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COVID-19 Preparedness
and Response

Disclaimer
Danlaw’s Work Safe, Work Smar t Plan is based
on information and guidance from the CDC,
OSHA, state and local authorities at the time of
its development. The safety of our employees,
customers, and visitors remain the top priority
at Danlaw. We recognize that all individuals are
responsible for preventing the spread of
COVID-19 and reducing the potential risk of
exposure to our workforce and visitors. As the
COVID-19 outbreak continues to evolve,
Danlaw will continue to monitor the situation
closely. This document will be updated based on
evolving recommendations from the CDC,
OSHA, and other public officials at local, state,
or federal levels.
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About
At the star t of the COVID-19 pandemic and the Governor’s Stay Home, Stay Safe executive order,
Danlaw’s executive team formed a task force which aimed to mitigate the challenges of COVID-19 in
our offices.
The task force created this guide using information and guidance from the US Centers for Disease
Control and Prevention (CDC), the Occupational Health and Safety Administration (OSHA), the State
of Michigan, Oakland County, and other government organizations.
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Our guiding principles

comply with
recommended
guidelines

implement &
adhere to safety
procedures

encourage open
& honest
communication

preserve the
wellbeing of our
global team
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Common questions
about coronavirus

What is the 2019
Novel Coronavirus?

What is the source
of the virus?

How does the virus
spread?

COVID-19 is a new disease,

COVID-19 is caused by a

It’s spread mainly from

that has not been previously

coronavirus called SARS-CoV-

person-to-person through

identified. The name of this

2. Coronaviruses are a large

respirator y droplets produced

disease was selected by the

family of viruses common in

when an infected person

World Health Organization.

people and different animals.

coughs or sneezes.

Source: US Centers for Disease Control and Prevention
Updated 6.4.2020
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Common symptoms
of COVID-19

How soon will
symptoms appear?
People with COVID-19 have
repor ted a wide range of
symptoms, which may
appear 2-14 days after being
exposed to the virus.

Source: US Centers for Disease Control and Prevention
Updated 6.4.2020

What are common symptoms?
•
•
•
•
•
•
•

Fever or chills
Cough
Shor tness of breath
Difficulty breathing
Fatigue
Nausea
Diarrhea

•
•
•
•
•
•
•

Muscle aches
Body aches
Headache
Loss of taste
Loss of smell
Congestion
Runny nose
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Common strategies
for discontinuation of isolation post-recovery
According to the CDC, three types of strategies can be used to determine if you should
discontinue isolation after having a suspected or confirmed case of COVID-19.

Symptom-based
strategy

Time-based
strategy

Test-based
strategy

Learn more >>

Source: US Centers for Disease Control and Prevention
Updated 6.4.2020
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Risk of exposure to COVID-19
according to the Occupational Safety & Health Administration
Very high risk
Jobs with a high potential for exposure to known or suspected sources of
COVID-19 during specific medical, postmortem, or laboratory procedures.

High risk
Risk of occupational
exposure to COVID-19
may depend in par t on
the industry type and the
need for close contact
with people who have
confirmed or suspected
cases of COVID-19.

Jobs with a high potential for exposure to known or suspected sources of
COVID-19, including healthcare delivery and support, or medical transport.

Medium risk
The work performed requires frequent and/or close contact with people
who may be infected with COVID-19, but who are not known COVID-19
patients, or contact with the general public.

Low risk
The work performed does not require direct contact with people known
or suspected to be infected with COVID-19 or frequent close contact
with the public

Source: Occupational Safety and Health Administration
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Risk of exposure to COVID-19
for Danlaw employees
Medium risk workers
•

Travelers who return from international locations
with widespread COVID-19 transmission.

•

Those who may have contact with the general
public (e.g., in schools, high population density
work environments).

Lower risk workers
•

Remote workers

•

Office workers who do not have frequent close
contact with coworkers, customers, or the public.

•

Manufacturing and industrial facility workers who
do not have frequent close contact with
coworkers, customers, or the public.

Source: Occupational Safety and Health Administration

Per OSHA guidelines, Danlaw
performed a hazard assessment.
After analyzing Danlaw’s employee
population and onsite workrelated functions, it has been
determined that Danlaw
employees generally fall into the
Low to Medium Exposure Risk
categories.
Based on this assessment, Danlaw
has formulated its return to work
plan and associated policies to
address the concerns and hazards
of the Low to Medium Risk
classifications.
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Preventive guidance

for all workers regardless of exposure risk

Frequently wash your hands
with soap and water for at
least 20 seconds. When
soap and running water are
unavailable, use an alcoholbased hand rub with at
least 60% alcohol.

Follow appropriate
respiratory etiquette,
which includes
covering for coughs
and sneezes.

Avoid close contact
with anyone who
is sick.

Source: Occupational Safety and Health Administration

Avoid touching your
eyes, nose, & mouth
with unwashed hands.

Maintain appropriate
social distance of six
feet to the greatest
extent possible.
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Pandemic preparedness & response
a framework created by the CDC
LEVEL 1

LEVEL 2

LEVEL 3

INVESTIGATION

RECOGNITION

INITIATION

Suspected human outbreak
overseas. Investigation of novel
viral infection in humans.

Confirmed novel virus identified
with an increased potential for
human-to-human transmission.

Virus demonstrated efficient
and sustained human-tohuman transmission.

LEVEL 4

LEVEL 5

LEVEL 6

ACCELERATION

DECELERATION

PREPARATION

Consistently increasing rate of
pandemic virus cases are
established in the US.

Consistently decreasing rate of
pandemic virus cases are
reported in the US.

Low pandemic virus activity,
discontinuing community
mitigation measures.

Source: US Centers for Disease Control and Prevention
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Pandemic response task force
our objectives and responsibilities
Objective
The Danlaw executive team formed a task force to establish
policies, procedures, and practices to prepare for our eventual
return to work. The primar y goal is to create and maintain a
safe post-pandemic work environment for our employees and
guests throughout all our facilities.

Responsibilities
•

Staying up to date on local, state, and federal guidance and
incorporating those recommendations into our HR policies.

•

Ensuring all compliance regulations and requirements
are posted and updated.

•

Training Danlaw’s workforce to follow COVID-19
preventive measures, including proper hygiene and
use of personal protective equipment.

•

Educating Danlaw’s workforce on how to properly
repor t any confirmed or suspected COVID-19 cases.
15

About COVID-19

Pandemic Response

Return to Work

Case Reporting & Monitoring

Staying Safe Onsite

Conclusion

Pandemic workplace
coordinators

Danlaw’s pandemic response task force assigned
a Workplace Coordinator to each Danlaw and
BitBrewfacility.
The designated Coordinator will act as the
specific building representative in all COVID-19
issues, ensuring that health and safety protocols
are followed.
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Pandemic responsibilities
for employees and managers
All employees

Managers

We developed and implemented several new procedures
aimed at minimizing the likelihood of COVID-19
exposure and spread in our facilities. As described in this
Work Safe, Work Smar t Plan, our procedures are
designed to keep you safe and healthy.

All Danlaw managers/super visors
must familiarize themselves with
this plan and be ready to answer
questions from employees.

We’re asking all Danlaw employees to help maintain a
safe and healthy office by following our new COVID-19
prevention procedures. We understand that in order to
minimize the impact of COVID-19 at work, it’s each
employee’s responsibility to read and comply with these
policies and guidelines.
If you have specific questions regarding our COVID-19
effor ts, please contact your super visor or HR.

Danlaw expects that all
managers and super visors will
set a good example by following
the guidelines laid out in the
plan. This includes practicing
good personal hygiene and
jobsite safety practices that
prevent the spread of the virus.
Please encourage all your
employees to follow the same
behavior.
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Plan for returning to the office safely
a gradual transition over three phases
Danlaw’s Work Safe, Work Smar t Plan includes a guide to gradually transition back
to onsite operations, while maintaining the health of our employees. We are
currently in the second phase of our three-phase plan.

1

2

3

continue encouraging
employees to work
from home as much
as possible

those who need to
work onsite will have
staggered work
schedules

eventually return to
normal operations
as the pandemic
subsides
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Plan for returning to the office safely
phase 1 – continue to work remotely

Your wellbeing is our top priority
Even though Michigan’s Stay Home, Stay Safe
measures have been lifted, we continue
encouraging as many employees as practical
to work from home.
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Plan for returning to the office safely
phase 2 – begin transitioning to onsite operations

Employees who are required to work onsite, or those who
prefer to work onsite, will be allowed to return after
Michigan’s home-stay requirements are lifted.
To ensure that we can effectively prevent the spread of
COVID-19, Danlaw is reducing the daily capacity of each of
our facilities. We developed a new work schedule that will
make it easier for employees to safely social-distance in the
office.
Employees
sit near
Check
Your Workwho
Schedule
>> each other (e.g. adjoining
cubes) will only be allowed in the office on alternate days.

21

About COVID-19

Pandemic Response

Return to Work

Case Reporting & Monitoring

Staying Safe Onsite

Conclusion

Plan for returning to the office safely
phase 2 – begin transitioning to onsite operations
You may continue working from home if…
You are a high-risk individual
Please continue to work remotely if you have a high
risk of getting seriously ill from COVID-19 (older
adults, those with hear t disease, diabetes, lung
disease, compromised immune system, etc.).

You live with a high-risk individual
If you live with a high-risk individual (as described
above), we encourage you to continue working
remotely to reduce the likelihood of COVID-19
exposure in your home.

You need to take care of your family

You live with someone with a
high risk of exposure
If you live with someone who has a high
risk/likelihood of being exposed to COVID-19,
please stay home. People who may have a high
risk of exposure include medical staff or people
who work closely with the public.

You can continue being productive
We want to protect the health and safety of our
employees and their families. As long as you can
work productively from home, we encourage
you to continue doing so.

We understand that your normal routine and daily
family life has changed due to COVID-19. Please stay
home if you need to take care of your children or
other family members.
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Plan for returning to the office safely
phase 2 – begin transitioning to onsite operations

You MUST stay home if…
You tested positive for COVID-19
and have symptoms

If you fit one or more of these
descriptions you need to…
STAY HOME.

You tested positive for COVID-19
but don’t have symptoms

Consult Section 4 – Case Repor ting &
Monitoring for information on when you
will be eligible to return to the office.

You tested negative for COVID-19
but have flu-like symptoms

Notify your supervisor that you fit one of these
descriptions and cannot come into the office.

You haven’t been tested for COVID-19
but have flu-like symptoms

Contact Danlaw’s HR team to discuss how you
should manage your PTO and healthcare options.

You have been exposed to someone
who may have COVID-19

Info on COVID-19 Case Reporting >>
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Plan for returning to the office safely
phase 3 – returning to normal operations
At present, we do not have the specific date for when Danlaw’s operations will return to prepandemic conditions.
It’s unlikely that we will return to full onsite functionality until we reach the post-peak period of the
COVID-19 pandemic. We will continue monitoring all recommendations provided by government
health organizations and incorporate their guidance into our return to work plan moving forward.
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Important note
from the CDC

Data are limited regarding how long people shed
infectious COVID-19 RNA after infection.
Decisions about return to work after recovery
from confirmed or suspected COVID-19 should
be made in the context of local circumstances.

Source: US Centers for Disease Control and Prevention
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Definitions
strategies for discontinuation of isolation post-recovery
According to the CDC, three types of strategies can be used to determine if you should
discontinue isolation after having a suspected or confirmed case of COVID-19.

Symptom-based
strategy

Time-based
strategy

Test-based
strategy

In the context of community transmission where continued testing is impractical, CDC
guidelines indicate that symptom-based and time-based strategies can be used to
establish the end of isolation. A symptom-based strategy cannot prevent all infections.

Source: US Centers for Disease Control and Prevention
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Definitions
strategies for discontinuation of isolation post-recovery

Recovered

Close contact

Resolution of fever without the
use of fever-reducing
medications and improvement of
all respirator y symptoms.

Being within ~6 feet of a person infected with
COVID-19 or a person with flu-like symptoms for a
prolonged period of time (10 – 30 minutes).

e.g. cough, shor tness of breath

Source: US Centers for Disease Control and Prevention

Or having direct contact with infectious secretions of
a COVID-19 infected person or a person with flu-like
symptoms (i.e. being coughed on).

28

About COVID-19

Pandemic Response

Return to Work

Case Reporting & Monitoring

Staying Safe Onsite

Conclusion

Case reporting
when you should stay home

You MUST stay home if…
You tested positive for COVID-19
and have symptoms

If you fit one or more of these
descriptions you need to…
STAY HOME.

You tested positive for COVID-19
but don’t have symptoms

Consult Section 4 – Case Repor ting &
Monitoring for information on when you
will be eligible to return to the office.

You tested negative for COVID-19
but have flu-like symptoms*

Notify your supervisor that you fit one of these
descriptions and cannot come into the office.

You haven’t been tested for COVID-19
but have flu-like symptoms*

Contact Danlaw’s HR team to discuss how you
should manage your PTO and healthcare options.

You have been exposed to someone
who may have COVID-19
*fever, cough, shortness of breath, or other symptoms
that are common in respiratory illnesses.
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Case reporting
procedure if an onsite employee tests positive for COVID-19
or has a suspected case of COVID-19
When an onsite employee is identified
with a confirmed or suspected case of
COVID-19, Danlaw will make an effort
to notify the following within 24 hours:

1 The local public health depar tment
2 OSHA via their repor ting/record
keeping requirements

3 Co-workers, contractors, customers, or
suppliers who had close contact with
the person in the last 14 days

Danlaw will arrange for a professional
cleaning of the employees’ workspace,
immediate surrounding area, and areas
likely visited (break room, restroom, etc.)

Danlaw will not identify the infected
employee by name. To the greatest extent
possible, Danlaw will avoid making any
direct or indirect references that would
lead to the identification of the employee.
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Case monitoring
understand when you can safely return to work

Be cautious
The following pages describe when
you are eligible to return to work
after experiencing one of the cases
on the right.
This information taken from the
CDC’s guidelines for returning to
work. We will continue updating
these recommendations as new
information becomes available.

Source: US Centers for Disease Control and Prevention

1

You tested positive for COVID-19
and had symptoms

2

You tested positive for COVID-19
but didn’t have symptoms

3

You tested negative for COVID-19
but had flu-like symptoms

4

You weren’t tested for COVID-19
but had flu-like symptoms

5

You were exposed to someone who
may have had COVID-19
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Case monitoring
1. You tested positive for COVID-19 and had symptoms
The CDC recommends one of the following strategies to determine if you should discontinue
isolation. Consult your healthcare provider to determine which strategy you should follow.

Symptom-based strategy
3+ days have passed
since recovery
10+ days have passed
since onset of symptoms

Source: US Centers for Disease Control and Prevention

or

Test-based strategy
Negative results from an
FDA-authorized COVID-19
test from 2+ consecutive
respiratory specimens
collected <24 hours apart.
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Case monitoring
2. You tested positive for COVID-19 but didn’t have symptoms
The CDC recommends one of the following strategies to determine if you should discontinue
isolation. Consult your healthcare provider to determine which strategy you should follow.

Time-based strategy
10+ days have passed since the
date of your first positive
COVID-19 diagnostic test,
assuming you have not
developed symptoms since.

Source: US Centers for Disease Control and Prevention

or

Test-based strategy
Negative results from an
FDA-authorized COVID-19
test from 2+ consecutive
respiratory specimens
collected <24 hours apart.
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Case monitoring
3. You tested negative for COVID-19 but had flu-like symptoms
The CDC recommends the following strategy to determine if you should discontinue isolation.
Consult your healthcare provider to determine which strategy you should follow.

Symptom-based strategy
3+ days have passed
since recovery
10+ days have passed
since onset of symptoms

Source: US Centers for Disease Control and Prevention
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Case monitoring
4. You weren’t tested for COVID-19 but had flu-like symptoms
The CDC recommends one of the following strategies to determine if you should discontinue
isolation. Consult your healthcare provider to determine which strategy you should follow.

Symptom-based strategy
3+ days have passed
since recovery
10+ days have passed
since onset of symptoms

Source: US Centers for Disease Control and Prevention

or

Test-based strategy
Negative results from an
FDA-authorized COVID-19
test from 2+ consecutive
respiratory specimens
collected <24 hours apart.
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Case monitoring
5. You were exposed to someone who may have COVID-19
The CDC recommends the following strategy to determine if you should discontinue isolation.
Consult your healthcare provider to determine which strategy you should follow.

Symptom-based strategy
Monitor your health for
fever, cough, and
shortness of breath for
14 days after the last day
you were in close contact
with a sick person.

Source: Washington State Government
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Case monitoring
returning to work after recovery

Employees must contact Danlaw’s HR team
prior to returning to work on site!
Employees will need to complete the Entry
Screening Questionnaire.
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Summary of onsite safety standards
1

Minimizing Exposure

2

3

Health Screening

Personal Safety

reduced building capacities,
reduced occupancy in shared
spaces, staggered shifts

limited building entry points,
screening process for all onsite
employees and visitors

standards for social distancing,
personal protective equipment,
and personal hygiene habits

4

5

Onsite Disinfection

Clear Communication

Rigorous cleaning schedule in all
buildings, disinfectant supplies
for employees, HVAC upgrades

consistent companywide
communications and readily
available resources
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1. Minimizing exposure in the workplace
employee travel policies and procedures
Travel restrictions
Danlaw has canceled all non-essential business travel, based on guidelines from the CDC. Until
fur ther notice, if you have any work-related travel scheduled, please contact your supervisor and HR.
We will assess whether the travel is necessary based on current advisories and/or if business needs
suppor t an alternative to the travel, such as meeting attendance by video or other means.

If you are approved to travel…
•

•

•

Make sure you check the CDC’s Traveler’s Health Notices for
the latest guidance on the country you are visiting.
Before travelling, check yourself for symptoms of COVID-19.
If you are sick, stay home and notify your supervisor.
If you become sick while travelling (either domestically or
internationally), notify your supervisor and promptly call a
healthcare provider for guidance on what to do next. If
travelling internationally, a US consular office can help you
find healthcare services.
Sources: CDC Guidance for Employers Responding to COVID-19
CDC Traveler’s Health Notices
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1. Minimizing exposure in the workplace
limited access to offices and facilities

Designated entry points
Until fur ther notice, all Danlaw facilities will have only
one designated point of entry. All other doors will be
inaccessible, except by the Novi Fire Marshall’s access
keys. This measure ensures that everyone who enters
a Danlaw facility will go through our Onsite Health
Screening Procedure, as described in Section 5.2.

Reduced building capacities
In order to ensure all social distancing guidelines can
be met effectively, Danlaw will reduce the daily
employee capacity in each facility. Employees who sit
in close cubes will work on alternate days.
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1. Minimizing exposure in the workplace
limited capacity in community spaces

Danlaw implemented several new policies to enable effective social distancing and reduce the
spread of COVID-19 between coworkers. In addition to limiting the number of people allowed in
our facilities each day (described in the previous slide), we are also setting lower occupancy limits in
shared spaces throughout all offices.

What areas will be effected?
The capacities for all team rooms, kitchens,
conference rooms, shared hotel spaces, and
communal restrooms will be reduced. Occupancy
limits will be posted outside each room.
To ensure employees don’t accidentally go over
the occupancy limit, we removed chairs and
rearranged tables as needed.
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1. Minimizing exposure in the workplace
shared kitchens and food

As mentioned in the previous slides, we have reduced the maximum occupancy allowed in
our kitchens and team rooms. We have also made the following changes:

Friday breakfast

Food delivery policy

Based on CDC guidelines discouraging buffetstyle foods, Friday morning breakfast has been
suspended until fur ther notice.

All food orders should be handled through
curbside pickup or curbside deliver y. Deliver y
drivers should not enter the facility.

Coffee stations

Shared food

Coffee stations will be disinfected regularly. Signs
have been placed at each station reminding
employees to use hand sanitizer before and after
using the coffee station.

Employees are discouraged from sharing
food and food utensils with other
employees.
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1. Minimizing exposure in the workplace
onsite visitors – temporary policy

Onsite meeting restrictions
Until fur ther notice, Danlaw discourages
face-to-face visitations from guests,
customers, and vendors in our facilities
unless absolutely necessary.
We will follow all CDC recommendations
and transition back to allowing onsite
meetings when it is safe to do so. Until
then, employees should continue to
conduct meetings using vir tual applications,
like Zoom and Microsoft Teams.
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1. Minimizing exposure in the workplace
onsite visitors – check-in policy

All visitors are required to check in through
the Main Lobby of Building 3 and must
complete Danlaw’s Health Screening
Procedure (Section 5.2).
The receptionist will call the hosting Danlaw
employee to pick up their visitor from the
lobby and take them to their building entry
point.
Visitors who display symptoms of COVID-19
will not be permitted to enter our facilities.
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2. Onsite Health Screening Procedure
overview of onsite procedure for employees and visitors
Danlaw’s Work Safe, Work Smar t Plan outlines a thorough Health Screening Procedure, which
employees can complete at home before work or upon arrival at the office. Before being given
access to Danlaw facilities for the day, all employees and guests must follow our procedure.

1

2

go the the facility’s
designated entry
point and wait in line
at a social distance

take your own
temperature using
Danlaw’s touch-free
thermometer

3

pass a selfdeclaration health
form in the Health
Connect App
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2. Onsite Health Screening Procedure
overview of at-home procedure for employees
Employees can choose to complete our Health Screening Procedure at home, before
driving to the office. With this method, employees can use their own thermometer
instead of the shared thermometer Danlaw provides.

1

2

take a minute to
complete this
procedure before
you leave home

take your
temperature using
your thermometer

3

pass a selfdeclaration health
and risk form in the
Health Connect App
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2. Onsite Health Screening Procedure
step 1 – go to the facility’s designated entry

All employees are required to enter Danlaw’s facilities through designated points
of access. This policy will maximize the efficacy of our safety measures by
ensuring that no one misses the screening procedure.
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2. Onsite Health Screening Procedure
step 2 – temperature check
All employees will be responsible for taking their own temperature reading prior to
accessing the facility. Danlaw will provide a touch-free thermometer, but employees are
strongly encouraged to complete this step at home using their own thermometer.

PASS

FAIL

If you have a temperature
reading of less than 100.4F,
you can continue to step 3.

If you have a temperature of
100.4F or higher, or visible
COVID-19 symptoms, you
will be asked to go home or
seek medical treatment.
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2. Onsite Health Screening Procedure
step 3 – self-declaration health form
All employees must complete a self-declaration health form prior to accessing the facility.
This ensures that the employee is not experiencing any symptoms of COVID-19 and that
the employee has not had any contact with someone who may have COVID-19.

PASS

FAIL

If your form responses
indicate that it’s safe for you
to enter our facilities, you will
now be granted access.

If your form responses indicate
that it is not safe for you to enter
our facilities, you will be denied
access to our facilities.
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2. Onsite Health Screening Procedure
step 3 – self-declaration health form
The self-declaration health and risk check will
identify if the employee or guest has:
• Experienced any flu-like symptoms within 14 days
• A temperature of 100.4F or higher
• Been diagnosed with COVID-19 within the last 14 days

Employees and guests can
download Danlaw’s Health
Connect Mobile App, which
limits physical contact during
this process.

• Had close contact with anyone who has COVID-19
or flu-like symptoms within the last 14 days
• Travelled outside the US or has had contact with
someone who travelled outside the US within the
last 14 days

Paper forms will be provided
to employees and guests who
don’t have phones.
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2. Onsite Health Screening Procedure
step 3 – self-declaration health form

Danlaw’s Health Connect App
Health Connect is a convenient mobile
app developed by Danlaw, which plays a
critical role in our COVID-19
prevention strategy.
By enabling our employees and guests
to complete the self-declaration form
on their own phones, we’re creating a
more efficient screening procedure and
eliminating the risk of spreading germs
via paper forms.
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3. Onsite Personal Safety Measures
overview for employees and visitors
In order to minimize the risk of exposure in our offices, Danlaw is implementing the
following personal safety measures for all employees and guests. It’s impor tant
that everyone in our facilities follow these guidelines.

1

2

practice good
hygiene and disinfect
your work area

keep a social distance
in the office, including
in shared spaces

3

always wear a face
covering or mask in
the office
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3. Onsite Personal Safety Measures
part 1 – practice good hygiene
To slow the spread of germs between employees, Danlaw asks that you practice good hygiene in the
office. We have provided you with the materials you need to do so effectively, as described below.
Wash your hands regularly with clean water and soap.
Soap is always available in bathrooms and lunchrooms.

Use hand sanitizer.
Dispensers are conveniently placed throughout the office.

Use tissues to cover coughs and sneezes, then throw
them away in a trash receptacle.
Tissues and no-touch trash bins are throughout the office.

Regularly disinfect your workspace.
Use the paper towels and disinfecting supplies we provide
to disinfect your desk, phone, tools, etc. twice per day.

Avoid shaking hands
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3. Onsite Personal Safety Measures
part 2 – practice social distancing
According to the CDC, social distancing is one the most effective tools we have to slow the spread
of COVID-19 and avoid being exposed to the virus.

What is social distancing?
Social distancing, also called physical
distancing, is the practice of keeping
space between yourself and other
people outside of your home.

How do I social distance?
• Stay at least 6 feet from others.
• Do not gather in groups.
• Stay out of crowded places and
avoid mass gatherings.

Source: US Centers for Disease Control and Prevention
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3. Onsite Personal Safety Measures
part 2 – social distancing policies and practices
Danlaw has implemented extensive measures to ensure that we can
effectively meet the CDC’s social distancing guidelines.

Flexible Worksites

Staggered Shifts

Virtual Meetings

Room Capacities

We’re continuing to
encourage employees to
work from home as
much as possible.

People who sit near each
other in the office will. be
scheduled to work on
different days.

Virtual meetings are
highly encouraged. Only
host meetings in-person
when strictly necessary.

All shared spaces have
been assigned a new max
occupancy, (kitchens,
meeting rooms).

Source: US Centers for Disease Control and Prevention
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3. Onsite Personal Safety Measures
part 3 – facial covering guidelines
In addition to maintaining 6-feet social distancing, the CDC advises the use of simple cloth
face coverings to slow the spread of COVID-19. Face coverings, or masks, will reduce the
likelihood of transmission via speaking, coughing, or sneezing.

What is a facial covering?
The CDC is advising US citizens to
use simple cloth coverings to slow
the spread of the virus and prevent
asymptomatic people from
unknowingly transmitting the virus
to others. Cloth face coverings can
be made from household items or
common materials at a low cost.

Source: US Centers for Disease Control and Prevention
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3. Onsite Personal Safety Measures
part 3 – types of facial coverings

Type

Protects the wearer from
inhaling virus particles

Reduces virus particles
expelled by the wearer

Who should use them

N95 Respirator
(Filtering Facepiece
Respirator

Reserved for healthcare
providers and first
responders

Certified
Surgical/Medical Mask

Reserved for patients
who become ill or
exhibit symptoms, as
well as health care
providers

Non-Certified Surgical
Medical Mask

Intended for general use

Cloth Facial Covering

Intended for general use

Learn more about mask types >>
58

About COVID-19

Pandemic Response

Return to Work

Case Reporting & Monitoring

Staying Safe Onsite

Conclusion

3. Onsite Personal Safety Measures
part 3 – facial covering policies
In addition to practicing good hygiene and social distancing in the office, all
employees and visitors must where facial coverings in the office.

Who needs a mask

Where should I wear it

All employees, contractors, customers,
vendors, and vendors will be required to
wear a facial covering.

Facial coverings are required at all times
inside Danlaw facilities. You must wear one
as soon as you enter the building.

How do I get one
Danlaw encourages you to bring your own
masks from home. However, if you don’t
have one, Danlaw will provide one for you
upon entr y.

Homemade mask tutorial
The CDC has specific instructions on how
you can make your own mask at home. Click
the button for sew and no sew instructions.
Go to the CDC tutorial >>

Source: US Centers for Disease Control and Prevention
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4. Cleaning & Disinfecting
CDC definitions
Cleaning
The removal of germs, dirt, and impurities from
surfaces. It does not kill germs, but by removing
them, it lowers their numbers and the risk of
spreading infection.

Disinfecting
Using chemicals, for example, EPA-registered
disinfectants, 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.

Source: US Centers for Disease Control and Prevention

60

About COVID-19

Pandemic Response

Return to Work

Case Reporting & Monitoring

Staying Safe Onsite

Conclusion

4. Cleaning & Disinfection
upgrades to our facilities

Danlaw updated the current HVAC systems in all our facilities to include specialized, inline UV technology. This in-line UV technology is the same technology used in surgery
centers and other critical facilities and has proven effective in protecting against
airborne and surface viral contaminants.
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4. Cleaning & Disinfection
facility cleaning schedule
External service
An office cleaning schedule has been established
to ensure regular application of disinfectant on
commonly accessed surfaces.

Internal team
Danlaw’s facility maintenance team will be
responsible for cleaning and disinfecting all
horizontal surfaces in lunchrooms, conference
rooms, and shared workspaces daily after the
lunch period. Door handles and push surfaces
located inside and outside the office buildings,
restrooms, and lunchrooms will also be
disinfected every morning and afternoon.
62

About COVID-19

Pandemic Response

Return to Work

Case Reporting & Monitoring

Staying Safe Onsite

Conclusion

4. Cleaning & Disinfection

personal workspace cleaning procedures

Disinfectant materials
Antiviral disinfectants (wipes, alcohol,
hand sanitizers) have been
strategically placed throughout each
building for employees to use.
Employees can use these materials
to disinfect commonly used surfaces
before and after use (for example,
doorknobs, keyboards, copiers, desks,
other work tools and equipment).

Each employee should clean and disinfect
his/her own work surface with anti-viral
spray or disinfectant wipes after each
workday in the office.
It is the employee’s responsibility to follow
CDC guidelines for proper hand washing
and sanitization after touching surfaces and
using disinfectant supplies.
After using a Danlaw vehicle, employees are
responsible for cleaning and disinfecting the
vehicle.
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5. Clear Communication

Management

Companywide

Danlaw hosts weekly reviews will

The HR team and the pandemic

all managers to discuss and

response task force have

address issues related to COVID-

strategically shared COVID-19

19. Managers are educated on

info and resources online, onsite,

the impor tance of following

and by vir tual communication.

health and safety procedures.
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5. Clear Communication
virtual – onsite – online

Online
A dedicated webpage has been created
on Atlas. It is updated regularly with new
COVID-19 policies and resources. It also
has a form that employees can fill out to
ask questions.

Virtual

Onsite

Danlaw holds monthly Town Hall meetings via
Zoom for all employees. The meetings are
used to update the company on COVID-19
policies and procedures, as well as to provide
a platform for employees to voice questions
and concerns directly to the executive team.

A variety of signs and posters have been
placed throughout each office. The posters
ser ve as reminders to practice social distancing
and good hygiene, as well as information on
how to put on and remove masks correctly.
Print your own posters >>
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5. Clear Communication
printable posters

Download posters >>
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Far in Distance, Close in Spirit
We have all come together throughout this pandemic to rally our greatest
strength: the Danlaw team spirit. Through all of this, we continue to emphasize
what’s most impor tant – our team, our customers, and our community.
Together, we will come out stronger on the other side.
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