
COVID-19 Checklist for Employers and Employees 

 

Know the Symptoms of COVID-19 

 Coughing, fever, shortness of breath, and difficulty breathing. 

 Early symptoms may include chills, body aches, sore throat, headache, diarrhea, 

nausea/vomiting, and runny nose.  If you develop a fever and symptoms of respiratory 

illness, DO NOT GO TO WORK and call your health-care provider immediately.  Do the 

same thing if you come into close contact with someone showing these symptoms. 

 

Employer Responsibilities 

 Develop a COVID-19 Exposure Action Plan. 

 Conduct safety meetings (toolbox talks) by phone if possible.  If not, instruct employees to 

maintain 6-feet between each other.  The foreman/supervisor will track attendance verbally 

rather than having employees sign an attendance sheet. 

 Access to the job site and work trailer will be limited to only those necessary for the work. 

 All visitors will be pre-screened to ensure they are not exhibiting symptoms. 

 Employees, contractors, and visitors will be asked to leave the jobsite and return home if 

they are showing symptoms. 

 Provide hand sanitizer and maintain Safety Data Sheets of all disinfectants used on site. 

 Provide protective equipment (PPE) to any employees assigned cleaning/disinfecting tasks. 

 Talk with business partners about your response plans.  Share best practices with other 

businesses in your communities (especially those in your supply chain), chambers of 

commerce, and associations to improve community response efforts. 

 

Employee Responsibilities 

 Become familiar with the Exposure Action Plan and follow all elements of the Plan. 

 Practice good hygiene:  wash hands with soap and water for at least 20 seconds.  If these 

are not available, use alcohol-based hand rub with at least 60% alcohol.  Avoid touching 

your face, eyes, food, etc. with unwashed hands. 

 

Cleaning/Disinfecting Job Sites and Other Protective Measures 

 Clean and disinfect frequently used tools and equipment on a regular basis.  This includes 

other elements of the jobsite where possible.  Employees should regularly do the same in 

their assigned work areas. 

 Clean shared spaces such as trailers and break/lunchrooms at least once per day. 

 Disinfect shared surfaces (door handles, machinery controls, etc.) on a regular basis. 

 Avoid sharing tools with co-workers.  If not, disinfect before and after each use.  

 Arrange for any portable job site toilets be cleaned by the leasing company at least twice 

per week and disinfected on the inside.  

 Trash collected from the jobsite must be changed frequently by someone wearing gloves. 

 

Personal Protective Equipment and Alternate Work Practice Controls 

 Provide and wear the proper PPE. 

 Keep the dust down by using engineering and work practice controls, specifically through 

the use of water delivery and dust collection systems. 
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COVID-19 Toolbox Talk 
 

What is COVID-19? 

 

The novel coronavirus, COVID-19 is one of seven types of known human coronaviruses.  

COVID-19, like the MERS and SARS coronaviruses, likely evolved from a virus previously 

found in animals.  The remaining known coronaviruses cause a significant percentage of colds 

in adults and children, and these are not a serious threat for otherwise healthy adults. 

 

Patients with confirmed COVID-19 infection have reportedly had mild to severe respiratory 

illness with symptoms such as fever, cough, and shortness of breath. 

 

According to the U.S. Department of Health and Human Services/Centers for Disease Control 

and Prevention (“CDC”), Chinese authorities identified an outbreak caused by a novel—or 

new—coronavirus. The virus can cause mild to severe respiratory illness.  The outbreak began 

in Wuhan, Hubei Province, China, and has spread to a growing number of other countries—

including the United States. 

 

How is COVID-19 Spread? 

 

COVID-19, like other viruses, can spread between people.  Infected people can spread 

COVID-19 through their respiratory secretions, especially when they cough or sneeze.  

According to the CDC, spread from person-to-person is most likely among close contacts 

(about 6 feet).  Person-to-person spread is thought to occur mainly via respiratory droplets 

produced when an infected person coughs or sneezes, like how influenza and other respiratory 

pathogens spread.  These droplets can land in the mouths or noses of people who are nearby 

or possibly be inhaled into the lungs.  It is currently unclear if a person can get COVID-19 by 

touching a surface or object that has the virus on it and then touching their own mouth, nose, 

or possibly their eyes. 

 

In assessing potential hazards, employers should consider whether their workers may 

encounter someone infected with COVID-19 in the course of their duties.  Employers should 

also determine if workers could be exposed to environments (e.g., worksites) or materials (e.g., 

laboratory samples, waste) contaminated with the virus. 

 

Depending on the work setting, employers may also rely on identification of sick individuals 

who have signs, symptoms, and/or a history of travel to COVID-19-affected areas that indicate 

potential infection with the virus, in order to help identify exposure risks for workers and 

implement appropriate control measures. 

 

There is much more to learn about the transmissibility, severity, and other features associated 

with COVID-19, and investigations are ongoing. 
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COVID-19 Prevention and Work Practice Controls: 

 
Worker Responsibilities 

 

 Frequently wash your hands with soap and water for at least 20 seconds.  When soap 

and running water are unavailable, use an alcohol-based hand rub with at least 60% 

alcohol. Always wash hands that are visibly soiled. 

 Cover your mouth and nose with a tissue when you cough or sneeze or use the inside 

of your elbow.  

 Avoid touching your eyes, nose, or mouth with unwashed hands. 

 Avoid close contact with people who are sick. 

 Employees who have symptoms (i.e., fever, cough, or shortness of breath) should notify 

their supervisor and stay home—DO NOT GO TO WORK. 

 Sick employees should follow CDC-recommended steps.  Employees should not return 

to work until the criteria to discontinue home isolation are met, in consultation with 

healthcare providers and state and local health departments. 

 

General Job Site / Office Practices 

 

 Clean AND disinfect frequently touched objects and surfaces such as workstations, 

keyboards, telephones, handrails, and doorknobs.  Dirty surfaces can be cleaned with 

soap and water prior to disinfection.  To disinfect, use products that meet EPA’s criteria 

for use against SARS-CoV-2external icon, the cause of COVID-19, and are appropriate 

for the surface. 

 Avoid using other employees’ phones, desks, offices, or other work tools and 

equipment, when possible.  If necessary, clean and disinfect them before and after use. 

 Clean and disinfect frequently used tools and equipment on a regular basis. 

o This includes other elements of the jobsite where possible. 

o Employees should regularly do the same in their assigned work areas. 

 Clean shared spaces such as trailers and break/lunchrooms at least once per day. 

 Disinfect shared surfaces (door handles, machinery controls, etc.) on a regular basis. 

 Avoid sharing tools with co-workers if it can be avoided.  If not, disinfect before and 

after each use.  

 Arrange for any portable job site toilets to be cleaned by the leasing company at least 

twice per week and disinfected on the inside.  

 Any trash collected from the jobsite must be changed frequently by someone wearing 

gloves. 

 In addition to regular PPE for workers engaged in various tasks (fall protection, hard 

hats, hearing protection), employers will also provide: 

o Gloves:  Gloves should be worn at all times while on-site.  The type of glove 

worn should be appropriate to the task.  If gloves are not typically required for 

the task, then any type of glove is acceptable, including latex gloves.  Gloves 

should not be shared if at all possible. 

o Eye protection:  Eye protection should be worn at all times while on-site. 

https://www.cdc.gov/coronavirus/2019-ncov/about/steps-when-sick.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2

