
  

 

 

 

 

 

 

 

 

COVID-19 Prevention Program (CPP)  

for Foothill Country Day School 

 



This CPP is designed to control exposures to the SARS-CoV-2 virus  

that may occur in our workplace.  

Date: December 14, 2020 

Authority and Responsibility 

The Facilities and Safety Coordinator and HR Specialist have overall authority and responsibility for 
implementing the provisions of this CPP in our workplace. In addition, all managers and supervisors are 
responsible for implementing and maintaining the CPP in their assigned work areas and for ensuring 
employees receive answers to questions about the program in a language they understand. 

All employees are responsible for using safe work practices, following all directives, policies and procedures, 
and assisting in maintaining a safe work environment. 

Identification and Evaluation of COVID-19 Hazards 

We will implement the following in our workplace: 

 Conduct workplace-specific evaluations using the Appendix A: Identification of COVID-19 Hazards 
form.  

 Evaluate employees’ potential workplace exposures to all persons at, or who may enter, our workplace. 
 Review applicable orders and general and industry-specific guidance from the State of California, 

Cal/OSHA, and the local health department related to COVID-19 hazards and prevention. 
 Evaluate existing COVID-19 prevention controls in our workplace and the need for different or 

additional controls.  
 Conduct periodic inspections using the Appendix B: COVID-19 Inspections form as needed to 

identify unhealthy conditions, work practices, and work procedures related to COVID-19 and to ensure 
compliance with our COVID-19 policies and procedures. 

Employee participation 

Employees are encouraged to participate in the identification and evaluation of COVID-19 hazards by:  
 Reporting any identifiable COVID-19 hazards to the Facilities and Safety Coordinator and or Human 

Resources Specialist. 

Employee screening 
In order to protect the safety of our students, employees, and the school community at large, employees, 
students and visitors will be screened for symptoms of COVID-19 prior to entering campus.  Every individual 
entering campus will be screened daily as follows: 

 Self-screen based on the following symptoms: 
o Fever (defined as 100 degrees F or higher) or chills 
o Cough 
o Shortness of breath or difficulty breathing 
o Fatigue 
o Muscle or body aches 
o Headache 
o New loss of taste or smell 
o Sore throat 
o Congestion or runny nose 



o Nausea or vomiting 
o Diarrhea 
o Contact with a person known to have COVID-19 in the last 14 days 

 Visual observation 
 Temperature scan 

The temperature scan will be performed using a non-invasive contactless infrared thermometer. 
 
Face coverings are required for all employees. In the event of visual observation for signs and symptoms during the 
screening process, a face covering will be worn by the observer and the employee.  

Correction of COVID-19 Hazards 

Unsafe or unhealthy work conditions, practices or procedures will be documented on the Appendix B: 
COVID-19 Inspections form, and corrected in a timely manner based on the severity of the hazards, as 
follows: 

COVID-19 possible hazards will be assessed daily by the Facilities and Safety Coordinator. If there is a 
correction needed the correction will take place immediately. If the correction cannot be made in a timely 
manner that area will be closed until corrections can be completed. Inspection of the COVID-19 hazard 
correction will be examined by the Facilities and Safety Coordinator. Areas similar to the hazard location will 
also be examined to ensure there are no similar hazards located on campus. A follow-up assessment will be 
conducted weekly to make sure that all hazards are corrected. 

Control of COVID-19 Hazards 

Physical Distancing 

Where possible, we ensure at least six feet of physical distancing at all times in our workplace by:  
 Eliminating the need for workers to be in the workplace if they do not hold critical functions that require 

their physical presence on campus (remote work). 
 Reducing the number of persons in an area at one time, including visitors. 
 Visual cues such as signs and floor markings to designate intervals of 6 feet and where employees and others 

should be located or their direction and path of travel. 
 Staggered arrival, departure, work, and break times. 
 Rearranging classrooms, office spaces, and other workstations to decrease the capacity for conferences and 

meetings and to allow for 6 feet between individuals. 

Individuals will be kept as far apart as possible when there are situations where six feet of physical distancing 
cannot be achieved.  

Face Coverings 

We provide clean, undamaged face coverings and ensure they are properly worn by employees over the nose 
and mouth when indoors, and when outdoors and less than six feet away from another person, including 
non-employees, and where required by orders from the California Department of Public Health (CDPH) or 
local health department.   

 
Employees may retrieve disposable face coverings from the Front Office, Facilities & Safety Coordinator, 
Human Resources, or bring their own cloth or disposable face coverings. Cloth face coverings that no longer 
cover the nose and mouth, do not stay on the face, are soiled, or have holes or tears are not acceptable and 
must be discarded.  Cloth face coverings should be washed daily per CDC guidance found at: 
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/how-to-wash-cloth-face-coverings.html.    



 

Employees that encounter non-employees that are not wearing face coverings should inform the individual 
that the School requires all visitors and employees on campus to wear face coverings in compliance with 
public health guidelines and will report repeated incidents to the Facilities and Safety Coordinator. 

The following are exceptions to the use of face coverings in our workplace: 

 When an employee is occupying their own office space if the office door is closed. 

 During designated “mask breaks” when employees and students are physically distanced, not active, and 
not talking. 

 While eating and drinking at the workplace, provided employees are at least six feet apart and there is 
outside air supply to the area, or, if indoors, airflow has been maximized to the greatest extent possible. 

 Employees who cannot wear face coverings due to a medical or mental health condition or disability, or 
who are hearing-impaired or communicating with a hearing-impaired person. Alternatives will be 
considered on a case-by-case basis. 

Engineering controls 

We implement the following measures for situations where we cannot maintain at least six feet between 
individuals:  

Installing physical barriers (such as a plexiglass shield or plastic) that cannot be moved to increase protection 
against airborne particles in spaces where physical distancing between employees and or students is not 
possible. 

We maximize, to the extent feasible, the quantity of outside air for our buildings with mechanical or natural 
ventilation systems by:  

 
 Maintaining the School’s ventilation systems, air filters, and HVAC systems and maximizing the central air 

filtration for HVAC systems with a targeted filter rating of at least MERV 13.  The School will also increase 
circulation of outdoor air by opening windows and doors to the extent possible and safe. 

 In circumstances where the amount of outside air needs to be minimized due to other hazards, such as 
smoke or heat, the individuals occupying that space will be moved to an area with higher ceilings. A portable 
air purifier and fan will be brought into that space. Masks will be always be worn. Surface areas will be 
wiped down frequently and hand sanitizer use will be increased.  

 The ventilation system will be properly maintained and adjusted by servicing all units quarterly. All units 
being used will have at least a MERV-13 filter.  

 

Cleaning and disinfecting 

We implement the following cleaning and disinfection measures for frequently touched surfaces:  
 

 Each school day and workday, the School will clean and disinfect with an appropriate disinfectant frequently 
touched hard and non-porous surfaces or objects, such as glass, metal, or plastic, within the School’s 
buildings, facilities, grounds, and vehicles.  Adequate time for cleaning is ensured by completing disinfecting 
at designated cleaning intervals in concordance with the School’s cleaning schedule. 

 The School will clean and disinfect restrooms and all restroom surfaces frequently throughout the school 
day and workday. 

 The School created a COVID-19 Addendum and provided training to inform employees that they must 
clean and disinfect all frequently touched surfaces and objects the employee comes into contact with after 
the employee touches the surface or object in a common space, including, but not limited to, breakrooms, 
classrooms, copy rooms, restrooms, and communal areas.   



 The School created a COVID-19 Addendum and provided training to inform classroom teachers that they 
must clean and disinfect frequently touched surfaces and objects in the classroom between student use, 
including, but not limited to, desks and tables, chairs and other seating, computers and keyboards, 
doorknobs, light switches, and any other surface or object in the classroom touched or used by students.  

 The School will clean and disinfect the school kitchen, tables, and other locations where meals are prepared 
and eaten regularly.  The School will also clean and disinfect surfaces frequently touched by students in and 
outside of the kitchen and outdoor eating areas, including, but not limited to, tables, chairs, and carts 
between each meal service time during the school day. 

 The School will use, and will provide for use, soap, water, and cleaning and disinfectant products approved 
for use against COVID-19, on the Environmental Protection Agency (EPA) “List N: Disinfectants for Use 
Against SARS-CoV-2” (“List N”) labeled to be effective against emerging viral pathogens.  The School will 
make efforts to select and make available cleaning and disinfectant products on List N with asthma-safe 
ingredients, such as hydrogen peroxide, citric acid, or lactic acid, and will avoid products that mix hydrogen 
peroxide, citric acid, or lactic acid with peroxyacetic (peracetic) acid, sodium hypochlorite (bleach), or 
quaternary ammonium compounds, which can cause asthma.   

 

Should we have a COVID-19 case in our workplace, we will implement the following procedures:  

 
 Close all areas of the campus the individual used or visited and wait 24 hours before the Facilities Team 

disinfects the areas.  An outside cleaning service, Coverall, will be scheduled to conduct a deep COVID-19 
professional clean in those areas before the space(s) are re-opened. The Facilities Team and Coverall will use 
disinfectants from the Environmental Protection Agency (EPA)  “List N: Disinfectants for Use Against 
SARS-CoV-2” and will wear appropriate PPE while cleaning and disinfecting the areas.  If the cleaning and 
disinfection is performed by the Facilities Team the School will provide PPE. The School will prohibit 
anyone from entering the areas until after they have been cleaned and disinfected.  The School will also 
clean and disinfect any surfaces or objects touched by the individual. 

 Our outside cleaning service, Coverall, completed a certification program on proper cleaning and 
disinfecting protocols and procedures and use of protective equipment (PPE) in the event of a possible 
COVID-19 exposure. The Facilities Team completed training on protocols and procedures for daily 
cleaning and disinfecting including the use of electrostatic sprayers and proper use of PPE while performing 
such duties. 

Shared tools, equipment and personal protective equipment (PPE) 
 PPE must not be shared, e.g., gloves, goggles and face shields. 
 Items that employees come in regular physical contact with, such as phones, desks, keyboards, and writing 

materials must not be shared, to the extent feasible. Where there must be sharing, employees must disinfect 
the items with disinfectant wipes after use.  

 Additionally, each workday, the School will clean and disinfect potentially shared objects and equipment 
such as tables, phones, desks, keyboards, file cabinets and shelves with an appropriate disinfectant.   

 Classroom teachers must avoid the sharing of objects, supplies, and equipment, such as toys, games, art 
supplies, electronic devices, books, and learning aids between students to the extent practicable.  When 
certain objects, supplies, or equipment must be shared between students, classroom teachers must clean and 
disinfect those items between uses. 

 The School will clean and disinfect School vehicles, including all frequently touched surfaces within School 
vehicles.  Employees must clean and disinfect all frequently touched surfaces and objects within a School 
vehicle before and after use of the vehicle.  Examples of frequently touched surfaces within School vehicles 
include, but are not limited to, door handles, seatbelts, seats, steering wheels, and window buttons.  The 



School will provide hand sanitizer, effective disinfectant, such as disposable wipes, and a no-touch trashcan 
in each School vehicle and provide appropriate PPE so employees can complete these responsibilities.    

 Sharing of vehicles will be minimized to the extent feasible, and high-touch points (for example, steering 
wheel, door handles, seatbelt buckles, armrests, shifter, etc.) will be disinfected between users. 

Hand sanitizing 

In order to implement effective hand sanitizing procedures, we: 
 Provide soap and water, disposable wipes, hand sanitizer (that does not contain methanol and contains at 

least 60 percent ethyl alcohol), or other effective disinfectant as well as tissues and paper towels near each 
entrance of any School building and classroom or facility, at each COVID-19 symptom screening location, 
in School vehicles, and in other appropriate areas on campus for use by students, employees, and visitors for 
hand-washing and other healthy hygiene practices. 

 Require all employees who pass the screening requirements and enter campus to wash or sanitize their 
hands prior to entering their worksites and/or classrooms. 

 Require employees to wash their hands (for a minimum of 20 seconds) or use hand sanitizer when a 
handwashing station is not available regularly, especially when entering the classroom in the mornings, 
before/after eating, after recess, after using the restroom, and after coughing into one’s hands or blowing 
one’s nose. Handwashing should be conducted every 90 minutes throughout the day. 

 Provide hand sanitizer in all classrooms that do not have sinks with soap and water, and notify employees 
using hand sanitizer to rub it into their hands until it is completely dry.   

 Encourage teachers and staff to build routines for washing of hands upon entering and leaving the 
classroom or other campus space. 

 Ensure proper functionality and assessment of handwashing facilities. 

Personal protective equipment (PPE) used to control employees’ exposure to COVID-19 

We evaluate the need for PPE (such as gloves, goggles, and face shields) as required by CCR Title 8, section 
3380, and provide such PPE as needed. 

When it comes to respiratory protection, we evaluate the need in accordance with CCR Title 8 section 5144 
when the physical distancing requirements are not feasible or maintained. 

Investigating and Responding to COVID-19 Cases 

This will be accomplished by using the Appendix C: Investigating COVID-19 Cases form.  

Employees who had potential COVID-19 exposure in our workplace will be: 
 Contacted by Human Resources and offered COVID-19 testing onsite at no cost during their work hours. 
 Provided with the information on benefits described in Training and Instruction, and Exclusion of COVID-

19 Cases, below. 

System for Communicating 

Our goal is to ensure that we have effective two-way communication with our employees, in a form they can 
readily understand, and that it includes the following information: 

 Employees should report COVID-19 symptoms to their supervisor, Health Coordinator, and or Human 
Resources by phone or e-mail. Employees should report COVID-19 possible hazards to the Facilities and 
Safety Coordinator by phone or e-mail.  

 Employees can report symptoms and hazards without fear of reprisal. 
 Our procedures or policies for accommodating employees with medical or other conditions that put them at 

increased risk of severe COVID-19 illness are outlined in our Accommodation of Employees at High-Risk 



of Severe Illness from COVID-19 Policy, which is located in the COVID-19 Addendum of the Employee 
Handbook. 

 All employees working on campus where students are present are required to take a COVID-19 test 
biweekly. Testing is conducted weekly on campus and is available to all other employees on a voluntary 
basis. Information on alternative testing sites provided through Los Angeles, Orange, and San Bernardino 
counties has been communicated to employees to ensure employees have ample options and resources to 
get tested.   

 In the event of workplace exposure to COVID-19 or an outbreak, all employees that were potentially 
exposed will be required to take a COVID-19 test. The Health Coordinator, Human Resources Specialist, or 
Corporate Officer will contact all potentially affected employees and will provide a COVID-19 test at no 
cost to the employee during work hours.  

 We will follow all steps to execute the School’s Exposure Management Plan which includes isolation of 
cases, identification of persons exposed to cases, immediate quarantine of exposed employees and/or 
students, access to testing for all exposed individuals within the school, reporting COVID-19 exposures to 
the DPH, and following home isolation instructions. 

 In the event of multiple COVID-19 infections and COVID-19 outbreaks, all employees in the exposed 
workplace will be tested and then tested again one week later. After the first two COVID-19 tests, 
continuous COVID-19 testing will be provided to employees who remain at the workplace at least once per 
week until there are no new COVID-19 cases detected in the workplace for a 14-day period. 

 Information about COVID-19 hazards employees (including other employers and individuals in contact 
with our workplace) may be exposed to, what is being done to control those hazards, and our COVID-19 
policies and procedures are outlined in the School’s COVID-19 Prevention Program and COVID-19 
Addendum in the Employee Handbook. 

Training and Instruction 

We will provide effective training and instruction that includes: 
 Our COVID-19 policies and procedures to protect employees from COVID-19 hazards. 
 Information regarding COVID-19-related benefits to which the employee may be entitled under applicable 

federal, state, or local laws.  
 The fact that: 

o COVID-19 is an infectious disease that can be spread through the air. 
o COVID-19 may be transmitted when a person touches a contaminated object and then touches 

their eyes, nose, or mouth. 
o An infectious person may have no symptoms. 

 Methods of physical distancing of at least six feet and the importance of combining physical distancing with 
the wearing of face coverings. 

 The fact that particles containing the virus can travel more than six feet, especially indoors, so physical 
distancing must be combined with other controls, including face coverings and hand hygiene, to be 
effective. 

 The importance of frequent hand washing with soap and water for at least 20 seconds and using hand 
sanitizer when employees do not have immediate access to a sink or hand washing facility, and that hand 
sanitizer does not work if the hands are soiled. 

 Proper use of face coverings and the fact that face coverings are not respiratory protective equipment - face 
coverings are intended to primarily protect other individuals from the wearer of the face covering. 

 COVID-19 symptoms, and the importance of obtaining a COVID-19 test and not coming to work if the 
employee has COVID-19 symptoms. 



 Requirement of written verification of clearance from a physician if employee or family member travels 
outside of the U.S. to countries with active community transmission or domestic “hot spots” outside of 
their normal living spaces. 

 COVID-19 symptom screening policy prior to entering campus and exclusion from worksite based on 
symptoms of COVID-19. 

 Protocols for employee cleaning and disinfecting responsibilities of highly touched surfaces and equipment, 
including uses and provisions of cleaning and disinfectant products. 

 Following directional signage and markings posted throughout campus for flow of traffic and physical 
distancing. 

 

Appendix D: COVID-19 Training Roster will be used to document this training. 

Exclusion of COVID-19 Cases 

Where we have a COVID-19 case in our workplace, we will limit transmission by: 
 Ensuring that COVID-19 cases are excluded from the workplace until our return-to-work requirements are 

met. 
 Excluding employees with COVID-19 exposure from the workplace for 14 days after the last known 

COVID-19 exposure to a COVID-19 case. 
 Continuing and maintaining an employee’s earnings, seniority, and all other employee rights and benefits 

whenever we’ve demonstrated that the COVID-19 exposure is work related. This will be accomplished by 
placing eligible employees on Emergency Paid Sick Leave as long as this provision is applicable to 
employers, employer-provided sick leave benefits, and payments from public sources where permitted by 
law and when not covered by workers’ compensation.     

 Providing employees at the time of exclusion with information on available benefits. 

Reporting, Recordkeeping, and Access 

It is our policy to: 
 Report information about COVID-19 cases at our workplace to the local health department whenever 

required by law, and provide any related information requested by the local health department. 
 Report immediately to Cal/OSHA any COVID-19-related serious illnesses or death, as defined under CCR 

Title 8 section 330(h), of an employee occurring in our place of employment or in connection with any 
employment. 

 Maintain records of the steps taken to implement our written COVID-19 Prevention Program in 
accordance with CCR Title 8 section 3203(b). 

 Make our written COVID-19 Prevention Program available at the workplace to employees, authorized 
employee representatives, and to representatives of Cal/OSHA immediately upon request. 

 Use the Appendix C: Investigating COVID-19 Cases form to keep a record of and track all COVID-19 
cases. The information will be made available to employees, authorized employee representatives, or as 
otherwise required by law, with personal identifying information removed. 

Return-to-Work Criteria 
At School Symptoms Response: 

 If an employee displays signs or symptoms of possible COVID-19 infection, they will be moved to an 
isolation room. Employees should see a physician and be evaluated for COVID-19 in these circumstances. 



If a negative test result for COVID-19 is obtained OR a noncontagious and non-respiratory source of 
infection is verified by a physician, an employee may return to school if all the following criteria are met: 

o  Fever-free (lower than 100 °F/38 °C) for 72 hours 
o No medication taken to reduce fever or pain 
o Improving symptoms AND 
o Written verification by a physician of non-contagious and non-respiratory source of infection 

 If a positive test result for COVID-19 is obtained OR no test is obtained, an employee may return to school 
if all the following criteria are met: 

o 10 Days after symptom onset (not test date) 
o Fever-free (lower than 100 °F/38 °C) for 72 hours 
o No medication taken to reduce fever or pain 
o Improving symptoms AND 
o Written verification by a physician that the above criteria have been met 

 
Outside of School Exposure to COVID-19 
 If symptoms develop, an employee may return to school: 

o 10 Days after symptom onset (not test date) 
o Fever-free (lower than 100 °F/38 °C) for 72 hours 
o No medication taken to reduce fever or pain 
o Improving symptoms 
o Verification by a physician that the above criteria have been met 

 If an employee is unable to isolate from a positive family member: 
o Isolation away from school 10-14 days from date of onset of family members symptoms 
o If no symptoms in family member, employee is required to isolate 10-14 days from family member’s 

COVID-positive test 
o Verification by a physician that above criteria have been met 

 

Reviewed By: Danielle Witten 
Director of Finance and Operations 



 

Appendix A: Identification of COVID-19 Hazards 

All persons, regardless of symptoms or negative COVID-19 test results, will be considered potentially infectious.  
Particular attention will be paid to areas where people may congregate or come in contact with one another, 
regardless of whether employees are performing an assigned work task or not. For example:  meetings, entrances, 
bathrooms, hallways, aisles, walkways, elevators, break or eating areas, cool-down areas, and waiting areas. 

Evaluation of potential workplace exposure will be to all persons at the workplace or who may enter the 
workplace, including coworkers, employees of other entities, members of the public, customers or clients, and 
independent contractors. We will consider how employees and other persons enter, leave, and travel through the 
workplace, in addition to addressing fixed work locations. 

Person conducting the evaluation: Facilities and Safety Coordinator (Brianne Runnells) 

Date: December 14, 2020 

Name(s) of employee and authorized employee representative that participated: Mike Silva, Danielle 
Witten, Katherine Torres, and Brianne Runnells. 

Interaction, area, activity, 
work task, process, 
equipment, and material that 
potentially exposes 
employees to COVID-19 
hazards 

Places and times 

Potential for COVID-19 
exposures and employees 
affected, including members of 
the public and employees of 
other employers 

Existing and/or 
additional COVID-19 
prevention controls, 
including barriers, 
partitions, and 
ventilation 

 
Front Office  

This is the main 
entrance of the school. 
Used weekdays 6:30 
AM – 7:30 PM.  

All employees, vendors, outside 
contractors, and mail personnel 

Plexi glass barriers, social 
distancing markers, hand 
sanitizer, Clorox wipes, 
enhanced cleaning 
procedures, signage, MERV-
13 air filters, required masks 
upon entry 

Restrooms Weekdays 6:30 AM – 
7:30 AM 

All employees and students Signage, enhanced cleaning 
protocols, MERV-13 air 
filters, hand sanitizer, and 
sink, soap and water 

Lounges Weekdays 6:30 AM – 
4:00 PM 

All employees and outside cleaning 
companies 

Signage, enhanced cleaning 
protocols, MERV-13 air 
filters, hand sanitizer, sinks, 
soap and water, Clorox wipes, 
Lysol disinfecting spray, 
masks 

Sick Rooms Weekdays 6:30 AM – 
7:30 PM 

All employees and outside cleaning 
companies 

Signage, enhanced cleaning 
protocols, MERV-13 air 
filters, hand sanitizer, sink, 
soap and water, Clorox wipes, 
Lysol disinfecting spray 

Classrooms Weekdays 6:30 AM – 
7:30 PM 

Teachers, students, facilities staff, 
outside cleaning companies, and 
occasional vendors when needed 

Signage, social distancing, 
plexiglass barriers, MERV-13 
air filters, hand sanitizer, 
enhanced cleaning procedures 



Interaction, area, activity, 
work task, process, 
equipment, and material that 
potentially exposes 
employees to COVID-19 
hazards 

Places and times 

Potential for COVID-19 
exposures and employees 
affected, including members of 
the public and employees of 
other employers 

Existing and/or 
additional COVID-19 
prevention controls, 
including barriers, 
partitions, and 
ventilation 

Warming Kitchen Weekdays 6:30 AM – 
7:30 PM 

Facilities staff, outside cleaning 
companies 

Signage, hand sanitizer, sink, 
soap and water, masks, 
enhanced cleaning protocols 

Kitchen Weekdays 8:30 AM – 
7:30 PM 

Kitchen staff, facilities staff, 
occasional vendors, delivery 
personnel, outside cleaning 
companies 

Signage, hand sanitizer, sink, 
soap and water, MERV-13 air 
filters, social distancing, 
masks required, enhanced 
cleaning protocols, individual 
servings 

Play Structure Weekdays 9:30 AM – 
2:30 PM 

Faculty, facilities staff, and students Signage, free flowing air, 
required masks, hand 
sanitizing station, social 
distancing, increased cleaning 
protocols 

Lunch tables Weekdays 9:30 AM – 
2:30 PM 

Employees and students Signage, free flowing air, 
social distancing, increased 
cleaning protocols 

High touch surfaces Weekdays 6:30 AM – 
7:30 PM 

Employees, students, mail and 
delivery personnel, vendors, and 
outside cleaning companies,  

Increased cleaning protocols, 
frequent wipe-downs, offered 
hand sanitizer, and signage 



Appendix B: COVID-19 Inspections 

Date:  

Name of person conducting the inspection:  

Work location evaluated:  

Exposure Controls Status 
Person Assigned to 

Correct 
Date Corrected 

Engineering    

Barriers/partitions    

Ventilation (amount of fresh air and 
filtration maximized) 

   

Additional room air filtration    

[add any additional controls your workplace is using]    

[add any additional controls your workplace is using]    

Administrative    

Physical distancing    

Surface cleaning and disinfection 
(frequently enough and adequate 

supplies) 

   

Hand washing facilities (adequate 
numbers and supplies) 

   

Disinfecting and hand sanitizing solutions 
being used according to manufacturer instructions 

   

[add any additional controls  
your workplace is using] 

   

[add any additional controls  
your workplace is using] 

   

PPE (not shared, available and being worn)    

Face coverings (cleaned sufficiently often)    

Gloves    

Face shields/goggles    

Respiratory protection    

[add any additional controls  
your workplace is using] 

   



Appendix C: Investigating COVID-19 Cases 

All personal identifying information of COVID-19 cases or symptoms will be kept confidential. All COVID-19 
testing or related medical services provided by us will be provided in a manner that ensures the confidentiality 
of employees, with the exception of unredacted information on COVID-19 cases that will be provided 
immediately upon request to the local health department, CDPH, Cal/OSHA, the National Institute for 
Occupational Safety and Health (NIOSH), or as otherwise required by law. 

All employees’ medical records will also be kept confidential and not disclosed or reported without the employee’s 
express written consent to any person within or outside the workplace, with the following exceptions: (1) 
Unredacted medical records provided to the local health department, CDPH, Cal/OSHA, NIOSH, or as otherwise 
required by law immediately upon request; and (2) Records that do not contain individually identifiable medical 
information or from which individually identifiable medical information has been removed. 

Date:  
Name of person conducting the investigation:  

COVI9 Case Investigation Information 

Employee (or non-
employee*) name: 

 Occupation (if non-
employee, why they were 

in the workplace): 

 

Location where employee 
worked (or non-employee 

was present in the 
workplace): 

 
Date investigation was 

initiated: 
 

Was COVID-19 test 
offered? 

 

Name(s) of staff involved 
in the investigation: 

 

Date and time the 
COVID-19 case was last 

present in the workplace: 

 Date of the positive or 
negative test and/or 

diagnosis: 

 

Date the case first had one 
or more COVID-19 

symptoms: 

 Information received 
regarding COVID-19 test 

results and onset of 
symptoms (attach 

documentation): 

 

Results of the evaluation 
of the COVID-19 case 

and all locations at the 
workplace that may have 

been visited by the 
COVID-19 case during 
the high-risk exposure 

period, and who may 
have been exposed 
(attach additional 

information): 

 



 
 
Notice given (within one business day, in a way that does not reveal any personal identifying information of the 
COVID-19 case) of the potential COVID-19 exposure to: 

All employees who may 
have had COVID-19 

exposure and their 
authorized 

representatives. 

Date:  

Names of employees that 
were notified: 

 

Independent contractors 
and other employers 

present at the workplace 
during the high-risk 

exposure period. 

Date:  

Names of individuals that 
were notified: 

 

What were the workplace 
conditions that could have 

contributed to the risk of 
COVID-19 exposure? 

 What could be done to 
reduce exposure to 

COVID-19? 

 

Was local health 
department notified? 

 
 

Date: 
 

 

*Should an employer be made aware of a non-employee infection source COVID-19 status.



Appendix D: COVID-19 Training Roster 

Date:  

Person that conducted the training:  

Employee Name Signature 

  

  

  

  

  

  

  

  

  

  

 


