissue, then throw the tissue in
the trash.

For more information: www.cdc.gov/COVID19
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What to do if you are sick with
coronavirus disease 2019 (COVID-19)

If you are sick with COVID-19 or suspect you are infected with the virus that causes COVID-19, follow
the steps below to help prevent the disease from spreading to people in your home and community.

Stay home except to get medical care

Clean your hands often

You should restrict activities outside your home, except for
getting medical care. Do not go to work, school, or public areas.
Avoid using public transportation, ride-sharing, or taxis.

Wash your hands often with soap and water for at least 20
seconds. If soap and water are not available, clean your hands
with an alcohol-based hand sanitizer that contains at least 60%
alcohol, covering all surfaces of your hands and rubbing them
together until they feel dry. Soap and water should be used
preferentially if hands are visibly dirty. Avoid touching your
eyes, nose, and mouth with unwashed hands.

Separate yourself from other people and animals in
your home
People: As much as possible, you should stay in a specific room
and away from other people in your home. Also, you should use
a separate bathroom, if available.
Animals: Do not handle pets or other animals while sick. See
COVID-19 and Animals for more information.

Call ahead before visiting your doctor
If you have a medical appointment, call the healthcare provider
and tell them that you have or may have COVID-19. This will
help the healthcare provider’s office take steps to keep other
people from getting infected or exposed.

Wear a facemask
You should wear a facemask when you are around other people
(e.g., sharing a room or vehicle) or pets and before you enter
a healthcare provider’s office. If you are not able to wear a
facemask (for example, because it causes trouble breathing),
then people who live with you should not stay in the same room
with you, or they should wear a facemask if they enter
your room.

Cover your coughs and sneezes
Cover your mouth and nose with a tissue when you cough or
sneeze. Throw used tissues in a lined trash can; immediately
wash your hands with soap and water for at least 20 seconds
or clean your hands with an alcohol-based hand sanitizer that
contains at least 60% alcohol covering all surfaces of your hands
and rubbing them together until they feel dry. Soap and water
should be used preferentially if hands are visibly dirty.

Avoid sharing personal household items
You should not share dishes, drinking glasses, cups, eating
utensils, towels, or bedding with other people or pets in
your home. After using these items, they should be washed
thoroughly with soap and water.

Clean all “high-touch” surfaces every day
High touch surfaces include counters, tabletops, doorknobs,
bathroom fixtures, toilets, phones, keyboards, tablets, and
bedside tables. Also, clean any surfaces that may have blood,
stool, or body fluids on them. Use a household cleaning spray
or wipe, according to the label instructions. Labels contain
instructions for safe and effective use of the cleaning product
including precautions you should take when applying the
product, such as wearing gloves and making sure you have good
ventilation during use of the product.

Monitor your symptoms
Seek prompt medical attention if your illness is worsening (e.g.,
difficulty breathing). Before seeking care, call your healthcare
provider and tell them that you have, or are being evaluated
for, COVID-19. Put on a facemask before you enter the facility.
These steps will help the healthcare provider’s office to keep
other people in the office or waiting room from getting infected
or exposed.
Ask your healthcare provider to call the local or state health
department. Persons who are placed under active monitoring or
facilitated self-monitoring should follow instructions provided
by their local health department or occupational health
professionals, as appropriate.
If you have a medical emergency and need to call 911, notify
the dispatch personnel that you have, or are being evaluated
for COVID-19. If possible, put on a facemask before emergency
medical services arrive.

Discontinuing home isolation
Patients with confirmed COVID-19 should remain under home
isolation precautions until the risk of secondary transmission
to others is thought to be low. The decision to discontinue home
isolation precautions should be made on a case-by-case basis,
in consultation with healthcare providers and state and local
health departments.

For more information: www.cdc.gov/COVID19
CS 314937-D 02/29/2020

STOP THE SPREAD OF GERMS
Help prevent the spread of respiratory diseases like COVID-19.
Avoid close contact with people who are sick.

Cover your cough or sneeze with a tissue,
then throw the tissue
in the trash.

Clean and disinfect frequently
touched objects and surfaces.

Avoid touching your eyes, nose, and mouth.

Stay home when you are sick,
except to get medical care.

Wash your hands often with soap
and water for at least 20 seconds.

For more information: www.cdc.gov/COVID19
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