FACILITY RESPONSE PLAN CHECKLIST
Prepare | Prevent | Protect
This Facility Response Plan checklist is an itemized and consolidated list of the recommendations found in OSHA''s Workplace Guidance and
the CDC's Guidance for Cleaning and Disinfecting . City Wide of Boston is able to design a Facility Response Plan to compliment your
company's policies and support the implementation of your plan.
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Monitor public health communications and recommendations about
COVID-19 and ensure that workers have access to that information
Provide workers with up-to-date education and training on COVID-19
risk factors and protective behaviors (cough and sneeze protocol and
care of PPE)
Place posters that encourage hand hygiene and coughing/sneezing
protocol to help stop the spread. Can be placed at the entrance to
your workplace and in other workplace areas where they are likely to
be seen
Configure the workplace to increase physical distance amongst
employees & amongst employees and visitors
Have options available in the event you need to immediately isolate
people who are potentially infectious
Add touchless dispensers, door openers, faucets and trash cans
Install physical barriers, such as clear plastic sneeze guards
PREVENT
Provide resources for a safe work environment that promote personal
hygiene. This includes providing tissues, anti-bacterial hand soap and
alcohol based hand rubs containing at least 60 percent alcohol
Provide disinfectant sprays and disposable towels or disinfecting
wipes for employees to clean their devices and work surfaces
Consider additional high visibility daytime high touch cleaning for
increased employee safety and peace of mind
Develop an ongoing plan for disinfecting on a scheduled basis
Place hand sanitizers in multiple locations to encourage hand hygiene
PROTECT
Discourage workers from using other worker's phones, desks, offices,
tools and equipment when possible
When appropriate, limit visitor's access to the workplace or restrict
access to certain workplace areas

Encourage workers to stay home if they are sick and encourage
respiratory etiquette, including covering coughs and sneezes
If an employee shows symptoms of COVID-19, provide the employee a
face masks and have them go to an isolated area. Once the employee
leaves the building, disinfecting sevices should be performed
Promote frequent and thorough hand washing, including providing
workers, customers and worksite visitors with a place to wash their
hands. If soap and running water are not immediately available,
provide alcohol-based hand rubs containing at least 60% alcohol
Make hand sanitizer available in high traffic lobbies, restrooms,
breakrooms, cafeterias, stairwells, elevators, conference/meeting
rooms and office areas
Maintain regular housekeeping practices including routine cleaning
and disinfecting of surfaces, equipment and other elements in the
workplace. Use EPA registered products and follow manufacturers
instructions for use
Provide disposable disinfectant wipes so that commonly used surfaces
(e.g. doorknobs, keyboards, remote controls, desks, and other work
tools and equipment) can be wiped down by employees before and
after each use
Additional Recommendations
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Single serve wrapped utensils
Desk mats and or keyboard covers
Social distance signage and workflow matting
High efficiency air filters
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