Steps Healthcare Facilities Can Take Now to
Prepare for Coronavirus Disease 2019 (COVID-19)
Policy and Procedure
Title: Office Preparedness Re: COVID-19

Follow up date:

Approval Date:

Review frequency: Annual at minimum

Effective Date:

Name of responsible party:

As our office navigates this current crisis, we will adhere to the best of our ability, to the safety
measures and educational material set forth by the CDC (Center for Disease Control). We are aware that
this information is changing rapidly and we will monitor the information on a frequent basis and make
the suggested updates and changes to our behavior as they apply to our office.
The CDC standards are attached and a part of this document including links that include up-to-date
information.
The compliance officer will enforce disciplinary actions per our written standards.
Staff will report all violations directly to the Compliance / Privacy Officer, who will report to Owner /
Director of Operations within 24 hours of discovery.
Employee Acknowledgement
I am familiar with the guidelines in place at ______________________________ pertaining to the office
precautions and safety standards being observed both on a regular basis and in light of the current
COVID-19 pandemic. I also understand that the unwillingness to follow the safety standards either
knowingly or unknowingly of __________________________________ is grounds for disciplinary action,
up to and including immediate dismissal.

Date

Print Name

Supervisor

Signature of Employee
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Coronavirus Disease 2019 (COVID-19)

Steps Healthcare Facilities Can Take Now to Prepare
for Coronavirus Disease 2019 (COVID-19)
The true impact of a COVID-19 outbreak in a U.S. community cannot be predicted. However, all healthcare facilities can
take steps now to prepare for such an outbreak and protect both their patients and staﬀ.

Be prepared:
Stay informed about the local COVID-19 situation. Know where to turn for reliable, up-to-date information
in your local community. Monitor the CDC COVID-19 website and your state and local health department websites
! for the latest information.
Develop, or review, your facility’s emergency plan. A COVID-19 outbreak in your community could lead to
staﬀ absenteeism. Prepare alternative staﬃng plans to ensure as many of your facility’s staﬀ are available as
possible.
Establish relationships with key healthcare and public health partners in your community. Make sure
you know about healthcare and public health emergency planning and response activities in your community.
Learn about plans to manage patients, accept transfers, and share supplies. Review any memoranda of
understanding (MOUs) with aﬃliates, your healthcare coalition, and other partners to provide support or
assistance during emergencies.
Create an emergency contact list
list. Develop and continuously update emergency contact lists for key partners
and ensure the lists are accessible in key locations in your facility. For example, know how to reach your local or
state health department in an emergency.

Communicate with staﬀ and patients:
Communicate about COVID-19 with your staﬀ. Share information about what is currently known about
COVID-19, the potential for surge, and your facility’s preparedness plans.
Communicate about COVID-19 with your patients. Provide updates about changes to your policies regarding
appointments, providing non-urgent patient care by telephone, and visitors. Consider using your facility’s website
or social media pages to share updates.

https://www.cdc.gov/coronavirus/2019-ncov/healthcare-facilities/steps-to-prepare.html
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Protect your workforce:
Screen patients and visitors for symptoms of acute respiratory illness (e.g., fever, cough, diﬃculty
breathing) before entering your healthcare facility. Keep up to date on the recommendations for
preventing spread of COVID-19 on CDC’s website.
Ensure proper use of personal protection equipment (PPE). Healthcare personnel who come in close
contact with conﬁrmed or possible patients with COVID-19 should wear the appropriate personal protective
equipment.
Conduct an inventory of available PPE. Consider conducting an inventory of available PPE supplies. Explore
strategies to optimize PPE supplies.
Encourage sick employees to stay home. Personnel who develop respiratory symptoms (e.g., cough,
shortness of breath) should be instructed not to report to work. Ensure that your sick leave policies are ﬂexible
and consistent with public health guidance and that employees are aware of these policies.

Protect your patients:
Stay up-to-date on the best ways to manage patients with COVID-19.
Separate patients with respiratory symptoms so they are not waiting among other patients seeking
care
care. Identify a separate, well-ventilated space that allows waiting patients and visitors to be separated.
Consider the strategies to prevent patients who can be cared for at home from coming to your
facility potentially exposing themselves or others to germs, like
like:
Using your telephone system to deliver messages to incoming callers about when to seek medical care at
your facility, when to seek emergency care, and where to go for information about caring for a person with
COVID at home.
Adjusting your hours of operation to include telephone triage and follow-up of patients during a community
outbreak.
Leveraging telemedicine technologies and self-assessment tools.

Page last reviewed: March 20, 2020
Content source: National Center for Immunization and Respiratory Diseases (NCIRD), Division of Viral Diseases
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Coronavirus Disease 2019 (COVID-19)

Clean & Disinfect
Interim Recommendations for US Households with Suspected/Conﬁrmed Coronavirus Disease
2019

Background
There is much to learn about the novel coronavirus that causes coronavirus disease 2019 (COVID-19). Based on what is
currently known about the novel coronavirus and similar coronaviruses that cause SARS and MERS, spread from personto-person with these viruses happens most frequently among close contacts (within about 6 feet). This type of
transmission occurs via respiratory droplets. On the other hand, transmission of novel coronavirus to persons from
surfaces contaminated with the virus has not been documented. Transmission of coronavirus occurs much more
commonly through respiratory droplets than through fomites. Current evidence suggests that novel coronavirus may
remain viable for hours to days on surfaces made from a variety of materials. Cleaning of visibly dirty surfaces followed
by disinfection is a best practice measure for prevention of COVID-19 and other viral respiratory illnesses in households
and community settings.

Purpose
This guidance provides recommendations on the cleaning and disinfection of households where persons under
investigation (PUI) or those with conﬁrmed COVID-19 reside or may be in self-isolation. It is aimed at limiting the survival
of the virus in the environments. These recommendations will be updated if additional information becomes available.
These guidelines are focused on household settings and are meant for the general public.
Cleaning refers to the removal of germs, dirt, and impurities from surfaces. Cleaning does not kill germs, but by
removing them, it lowers their numbers and the risk of spreading infection.
Disinfecting refers to using chemicals to kill germs on surfaces. This process does not necessarily clean dirty
surfaces or remove germs, but by killing germs on a surface after cleaning, it can further lower the risk of spreading
infection.

General Recommendations for Routine Cleaning and Disinfection of Households
Community members can practice routine cleaning of frequently touched surfaces (for example: tables, doorknobs, light
switches, handles, desks, toilets, faucets, sinks) with household cleaners and EPA-registered disinfectants that are
appropriate for the surface, following 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.
https://www.cdc.gov/coronavirus/2019-ncov/prepare/cleaning-disinfe…virus%2F2019-ncov%2Fcommunity%2Fhome%2Fcleaning-disinfection.html
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General Recommendations for Cleaning and Disinfection of Households with People
Isolated in Home Care (e.g. Suspected/Conﬁrmed to have COVID-19)
Household members should educate themselves about COVID-19 symptoms and preventing the spread of COVID-19
in homes.
Clean and disinfect high-touch surfaces daily in household common areas (e.g. tables, hard-backed
chairs, doorknobs, light switches, remotes, handles, desks, toilets, sinks)
In the bedroom/bathroom dedicated for an ill person: consider reducing cleaning frequency to as-needed
(e.g., soiled items and surfaces) to avoid unnecessary contact with the ill person.
As much as possible, an ill person should stay in a speciﬁc room and away from other people in their
home, following home care guidance.
The caregiver can provide personal cleaning supplies for an ill person’s room and bathroom, unless the
room is occupied by child or another person for whom such supplies would not be appropriate. These
supplies include tissues, paper towels, cleaners and EPA-registered disinfectants (examples at this link !
" ).
If a separate bathroom is not available, the bathroom should be cleaned and disinfected after each use by
an ill person. If this is not possible, the caregiver should wait as long as practical after use by an ill person
to clean and disinfect the high-touch surfaces.
Household members should follow home care guidance when interacting with persons with suspected/conﬁrmed
COVID-19 and their isolation rooms/bathrooms.

How to clean and disinfect:
Surfaces
Wear disposable gloves when cleaning and disinfecting surfaces. Gloves should be discarded after each cleaning. If
reusable gloves are used, those gloves should be dedicated for cleaning and disinfection of surfaces for COVID-19
and should not be used for other purposes. Consult the manufacturer’s instructions for cleaning and disinfection
products used. Clean hands immediately after gloves are removed.
If surfaces are dirty, they should be cleaned using a detergent or soap and water prior to disinfection.
For disinfection, diluted household bleach solutions, alcohol solutions with at least 70% alcohol, and most common
EPA-registered household disinfectants should be eﬀective.
Diluted household bleach solutions can be used if appropriate for the surface. Follow manufacturer’s
instructions for application and proper ventilation. Check to ensure the product is not past its expiration date.
Never mix household bleach with ammonia or any other cleanser. Unexpired household bleach will be eﬀective
against coronaviruses when properly diluted.
Prepare a bleach solution by mixing:
5 tablespoons (1/3rd cup) bleach per gallon of water or
4 teaspoons bleach per quart of water
Products with EPA-approved emerging viral pathogens claims ! " are expected to be eﬀective against
COVID-19 based on data for harder to kill viruses. Follow the manufacturer’s instructions for all cleaning and
disinfection products (e.g., concentration, application method and contact time, etc.).
For soft (porous) surfaces such as carpeted ﬂoor, rugs, and drapes, remove visible contamination if present and
https://www.cdc.gov/coronavirus/2019-ncov/prepare/cleaning-disinfe…virus%2F2019-ncov%2Fcommunity%2Fhome%2Fcleaning-disinfection.html
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clean with appropriate cleaners indicated for use on these surfaces. After cleaning:
Launder items as appropriate in accordance with the manufacturer’s instructions. If possible, launder items
using the warmest appropriate water setting for the items and dry items completely, or
Use products with the EPA-approved emerging viral pathogens claims (examples at this link ! " ) that are
suitable for porous surfaces.

Clothing, towels, linens and other items that go in the laundry
Wear disposable gloves when handling dirty laundry from an ill person and then discard after each use. If using
reusable gloves, those gloves should be dedicated for cleaning and disinfection of surfaces for COVID-19 and should
not be used for other household purposes. Clean hands immediately after gloves are removed.
If no gloves are used when handling dirty laundry, be sure to wash hands afterwards.
If possible, do not shake dirty laundry. This will minimize the possibility of dispersing virus through the air.
Launder items as appropriate in accordance with the manufacturer’s instructions. If possible, launder items
using the warmest appropriate water setting for the items and dry items completely. Dirty laundry from an ill
person can be washed with other people’s items.
Clean and disinfect clothes hampers according to guidance above for surfaces. If possible, consider placing a
bag liner that is either disposable (can be thrown away) or can be laundered.

Hand hygiene and other preventive measures
Household members should clean hands often, including immediately after removing gloves and after contact with
an ill person, by washing hands with soap and water for 20 seconds. If soap and water are not available and hands
are not visibly dirty, an alcohol-based hand sanitizer that contains at least 60% alcohol may be used. However, if
hands are visibly dirty, always wash hands with soap and water.
Household members should follow normal preventive actions while at work and home including recommended
hand hygiene and avoiding touching eyes, nose, or mouth with unwashed hands.
Additional key times to clean hands include:
After blowing one’s nose, coughing, or sneezing
After using the restroom
Before eating or preparing food
After contact with animals or pets
Before and after providing routine care for another person who needs assistance (e.g. a child)

Other considerations
The ill person should eat/be fed in their room if possible. Non-disposable food service items used should be handled
with gloves and washed with hot water or in a dishwasher. Clean hands after handling used food service items.
If possible, dedicate a lined trash can for the ill person. Use gloves when removing garbage bags, handling, and
disposing of trash. Wash hands after handling or disposing of trash.
Consider consulting with your local health department about trash disposal guidance if available.

https://www.cdc.gov/coronavirus/2019-ncov/prepare/cleaning-disinfe…virus%2F2019-ncov%2Fcommunity%2Fhome%2Fcleaning-disinfection.html
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Additional Resources
OSHA COVID-19 Website "
CDC Home Care Guidance

Page last reviewed: March 6, 2020
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Stop the spread of germs that can make you and others sick!

Cover your mouth and nose with a
tissue when you cough or sneeze.
Put your used tissue in the
waste basket.

If you don’t have a tissue, cough or
sneeze into your upper sleeve or
elbow, not your hands.

You may be asked to put on
a facemask to protect others.

Wash hands often with soap and
warm water for 20 seconds.
If soap and water are not
available, use an alcohol-based
hand rub.
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