COVID-19

Health and Safety Plan

This plan is provided to comply with CDC’s and City of Pasadena’s
workplace safety protocols:
CDC
www.cdc.gov/coronavirus/2019-ncov/index.html
Pasadena Health Department
www.cityofpasadena.net/public-health/news-announcements/information-on-covid-19/
Occupational Safety and Health Administration
www.osha.gov/SLTC/covid-19/controlprevention.html

The best way to prevent illness
is to avoid being exposed to this virus
The virus is thought to spread
mainly from person-to-person:

• Between people who are in close contact
with one another (within about 6 feet).
• Through respiratory droplets produced
when an infected person coughs, sneezes
or talks.
• These droplets can land in the mouths or
noses of people who are nearby or possibly
be inhaled into the lungs.
• Some recent studies have suggested that
COVID-19 may be spread by people who
are not showing symptoms.

Clean your hands often

• Wash your hands often with soap and water
for at least 20 seconds especially after you
have been in a public place, or after blowing
your nose, coughing, or sneezing.

Cover your mouth and nose
with a cloth face cover when
around others

• You could spread COVID-19 to others even
if you do not feel sick.
• The cloth face cover is meant to protect
other people in case you are infected.
• Continue to keep about 6 feet between
yourself and others. The cloth face cover is
not a substitute for social distancing.
• Cover coughs and sneezes
• If you are in a private setting and do not
have on your cloth face covering, remember
to always cover your mouth and nose with a
tissue when you cough or sneeze or use the
inside of your elbow.
• Throw used tissues in the trash.

• If soap and water are not readily available,
use a hand sanitizer that contains at least
60% alcohol.

• Immediately wash your hands with soap and
water for at least 20 seconds. If soap and
water are not readily available, clean your
hands with a hand sanitizer that contains at
least 60% alcohol.

• Cover all surfaces of your hands and rub
them together until they feel dry.

Clean and disinfect

• Avoid touching your eyes, nose, and mouth
with unwashed hands.

Avoid close contact

• Stay home if you are sick.
• Avoid close contact with people who
are sick.
• Put distance between yourself and
other people.
• Remember that some people without
symptoms may be able to spread virus.
• This is especially important for people who
are at higher risk of getting very sick.

• Clean AND disinfect frequently touched
surfaces daily. This includes tables,
doorknobs, light switches, countertops,
handles, desks, phones, keyboards, toilets,
faucets, and sinks.
• If surfaces are dirty, clean them:
Use detergent or soap and water
prior to disinfection then, use a
household disinfectant.

6 Steps for Safe & Effective Disinfecatant Use
www.epa.gov/sites/production/files/2020-04/doc
uments/disinfectants-onepager.pdf

Face Coverings FAQS
Why are face coverings
now required?
Recent information from the Centers for
Disease Control and Prevention (CDC)
indicates covering your nose and mouth slows
the spread of COVID-19 because:
• Individuals can be contagious before
experiencing symptoms.
• A cloth face covering can reduce the
release of infectious particles into the air
when someone speaks, coughs, or
sneezes, including someone who has
COVID-19 but feels well.
• We touch our face less when it is covered.
Touching your face after touching
something contaminated with COVID-19
increases your chances of getting sick.

Why is the CDC recommending
cloth face coverings instead of
medical grade facemasks?
The face covering is intended to prevent
someone who does not know they are
infected from transmitting COVID-19 to
others. Since the intent of the face cover is to
protect others rather than the person wearing
the cover, a surgical face mask is not
necessary. Medical respirators and surgical
masks are in short supply and it is necessary
that these items be reserved for health
care settings.

When is the face covering
required?
The Safer at Home Order directs everyone to
wear a face covering while working in or
visiting an essential business. The essential
business must provide a cloth face covering
for each employee to wear as part of their
Social Distancing Protocol.

What is a cloth face covering?
A cloth face covering is a material that covers
the nose and mouth, and can be secured to
the head with ties or simply wrapped around
the lower face. It can be made of a variety of
materials, such as cotton, silk, or linen.
Acceptable, reusable face covering options
include a bandana, scarf, neck gaiter or
homemade covering assembled from cotton
t-shirts or other tightly woven fabric.

Is social distancing still necessary
if everyone is wearing a face
covering?
Yes. The CDC still recommends that persons
stay at least 6 feet away from others, avoid
gatherings, and frequently wash their hands.

What is the proper way to wear
and to care for a cloth face
covering?
Wash your hands before and after putting on,
or taking off, the face covering. Wash the
cloth face covering frequently, ideally after
each use, or at least daily. Have a bag or bin
to store cloth face coverings until they are
laundered with detergent and hot water, and
dried on a hot setting. Discard cloth face
coverings that no longer cover the nose and
mouth, have stretched out or damaged straps,
cannot stay on the face, or have tears in
the fabric.

Symptoms of Coronavirus
People with COVID-19 have had a wide range of symptoms ranging
from mild symptoms to severe illness. Symptoms may appear 2-14
days after exposure to the virus. Someone with these symptoms
may have COVID-19:
• Fever or chills

• New loss of taste or smell

• Cough

• Sore throat

• Shortness of breath or difficulty breathing

• Congestion or runny nose

• Fatigue

• Nausea or vomiting

• Muscle or body aches

• Diarrhea

• Headache

10 things you can do to manage your COVID-19 symptoms at home
• Stay home from work and school. Stay
away from other public places. If you
must go out, avoid using any kind of
public transportation, ridesharing, or taxis.
• Monitor your symptoms carefully. If your
symptoms get worse, call your healthcare
provider immediately.
• Get rest and stay hydrated.
• If you have a medical appointment, call
the healthcare provider ahead of time
and tell them that you have or may
have COVID-19.
• For medical emergencies, call 911 and
notify the dispatch personnel that you
have or may have COVID-19.
• Cover your cough and sneezes.

• Wash your hands often with soap and
water for at least 20 seconds or clean
your hands with an alcohol-based hand
sanitizer that contains at least
60% alcohol.
• As much as possible, stay in a specific
room and away from other people in your
home. Also, you should use a separate
bathroom, if available. If you need to be
around other people in or outside of the
home, wear a facemask.
• Avoid sharing personal items with other
people in your household, like dishes,
towels, and bedding.
• Clean all surfaces that are touched often,
like counters, tabletops, and doorknobs.
Use household cleaning sprays or wipes
according to the label instructions.

EMPLOYEE RIGHTS

PAID SICK LEAVE AND EXPANDED FAMILY AND MEDICAL LEAVE
UNDER THE FAMILIES FIRST CORONAVIRUS RESPONSE ACT

The Families First Coronavirus Response Act (FFCRA or Act) requires certain employers to provide their
employees with paid sick leave and expanded family and medical leave for specified reasons related to COVID-19.
These provisions will apply from April 1, 2020 through December 31, 2020.
►

PAID LEAVE ENTITLEMENTS

Generally, employers covered under the Act must provide employees:
Up to two weeks (80 hours, or a part-time employee’s two-week equivalent) of paid sick leave based on the higher of
their regular rate of pay, or the applicable state or Federal minimum wage, paid at:
• 100% for qualifying reasons #1-3 below, up to $511 daily and $5,110 total;
• 2/3 for qualifying reasons #4 and 6 below, up to $200 daily and $2,000 total; and
• Up to 12 weeks of paid sick leave and expanded family and medical leave paid at 2/3 for qualifying reason #5
below for up to $200 daily and $12,000 total.
A part-time employee is eligible for leave for the number of hours that the employee is normally scheduled to work
over that period.
►

ELIGIBLE EMPLOYEES

In general, employees of private sector employers with fewer than 500 employees, and certain public sector
employers, are eligible for up to two weeks of fully or partially paid sick leave for COVID-19 related reasons (see below).
Employees who have been employed for at least 30 days prior to their leave request may be eligible for up to an
additional 10 weeks of partially paid expanded family and medical leave for reason #5 below.
►

QUALIFYING REASONS FOR LEAVE RELATED TO COVID-19

An employee is entitled to take leave related to COVID-19 if the employee is unable to work, including unable to
telework, because the employee:
1. is subject to a Federal, State, or local quarantine or
isolation order related to COVID-19;
2. has been advised by a health care provider to
self-quarantine related to COVID-19;
3. is experiencing COVID-19 symptoms and is seeking
a medical diagnosis;

5. is caring for his or her child whose school or
place of care is closed (or child care provider is
unavailable) due to COVID-19 related reasons; or
6. is experiencing any other substantially-similar
condition specified by the U.S. Department of
Health and Human Services.

4. is caring for an individual subject to an order described
in (1) or self-quarantine as described in (2);
►

ENFORCEMENT

The U.S. Department of Labor’s Wage and Hour Division (WHD) has the authority to investigate and enforce compliance
with the FFCRA. Employers may not discharge, discipline, or otherwise discriminate against any employee who
lawfully takes paid sick leave or expanded family and medical leave under the FFCRA, files a complaint, or institutes a
proceeding under or related to this Act. Employers in violation of the provisions of the FFCRA will be subject to penalties
and enforcement by WHD.
WAGE AND HOUR DIVISION
UNITED STATES DEPARTMENT OF LABOR

For additional information
or to file a complaint:

1-866-487-9243
TTY: 1-877-889-5627
dol.gov/agencies/whd
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