
Actively encourage sick employees / 
temporary employees to stay home. 

Separate sick employees or ensure they are 
sent home immediately.

Emphasize, respiratory etiquette and hand 
hygiene by all employees.

Routinely clean all frequently touched 
surfaces in the workplace.

Advise employees who are traveling to check 
the CDC’s Traveler’s Health Notices and check 
themselves for symptoms before returning to 
work and notify you prior to returning.

If an employee is confirmed to have 
COVID-19, employers should inform fellow 
employees of their possible exposure to 
COVID-19 in the workplace but maintain 
confidentiality as required by the Americans 
with Disabilities Act (ADA).

business Sick Policies
Avoid close contact with people who are sick. 

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

Stay home when you are sick. 

Cover your cough or sneeze with a tissue or 
direct into your elbow or arm. 

WearWear disposable gloves and mask if you are 
caring for a person who is ill or has been 
exposed. 

Clean and disinfect frequently touched objects 
and surfaces using a solution or cleaning 
product that claims it kills coronaviruses (make 
sure to follow instructions on the label). 

WashWash your hands often with soap and water for 
at least 20 seconds. Use an alcohol-based hand 
sanitizer that contains at least 60% alcohol if 
soap and water are not available.

Do’s & DOn’ts

COVID - 19
CORONAVIRUS INFORMATION

These may appear 2 - 14 days 
after exposure
• Fever
• Cough
• Shortness of breath

SYMPTOMS
The virus is thought to be 
spread mainly from person to 
person. The virus may also 
survive on surfaces or objects.
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There are many different types of corona viruses that are known to cause human illness. 
COVID-19 was originally reported in Wuhan city China, and is now spreading throughout 
the world. COVID-19 is a respiratory disease that is primarily spread person to person 

through close contact with individuals who are ill.

TRANSMISSION
Protect yourself as much as 
possible and ensure you are 
washing and disinfecting often. 

PREVENTION


