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1.0 SAFETY STATEMENT 

 

The personal safety and health of each employee of our organization is of primary importance.  

We believe that our employees are our most important assets and that their safety at the worksite 

is our greatest responsibility.  The prevention of occupationally induced illnesses is of such 

consequence that it will be given precedence over operating productivity whenever necessary.  

Management will provide all mechanical and physical facilities required for the personal safety 

and health of each of its employees. 

 

To be successful, such a program must embody the proper attitude toward illness prevention on 

the part of corporate management, supervisors, and employees.  It also requires cooperation in all 

safety and health matters, not only between management, supervisors and employees, but also 

between each employee and their fellow workers. 

 

Our concern for the safety and health of all employees is constant.  We expect every person who 

conducts the affairs of our company, no matter in what capacity they function, to accept this 

concern and its responsibility.  Employees are expected to use the safety equipment provided.  

Rules of conduct and rules of safety and health must be observed. 

 

Cooperation between our employees and management in the observance of this policy will ensure 

safe-working conditions and will work to our mutual advantage.  It will also assist in reducing 

workers' compensation costs (direct costs) and reduce jobsite down time, material loss and 

regulatory agency fines (indirect costs). 
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2.0 SAFETY ENFORCEMENT POLICY 

(Company name) believes that this plan is unenforceable without some type of disciplinary 

policy. Our company believes that in order to maintain a safe and healthful workplace, the 

employees must be aware of all company safety and health regulations as they apply to the 

specific job duties required. The following disciplinary policy is in effect for all employees and 

will be applied to all safety and health violations. 

The following steps will be followed unless the seriousness of the violation would dictate going 

directly to another Offense Level. 

NOTICE*  ACTION 
 

First Offense The violating employee may receive a verbal warning or a 

written warning addressed to the employee and a copy placed in 

the employee's file referencing the violation and warning, 

including date and time. 
 

Second Offense Employee will be sent home for the remainder of the work day 

without pay. 
 

Third Offense Disciplinary action up to and including termination. 
 

* Within any consecutive 12-month period. 

The above procedure has been prepared so that there is no question about how violations of rules, 

regulations, and procedures will be handled by management and so that employees will know 

what to expect if they do not comply with the established rules, regulations, and procedures. 

3.0 EMPLOYEE ORIENTATION 

Orientation of new employees, re‐hires, and part‐time employees will begin the first day of 

employment on the new job. This program will provide an introduction of company policies, 

rules and will include a thorough safety and health briefing. 

4.0 WORKER EXPOSURE RISK LEVELS 

Worker risk of occupational exposure to SARS-CoV-2, the virus that causes COVID-19, may 

vary from very high to high, medium, or lower risk. Risk levels are determined as below. 

VERY HIGH EXPOSURE RISK 

Very high exposure risk jobs are those with high potential for exposure to known or suspected 

sources of COVID-19 during specific medical, postmortem, or laboratory procedures. Workers in 

this category include: 

• Health care works performing aerosol-generating procedures on known or suspected 

COVID-19 patients. 
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• Healthcare or laboratory personnel collecting or handling specimens from known or 

suspected COVID-19 patients. 

• Morgue workers performing autopsies, which generally involve aerosol-generating 

procedures, on the bodies of people who are known to have, or suspected of having, 

COVID-19 at the time of their death. 

OUR COMPANY does not identify any positions within the business as a very high 

exposure risk job. 

HIGH EXPOSURE RISK 

High exposure risk jobs are those with high potential for exposure to known or suspected sources 

of COVID-19. Workers in this category include: 

• Healthcare delivery and support staff (e.g., doctors, nurses, and other hospital staff who 

must enter patients’ rooms) exposed to known or suspected COVID-19 patients. (Note: 

when such workers perform aerosol-generating procedures, their exposure risk level 

becomes very high.) 

• Medical transport workers (e.g., ambulance vehicle operators) moving known or 

suspected COVID-19 patients in enclosed vehicles. 

• Mortuary workers involved in preparing (e.g., for burial or cremation) the bodies of 

people who are known to have, or suspected of having, COVID-19 at the time of their 

death. 

(Company Name) does not identify any positions within the business as a high exposure risk 

job. 

MEDIUM EXPOSURE RISK 

Medium exposure risk jobs include those that require frequent and/or close contact with (i.e., 

within 6 feet of) people who may be infected with SARS-CoV-2, but who are not known 

or suspected COVID-19 patients. In areas without ongoing community transmission, workers in 

this risk group may have frequent contact with travelers who may return from international 

locations with widespread COVID-19 transmission. In areas where there is ongoing community 

transmission, workers in this category may have contact be with the general public (e.g., in 

schools, high-population-density work environments, and some high-volume retail settings). 

ENGINEERING CONTROLS 

• Installing physical barriers where feasible.  

ADMINISTRATIVE CONTROLS 

• Offering of face masks to all employees and visitors to contain respiratory secretions 

until they are able leave the workplace (i.e., for medical evaluation/care or to return 

home). 
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• Where appropriate, limiting visitors’ access to the worksite, or restricting access to 
only certain workplace areas. 

• Strategies to minimize face-to-face contact (e.g., phone- or computer-based 

communication, telework). 

PERSONAL PROTECTIVE EQUIPMENT (PPE) 

• Workers with medium exposure may need to wear some combination of gloves, a 

face mask, and/or a face shield or goggles. 

LOWER EXPOSURE RISK (CAUTION) 

Lower exposure risk (caution) jobs are those that do not require contact with people known to be, 

or suspected of being, infected with SARS-CoV-2 nor frequent close contact with (i.e., with 6 

feet of) the general public. Workers in this category have minimal occupational contact with the 

public and other coworkers. 

ENGINEERING CONTROLS 

• Additional engineering controls are not recommended for workers in the lower 

exposure risk group. 

ADMINISTRATIVE CONTROLS 

• (Company Name) will monitor public health communications about COVID-19 

recommendations and ensure that workers have access to information as it is released. 

ENGINEERING CONTROLS 

• Additional PPE is not recommended for workers in the lower exposure risk group. 

Workers will continue to use the PPE, if any, that they would ordinarily use other job 

tasks. 

5.0 SAFE WORK PRACTICES 

Safe work practices are types of administrative controls that include procedures for safe and 

proper work use to reduce the duration, frequency, or intensity of exposure to a hazard. 

(Company Name) will practice the following safe work practices for SARS-CoV-2: 

• Providing resources and a work environment that promotes personal hygiene. 

• Hand soap, alcohol-based hand rubs containing at least 60 percent alcohol, 

disinfectants, and disposable towels for workers to clean their work surfaces will be 

provided. 

• Requiring regular hand washing and use of alcohol-based hand rubs. 

• Hand washing signs will be posted in restrooms and break rooms. 

• Practicing safe distancing by maintaining at least a 6-foot separation between workers. 
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• Staff will disinfect all surfaces, door handles, etc. several times per day. 

• Workers must clean and disinfect their work areas twice per day by wiping down all 

surfaces and high touch objects within their workspace. 

• All meetings must be by phone or Zoom conference, unless otherwise authorized. 

• Workers will be required to wash hands after using the toilet, before eating, and if they 

cough/sneeze into their hands (following the 20-second hand-washing rule). 

• Requiring employees to cough/sneeze into their sleeve, preferably into their elbow. If 

using a tissue, discarding it properly and cleaning/sanitizing their hands immediately. 

• Asking workers to avoid touching their face, particularly eyes, nose, and mouth with their 

hands to prevent from getting infected. 

• If workers find themselves coughing/sneezing on a regular basis, avoiding close physical 

contact with their coworkers and taking extra precautionary measures (such as requesting 

sick leave). 

• Where possible, shifts will be staggered to reduce the number of workers in an area and 

within the facility. 

OUR COMPANY will use every available resource to ensure the safety and well-being of 

workers. 

ISOLATION AND SELF-ISOLATION 

Isolation and self-isolation are for people who are already sick. Isolation and self-isolation 

apply to workers who: 

• Have a positive COVID-19 test 

• Have symptoms of COVID-19 (coughing, shortness of breath, and/or fever). 

• Are getting ill and think they might have COVID-19. Symptoms, especially early on, 

may be mild and feel like a common cold. Symptoms could include a combination of 

cough, body aches, fatigue, and chest tightness. Some people may not develop a fever or 

fever may not appear until several days into the illness. 

• (Company Name) will separate sick workers with a contagious disease from people who 

are not sick. 

• If someone has tested positive for COVID-19 or they develop symptoms of COVID-19, 

including early or mild symptoms, that employee will be asked to remain in isolation 

until: 

• They have had no fever for at least 72 hours (that is three full days of no fever 

without the use of medicine that reduces fevers) 

AND 

• other symptoms have improved (for example, cough or shortness of breath have 

improved) 

AND 
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• At least 7 DAYS have passed since their symptoms first appeared. 

QUARANTINE AND SELF-QUARANTINE 

Quarantine and self-quarantine apply to people who are close contacts of a person who either 

has a positive test or symptoms – even early symptoms – of illness. This includes people who 

are not sick, but who may have been exposed to (in close contact with) someone who is sick. 

This could include members of their household, co-workers, or others who they spent a great 

deal of time with (and are within six feet of for 10 minutes or more). 

• OUR COMPANY will separate workers and restrict their movement through the facility 

if they were exposed to a contagious disease to see if they become sick. This could 

include exposure to a person who has tested positive for COVID-19 or a person with the 

symptoms of COVID-19. 

• Quarantined workers: 

• Stay at home or in another location for 14 days so they do not spread the disease to 

healthy people. 

• Can seek medical treatment from a health care provider. In the case of COVID-19, 

they should CALL a provider or clinic first to get instructions BEFORE going to a 

health care office, hospital, or urgent care. If they have a medical emergency, they 

should tell the 911 dispatcher they are under quarantine for COVID-19. 

WORK FROM HOME 

• Workers who may be feeling ill, but can work, can request to work from home, if 

applicable to their job position. 

• Workers who have recently returned from areas with a high number of COVID-19 cases 

(based on CDC announcements), will be asked to work from home for 14 calendar days 

and return to the office only if they are fully asymptomatic (showing no symptoms). 

Workers will also be asked not to come into physical contact with any colleagues during 

this time. 

• Workers who’ve been in close contact with someone infected by COVID-19, with high 

chances of being infected themselves, can request work to from home, if applicable to 

their job position. Workers will also be asked not to come into physical contact with any 

colleagues during this time. 

• Parents who have to stay at home with children may request to work from home, if 

applicable to their job position. Workers must follow up with their manager or 

departmental supervisor to make arrangements and set expectations. 

• Workers who need to provide care to a family member infected by COVID-19, may 

request to work from home, if applicable to their job position. Workers will only be 

permitted to return to the office 14 calendar days after their family member has fully 

recovered, provided that they’re asymptomatic or have a doctor’s note confirming they 
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don’t have the virus. Workers will also be asked not to come into physical contact with 

any colleagues during this time. 

6.0 PERSONAL PROTECTIVE EQUIPMENT 

In support of the (Company Name) policy of providing employment free from recognized 

hazards, each task will be analyzed for potential exposure to determine employee protective 

equipment requirements. Protective equipment will only be used when the hazard cannot be 

eliminated by other means. Training with be provided to employees to ensure proper use, 

disposal, and fit of PPE used. 

FACE PROTECTION 

Facemasks help limit the spread of germs.  When someone talks, coughs, or sneezes they may 

release tiny drops into the air that can infect others. If someone is ill a face masks can reduce the 

number of germs that the wearer releases and can protect other people from becoming sick.  A 

face mask also protects the wearer’s nose and mouth from splashes or sprays of body fluids. 
Disposable face masks should be used once and then thrown in the trash. Face masks will be 

required to be worn by all employees. Employees who work in an office where they are the only 

worker, may remove their mask. If another worker enters the office, the worker must then put on 

a mask. 

HOW TO PUT ON A FACE MASK 

• Clean your hands with soap and water or hand sanitizer before touching the mask. 

• Remove a mask from the box and make sure there are no obvious tears or holes in 

either side of the mask. 

• Determine which side of the mask is the top. The side of the mask that has a stiff 

bendable edge is the top and is meant to mold to the shape of your nose. 

• Determine which side of the mask is the front. The colored side of the mask is usually 

the front and should face away from you, while the white side touches your face. 

• Follow the instructions below for the type of mask you are using. 

• Face Mask with Ear loops: Hold the mask by the ear loops. Place a loop around 

each ear. 

• Face Mask with Ties: Bring the mask to your nose level and place the ties over 

the crown of your head and secure with a bow. 

• Face Mask with Bands: Hold the mask in your hand with the nosepiece or top of 

the mask at fingertips, allowing the headbands to hang freely below hands. Bring 

the mask to your nose level and pull the top strap over your head so that it rests 

over the crown of your head. Pull the bottom strap over your head so that it rests 

at the nape of your neck. 

• Mold or pinch the stiff edge to the shape of your nose. 

• If using a face mask with ties: Then take the bottom ties, one in each hand, and secure 

with a bow at the nape of your neck. 
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• Pull the bottom of the mask over your mouth and chin. 

 

HOW TO REMOVE A FACE MASK 

• Clean your hands with soap and water or hand sanitizer before touching the mask. 

Avoid touching the front of the mask. The front of the mask is contaminated. Only 

touch the ear loops/ties/band. Follow the instructions below for the type of mask you 

are using. 

• Face Mask with Ear loops: Hold both of the ear loops and gently lift and remove 

the mask. 

• Face Mask with Ties: Untie the bottom bow first then untie the top bow and pull 

the mask away from you as the ties are loosened. 

• Face Mask with Bands: Lift the bottom strap over your headfirst then pull the 

top strap over your head. 

• Throw the mask in the trash. Clean your hands with soap and water or hand sanitizer. 

HAND PROTECTION 

• Appropriate gloves will be worn for the task being performed. Disposable gloves should be 

used once and then thrown in the trash. 

7.0 SUSPECTED/CONFIRMED CORONAVIRUS ILLNESS 

SUSPECTED/CONFIRMED ILLNESS WITHIN WORKPLACE 

• Workers who appear to have symptoms (i.e., fever, cough, or shortness of breath) upon 

arrival to work or who become sick during the day will immediately be separated from other 

workers and visitors and sent home. 

• Should a suspected or confirmed illness within the workplace be found, cleaning and 

disinfection will occur. 

• If surfaces are dirty, they will be cleaned using a detergent or soap and water prior 

to disinfection. 

• For disinfection, diluted household bleach solutions, alcohol solutions with at least 

70 percent alcohol, and common EPA-registered household disinfectants will be 

used. 

• If a worker is confirmed to have COVID-19 infection, fellow workers will be notified of their 

possible exposure to COVID-19 in the workplace but the identity of the infected worker will 

remain confidential. Fellow workers will then be asked to self-monitor for symptoms (i.e., 

fever, cough, or shortness of breath). 

• The worker will then be asked questions from an Infected Employee Questionnaire form. 
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8.0 EMPLOYEE HEALTH SCREENINGS 

Daily Health Screenings 

• All employees and visitors will be required to go through a daily health screening when 

entering a (Company Name) building. 

• Stations will be placed near the entrances of all (Company Name) buildings to perform health 

screenings in the following manner: 

• A designated employee will take the employee/visitor’s temperature using a 
touchless forehead / temporal artery thermometer. 

• If a person has a temperature above 100.4°F, they will be politely asked to 

leave immediately, and if applicable, notify their supervisor. 

• If a person has a temperature of 99.2°F or higher, but less than 100°F will 

be asked to begin self-monitoring their temperature twice a day for a 

minimum of 7 days to determine if their temperature is going up or down. 

• Each person will be asked if they have any of the following symptoms: 

• Fever, Cough, Shortness of breath, Runny nose, Head or body aches, Sore 

throat, Nausea, vomiting, or diarrhea, Loss of taste or smell. 

• People who answer affirmative to a combination of two of any of the 

following, will be politely asked to leave immediately, and if applicable, 

notify their supervisor or person they were here to visit. 

▪ Dry cough, sore throat, and/or shortness of breath. 

• Employees who report symptoms will be referred to the CDPHE Symptom 

Tracker to report symptoms and help public health build a better picture of 

how the novel coronavirus is spreading in Colorado. 

• Recorded temperature and answers to respiratory symptoms questions will be 

documented and the record will be maintained as a private medical record with the 

HR Department. 

• Employees will receive a colored label/wristband to signify they have gone through 

the employee health screening and have not reported symptoms that would require 

them to go home. 

• Colored labels/wristbands will be different for each day. 

o Monday – Blue 

o Tuesday – Red 

o Wednesday – Green 

o Thursday – Orange 

o Friday - Yellow 

• Employees who are sent home, may return to work when: 

• They have had no fever for at least 72 hours (that is three full days of no fever 

without the use of medicine that reduces fevers) 

 

https://intake-app-dot-cdphe-erm.appspot.com/intake-form
https://intake-app-dot-cdphe-erm.appspot.com/intake-form
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AND 

• other symptoms have improved (for example, cough or shortness of breath have 

improved) 

AND 

• At least 7 DAYS have passed since their symptoms first appeared. 

• An employee may return to work earlier if a doctor confirms the cause of the employee’s 
fever and/or other symptoms are not COVID-19 related and releases the employee to return 

to work in writing. 


