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Office Worksite Protocols: Appendix G 
 
This protocol is be completed by businesses with office worksites. The requirements below apply to all 
office worksites. In addition to the conditions imposed on office-based businesses by the Governor, 
businesses must also be in compliance with this protocol. This protocol must be implemented and posted 
prior to an office-worksite operating. 
 
Please note: This document may be updated as additional information and resources become available so 
be sure to check the Long Beach COVID-19 website at www.longbeach.gov/covid19 regularly for any 
updates to this document.   
 
This checklist covers:  

(1) Workplace policies and practices to protect employee health  
(2) Measures to ensure physical distancing  
(3) Measures to ensure infection control  
(4) Communication with employees and the public 
(5) Measures to ensure equitable access to critical services 

 
All businesses must implement all applicable measures listed below and be 

prepared to explain why any measure that is not implemented is not applicable. 
 

Business Name:  

Facility Address:  

 
A. Contents of Written Worksite Specific Plan 

 The person(s) responsible for implementing the plan. 

 A risk assessment and the measures that will be taken to prevent spread of the virus. 

 Training and communication with employees and employee representatives on the plan. 

 A process to check for compliance and to document and correct deficiencies. 

 A process to investigate COVID-cases, alert the local health department, and identify and isolate 
close workplace contacts of infected employees until they are tested. 

 
B. Topics for Employee Training 

 Information on COVID-19, preventing spread, and who is especially vulnerable. 

 Self-screening at home, including temperature and/or symptom checks using CDC guidelines. 

 The importance of not coming to work if employees have a frequent cough, fever, difficulty 
breathing, chills, muscle pain, headache, sore throat, recent loss of taste or smell, or if they or 
someone they live with have been diagnosed with COVID-19. 

https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
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 When to seek medical attention. 

 The importance of hand washing. 

 The importance of physical distancing, both at work and off work time. 

 
C. Individual Control Measures & Screening 

 Symptom screenings and/or temperature checks. 

 Encourage workers who are sick or exhibiting symptoms of COVID-19 to stay home. 

 Encourage frequent handwashing and use of hand sanitizer. 

 Provide disposable gloves to workers using cleaners and disinfectants if required. Consider 
gloves a supplement to frequent hand washing for other cleaning, tasks such as handling 
commonly touched items or conducting symptom screening. 

 Require that employees and contracted workers whose duties require close contact with other 
employees and/or the public wear Face Coverings. 

NOTE: Face Coverings should not be used as a substitute for other evidence-based measures to 
prevent the spread of COVID-19. Face Coverings should be used in addition to, but not in place of, 
other evidence-based measures (e.g. physical distancing; frequent hand washing practices; avoiding 
touching our eyes, nose and mouth with unwashed hands; avoiding being around sick people).Close 
or increase distance between tables/chairs in breakrooms or provide break areas in open space to 
ensure physical distancing. 

 Close or increase distance between tables/chairs in breakrooms or provide break areas in open 
space to ensure physical distancing. 

 Communicate frequently to customers that they should use face masks/covers. 

 Break rooms, bathrooms, and other common areas are being disinfected frequently, and stocked 
with necessary hygiene supplies on the a schedule. 

 Disinfectant effective against COVID-19 and related supplies are available to all employees at the 
following location(s): 

 Hand  sanitizer  effective  against  COVID-19  is  available  to  all  employees  at  the  following 
location(s): 

 Soap and water are available to all employees at the following location(s): 

 
D. Cleaning and Disinfecting Protocols 

 Perform thorough cleaning in high traffic areas. 

 Frequently disinfect commonly used surfaces and personal workareas. 

 Clean and sanitize shared equipment between each use. 

 Clean touchable surfaces between shifts or between users, whichever is more frequent. 

 Equip shared spaces with proper sanitation products, including hand sanitizer and sanitizing 
wipes and ensure availability. 

 Ensure that sanitary facilities stay operational and stocked at all times. 

 Use products approved for use against COVID-19 on the Environmental  Protection Agency (EPA)-
approved list and follow product instructions and Cal/OSHA requirements. 

https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2
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 Provide time for workers to implement cleaning practices before and after shifts and consider 
third-party cleaning companies. 

 Install hands-free devices if possible. 

 Consider upgrades to improve air filtration and ventilation. 

 
E. Physical Distancing Guidelines 

 Implement measures to physically separate workers by at least six feet using measures such as 
physical partitions or visual cues (e.g., floor markings, colored tape, or signs to indicate to where 
workers should stand). 

 Reconfigure office spaces, cubicles, etc. and decrease maximum capacity for conference and 
meeting areas. 

 Adjust in-person meetings, if they are necessary, to ensure physical distancing. 

 Stagger employee breaks, in compliance with wage and hour regulations, if needed. 

 Reconfigure, restrict, or close common areas and provide alternative where physical distancing 
can be practiced. 

 Limit the number of individuals riding in an elevator and ensure the use of face covers. 

 Utilize work practices, when feasible and necessary, to limit the number of employees at the 
office at one time, such as telework and modified work schedules. 

 Signage at each public entrance of the facility to inform all employees and customers that they 
should: (i) avoid entering the facility if they have a cough or fever; (ii) maintain a minimum six-foot 
distance from one another; (iii) sneeze and cough into a cloth or tissue or, if not available, into 
one’s elbow; and (iv) not shake hands or  engage in any unnecessary physical contact. 

 Signage posting a copy of the Physical Distancing Protocol at each public entrance to the facility. 

 Prohibit people from providing and self-serving any items that are food-related, including pot-
lucks or self-serve catered lunches. 

 
Any additional measures not included above should be listed on separate pages, 

which the business should attach to this document. 

You may contact the following person with any  
questions or comments about this protocol: 

 

Business Name:   Phone number:   

    

Date Last 
Revised:    
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