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COVID-19 Policy – May 1, 2020 Update


Please read this complete document and be aware the policy may change as we adapt to this fluid situation.  We appreciate your cooperation.  These policies are strictly limited to the current Covid-19 pandemic.

Return to Work Policy 

Daily Practice

1. Each office leadership will set the target office opening date. 
2. Employees that have concerns about returning to work on the selected date shall discuss their concerns with head of their office. Based on the individual person’s circumstances the leadership will try make temporary accommodations as appropriate. 
3. Any employee with symptoms of sickness should not report to work or they will be sent home. No exceptions.
4. If an employee is confirmed to have COVID-19, ASE/ASC will inform all employees of exposure (employee will not be identified) and follow CDC guidelines for office shut-down and cleaning.
5. Daily temperature screenings will be taken of staff when they report to work.

·         Each office will receive a forehead thermometer for daily temperature checks.

·         Those with temperatures over 100.4 (per CDC) will not be permitted to enter the office – no exceptions.
6. Employees who have symptoms of acute respiratory illness are required to stay home and may not come to the office until they are free of fever (100.4° F [37.8° C] or greater using an oral thermometer), signs of a fever, and any other symptoms for at least 24 hours, without the use of fever-reducing or other symptom-altering medicines (e.g. cough suppressants). If you contract Covid-19, or are directly exposed to someone diagnosed with Covid-19, you may not come to the office until either you are advised that you are no longer contagious or fourteen (14) days have passed since your direct exposure.
7. Employees who have a sick family member in their home meeting the above description are required to stay home.

8. Should you be required to go to a construction site – We will be following the applicable standards from The Builders Association – COVID-19 Recommended Best Practices for Construction Jobsites. 

9. Should you need to go to any healthcare facility or other facility that may pose an elevated risk, you shall contact the facility ahead of time to determine their Covid-19 policies to ensure compliance.  Due to shortages of publicly available PPE, the facility should provide any PPE required or recommended by their policies.  Should the appropriate PPE not be available, you are not to enter the facility.

10. ASC will temporarily waive the negative 16-hour PTO cap related to Covid-19 issues.

11. ASC will observe and comply with the Families First Coronavirus Response Act (FFCRA). 
Social Distancing Measures

1. Where appropriate, mechanical systems will be adjusted to increase ventilation and filtration. Workspace separation will be maximized within the space, including:

a. Moving furniture & workstations to provide separation.

b. Install plexiglass dividers between desks

c. This work will be completed prior to the teams return

2. Conduct internal and external meetings over Teams/GoTo Meeting/Zoom, etc. to the greatest extent possible.
a. All employees to have headphones to reduce disruption of other staff.
b. Number of people in conference rooms shall be limited to the maximum number posted at each conf room (per office) to maintain social distancing requirements. 
3. Shut down use of conference rooms except for HR related matters. If we need to use for HR, utilize masks while in room and wipe off surfaces after.

4. Shut down the office to all visitors.  Meetings will be over Go to Meeting or Teams until further notice.

5. Train associates on requirements of social distancing while at construction / project sites.

 

Shared Facility Usage

1. Everyone must wear masks if not seated at their desk.

2. Employees are discouraged from using shared supplies, computers, etc. (Clorox wipes will be placed at the printer / plotter.)

3. IT personnel are encouraged to wear gloves if they have to work on someone’s computer.

4. Restroom

a. Masks to be worn.

b. Employees are encouraged to use paper towels, etc. to touch all surfaces.

c. Janitor/office cleaning staff will regularly clean, but everyone is to wash and have good hygiene.

d. Trash receptacles will be placed on the outside of the bathroom so that paper towels can be thrown away upon exit.

5. Breakroom/Pantry Area.

a. Masks must be worn. It is recommended to only use the area as needed for beverages and lunch storage.

b. Number of employees in the breakroom shall be limited to the maximum number posted (per office) to maintain social distancing requirements. 
c. Shared food is not permitted per CDC guidelines

d. Sanitizing wipes will be placed in breakroom.  Employees are to wipe surfaces they touched, after use.

 

Additional Hygiene / Cleaning Items

1. Sanitizer bottles will be placed throughout office.  Employees should regularly sanitize their hands throughout the day, specifically after using the restroom or breakroom

2. Sanitizing wipes containers are provided in each office.

b. Commonly touched surfaces such as the entry desk will be wiped off throughout the day.

c. Employees should wipe off their own personal spaces at the end of the day.

d. Common spaces will be wiped down daily.
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