
Coronavirus and Influenza Preparedness 

At the company, the health and safety of our employees, customers, supplier partners and 

communities are a top priority. We are taking proactive steps to ensure business continuity and are 

implementing several precautionary measures to provide the highest level of protection and safety in 

our workplace and service to our customers.  

The following document provides guidance relative to the new coronavirus (named by the World 

Health Organization as “COVID-19”).  Updates to this document will be made as we receive additional 

information from the Centers for Disease Control and Prevention (CDC) and state and local agencies. 

Employee Questions and Answers 

Coronavirus (COVID-19) 

If I traveled to an area affected by COVID-19 within the past 14 days, should I report for work? 

It depends on where you have traveled and whether or not you are showing symptoms of respiratory 

illness, such as fever, cough or difficulty breathing.   

 If you recently travelled to China, Iran, Italy or South Korea, regardless of whether or not you

are experiencing symptoms of respiratory illness, you should not report to work for 14 days

upon return. Current recommendations are to monitor your health (take your temperature

twice a day and remain alert for cough or difficulty breathing) and contact your healthcare

provider if you develop any symptoms of respiratory illness.

 If you traveled to an area outside of the above-named countries and have symptoms of

respiratory illness, you should not come to work. Please notify your supervisor or manager

and contact your healthcare provider.

 If you traveled to an area outside of the above-named countries and do not have any

symptoms of respiratory illness, you should come to work as usual. Monitor your health (take

your temperature twice a day and remain alert for cough or difficulty breathing) and contact

your healthcare provider if you develop any symptoms of respiratory illness.

A member of my household traveled to an area affected by COVID-19 within the past 14 days, but 

they are not experiencing any symptoms of respiratory illness (fever, cough or difficulty breathing). 

Should I report for work? 

 Yes, report to work as usual and monitor your health (take your temperature twice a day and

remain alert for cough or difficulty breathing).  Follow good hygienic practices, such as

washing hands with soap and water and avoid touching your face (eyes, nose, mouth).



A member of my household traveled to an area affected by COVID-19 within the past 14 days, and 

they are experiencing symptoms of respiratory illness (fever, cough or difficulty breathing).  Should 

I report for work? 

 If the household member traveled to China, Iran, Italy or South Korea and is showing signs of

respiratory illness but has not yet been diagnosed with COVID-19, you should not report to

work for 14 days from the household member’s return. It is recommended to closely monitor

your own heath (take your temperature twice a day and remain alert for cough or difficulty

breathing), follow good hygienic practices, such as washing hands with soap and water and

avoid touching your face (eyes, nose, mouth).

 If the household member returned from travel from any other area, you should report to

work as usual and closely monitor your health (take your temperature twice a day and remain

alert for cough or difficulty breathing) and follow good hygienic practices, such as washing

hands with soap and water and avoid touching your face (eyes, nose, mouth).

A member of my household has been diagnosed with COVID-19, but I am not experiencing 

symptoms.  What should be considered in this situation?  

 Notify your supervisor or manager and contact your health care provider for medical

guidance. The supervisor or manager will notify our Health and Safety (EHS) Director.

 Please stay home from work for at least fourteen (14) days and monitor your health (take your

temperature twice a day and remain alert for cough or difficulty breathing) and follow good

hygienic practices, such as washing hands with soap and water and avoid touching your face

(eyes, nose, mouth).

I have been diagnosed with COVID-19, what are the next steps?  

 Please stay home from work. Notify your supervisor or manager immediately. He or she will

contact our Environment, Health and Safety (EHS) Director. The leadership team will work with

local health authorities to determine notification and next steps on a case-by-case basis. Your

privacy will be protected to the extent possible.

Planned Business Travel 

I have business trip planned for an area affected by COVID-19.  Should I reschedule? 

 If your plans call for travel to New York City, San Francisco, Los Angeles or Seattle, please

contact a member of the management. We will discuss and decide on a case-by-case basis.

 If your plans call for travel to any other area, keep your commitments and practice good

hygiene, such as frequently washing hands with soap and water and avoid touching your face

(eyes, nose, mouth).



Visitors 

If a visitor is displaying symptoms of a respiratory illness (fever, cough or difficulty breathing), what 

actions should be taken?  

 It is important not to assume noticeable symptoms of respiratory illness are COVID-19.

During the cold and flu season, it isn’t unusual to encounter visitors or team members with

various “cold-like” symptoms that are not COVID-19. As always, treat everyone with respect

and dignity.

 We will continue to follow guidance from public health agencies and local health authorities

to monitor, prepare and respond, as needed.

Feeling Sick 

What should I do if I think I have the flu? 

 According to the Centers for Disease Control (CDC), all employees should stay home if they

are sick until at least 24 hours after their fever* (temperature of 100 degrees Fahrenheit or

37.8 degrees Celsius or higher) is gone. Temperature should be measured without the use of

fever-reducing medicines (medicines that contains ibuprofen or acetaminophen).

What precautions will reduce my risk of being infected by the common cold or flu? 

 Wash your hands with soap for 10-20 seconds and/or use a greater than 60% alcohol-based

hand sanitizer throughout the day.

 Cover your mouth and nose when you cough or sneeze with a disposable tissue and discard.

Use your elbow only if you must and wash your clothing as soon as reasonably possible.

 Avoid touching your eyes, nose, and mouth.

 Avoid close contact with people who have flu-like symptoms.

 Clean and disinfect frequently-touched surfaces.

 Get plenty of sleep, be physically active, manage your stress, drink plenty of fluids, and eat

nutritious food.

 Avoid handshaking. Use a fist bump, elbow bump, etc.

 Use your knuckle only to touch light switches, elevator buttons, etc. Lift the gasoline dispenser

with a paper towel or use a disposable glove.

 Open doors with your closed fist or hip. Avoid grasping the handle with your hand if possible.

Take additional precautions when using public bathrooms and office/commercial doors, use a

paper towel if available.

 Use disinfectant wipes to sanitize shopping cart handles. Take care to wipe the handles and

child seats in grocery carts.



 Keep hand sanitizer available at each of your home's entrances and in your car. Sanitize or

wash hands after touching objects used by others such as fuel pump handles, door handles,

escalator railings, etc.

Should managers ask team members to provide a doctor’s note in the event they call in sick with 

respiratory symptoms before returning to work? 

 No. HR will facilitate any needed forms or documentation in accordance with our Short-term

Disability and Family Medical Leave program and policies.

Customers

It is always our top priority to ensure a healthy work environment by taking steps to prevent the 

transmission of cold and flu viruses, including COVID-19. Additionally, we have increased 

communication to raise awareness and improved our housekeeping diligence for disinfecting our 

facilities, offices and products. 

 We provide hand sanitizer for employee use.

 We use disinfectant wipes to clean work surfaces, door handles, tools, etc.

 We use disinfectant products to clean all product surfaces that may come in contact with your

associates or customers.

We have limited exposure to components supplied from China. We are closely monitoring our supply 

chain to mitigate any potential disruptions. We are committed to keeping you informed of any 

potential delays or other disruptions. 

Supply Chain Partners 

As a valued supplier partner we must work together to mitigate the health and economic risks 

associated with the outbreak of novel coronavirus (COVID-19). We are committed to keeping you 

informed and ask you do the same as we work through this fluid situation together. Thankfully, we 

have not experienced any supply chain disruptions related to COVID-19.  

 It is our practice to continuously monitor the risk of supply shortages in order to ensure

continuity of critical components.

 On a select basis, depending on the country of origin, we are taking steps to ensure all

incoming products meet CDC guidelines for safety.

 We ask all of our supply chain partners to analyze the risk of disruption for their material

suppliers and take actions to ensure continuity of supply. We also ask you to actively

communicate with us and to keep us informed of any possible disruptions.

 Please provide us with critical updates on supply levels and any potential shortages so we can

offer prompt information and take pro-active steps to prevent disruption to our customers.

We will continue to monitor guidance from the CDC, state and local authorities to ensure the 

safety and health of our employees, customers, visitors and community. This document will be 

updated and redistributed as needed.  




