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CDC Guidance on Preparing for Reopening Small Businesses after COVID-19 

https://cdc.gov/coronavirus 

 

On April 6, 2020, the Center for Disease Control and Prevention (“CDC”) posted the below list of 

recommended steps for small businesses to protect their employees and prepare for any business 

disruptions as they reopen after COVID-19: 

1.  Identify a workplace coordinator who will be responsible for COVID-19 issues and their impact at the 

workplace. 

2.  Examine policies for leave, telework, and employee compensation. 

• Leave policies should be flexible and nonpunitive, and allow sick employees to stay home and 

away from co-workers. Leave policies should also account for employees who need to stay 

home with their children if there are school or childcare closures, or to care for sick family 

members. 

• When possible, use flexible worksites (e.g., telework) and flexible work hours (e.g., staggered 

shifts) to help establish policies and practices for social distancing (maintaining distance of 

approximately 6 feet or 2 meters) between employees and others, especially if social distancing 

is recommended by state and local health authorities. 

3.  Review your leave policies with all employees and provide information about available employee 

assistance services. Share information on steps they can take to protect themselves at work and at 

home. 

4.  Identify essential employees and business functions, and other critical inputs such as raw materials, 

suppliers, subcontractor services/products, and logistics required to maintain business operations. 

Explore ways you can continue business operations if there are disruptions. 

5.  Prepare business continuity plans for significant absenteeism, supply chain disruptions, or changes in 

the way you need to conduct business. 

6.  Establish an emergency communications plan. Identify key contacts (with back-ups), chain of 

communications (including suppliers and customers), and processes for tracking and communicating 

about business and employee status. 

7.  Share your response plans with employees and clearly communicate expectations. It is important to 

let employees know plans and expectations if COVID-19 occurs in communities where you have a 

workplace. 

8.  Abide by the following Top 10 Tips to Protect Employees’ Health 

(i) Actively encourage sick employees to stay home. Develop policies that encourage sick 

employees to stay at home without fear of reprisals, and ensure employees are aware of these 

policies. 

https://cdc.gov/coronavirus
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(ii)  Develop other flexible policies for scheduling and telework (if feasible) and create leave 

policies to allow employees to stay home to care for sick family members or care for children if 

schools and childcare close. 

(iii) Promote etiquette for coughing and sneezing 

(https://www.cdc.gov/healthywater/hygiene/etiquette/coughing_sneezing.html) and 

handwashing (https://www.cdc.gov/handwashing/index.html). Provide tissues, no-touch trash 

cans, soap and water, and hand sanitizer with at least 60% alcohol. 

(iv)  Perform routine environmental cleaning. Routinely clean and disinfect all frequently 

touched surfaces, such as workstations, countertops, handrails, and doorknobs. Discourage 

sharing of tools and equipment, if feasible. 

(v) Provide education and training materials in an easy to understand format and in the 

appropriate language and literacy level for all employees, like fact sheets and posters 

(https://www.cdc.gov/coronavirus/2019-ncov/communication/index.html). 

(vi)  Have conversations with employees about their concerns. Some employees may be at 

higher risk for severe illness, such as older adults (https://www.cdc.gov/coronavirus/2019-

ncov/need-extraprecautions/older-adults.html) and those with chronic medical conditions. 

(vii) Talk with companies that provide your business with contract or temporary employees 

about their plans. Discuss the importance of sick employees staying home and encourage them 

to develop non-punitive “emergency sick leave” policies. 

(viii) Plan to implement practices to minimize face-to-face contact between employees if social 

distancing is recommended by your state or local health department. Actively encourage flexible 

work arrangements such as teleworking or staggered shifts. 

(ix) Consider the need for travel and explore alternatives. Check CDC’s Travelers’ Health 

https://wwwnc.cdc.gov/travel) for the latest guidance and recommendations. Consider using 

teleconferencing and video conferencing for meetings, when possible. 

(x) If an employee becomes sick while at work, they should be separated from other employees, 

customers, and visitors and sent home immediately. Follow CDC guidelines for cleaning and 

disinfecting (https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-

isinfection.html) areas the sick employee visited. 

For more tips and information see the CDC Interim Guidance for Businesses and Employers at 

(https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html) and the 

OSHA Guidance for Preparing Workplaces for COVID-19 

(https://www.osha.gov/Publications/OSHA3990.pdf). 
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CALIFORNIA DEPARTMENT OF PUBLIC HEALTH (CDPH)/CALOSHA Guidance 

https://Covid19.ca.gov 

 
On May 12, 2020, the California Department of Public Health (“CDPH”) and Cal/OSHA issued the below 
guidance for businesses operating in office workspaces as they begin to reopen after COVID-19.  CDPH 
recommends having in place appropriate processes to identify new cases of illness in workplaces and, 
when they are identified, to intervene quickly and work with public health authorities to halt the spread 
of the virus. 

Worksite Specific Plan 

 

• Establish a written, worksite-specific COVID-19 prevention plan at every office location, perform 

a comprehensive risk assessment of all work areas, and designate a person at each office 

workspace to implement the plan. 

• Identify contact information for the local health department where the facility is located for 

communicating information about COVID-19 outbreaks among employees. 

• Train and communicate with employees and employee representatives on the plan. 

• Regularly evaluate the office workspace for compliance with the plan and document and correct 

deficiencies identified. 

• Investigate any COVID-19 illness and determine if any work-related factors could have 

contributed to risk of infection. Update the plan as needed to prevent further cases. 

• Identify close contacts (within six feet for 15 minutes or more) of an infected employee and take 

steps to isolate COVID-19 positive employee(s) and close contacts. 

• Adhere to the guidelines below. Failure to do so could result in workplace illnesses that may 

cause operations to be temporarily closed or limited. 

Topics for Employee Training 

• Information on COVID-19, how to prevent it from spreading, and which underlying health 

conditions may make individuals more susceptible to contracting the virus. 

• 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. 

• To seek medical attention if their symptoms become severe, including persistent pain or 

pressure in the chest, confusion, or bluish lips or face. Updates and further details are available 

on CDC’s webpage. 

• The importance of frequent handwashing with soap and water, including scrubbing with soap 

for 20 seconds (or using hand sanitizer with at least 60% ethanol or 70% isopropanol when 

employees cannot get to a sink or handwashing station, per CDC guidelines). 

• The importance of physical distancing, both at work and off work time (see Physical Distancing 

section below). 

• Proper use of face coverings, including: 

o Face coverings do not protect the wearer and are not personal protective equipment (PPE). 

https://covid19.ca.gov/
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o Face coverings can help protect people near the wearer, but do not replace the need for 

physical distancing and frequent handwashing. 

o Employees should wash or sanitize hands before and after using or adjusting face coverings. 

o Avoid touching eyes, nose, and mouth. 

o Face coverings should be washed after each shift. 

• Ensure temporary or contract workers at the facility are also properly trained in COVID-19 

prevention policies and have necessary PPE. Discuss these responsibilities ahead of time with 

organizations supplying temporary and/or contract workers. 

• Information on employer or government-sponsored leave benefits the employee may be 

entitled to receive that would make it financially easier to stay at home. See additional 

information on government programs supporting sick leave and worker’s compensation for 

COVID-19, including employee’s sick leave rights under the Families First Coronavirus Response 

Act and employee’s rights to workers’ compensation benefits and presumption of the work-

relatedness of COVID-19 pursuant to the Governor’s Executive Order N-62-20. 

Individual Control Measures and Screening 

• Provide temperature and/or symptom screenings for all workers at the beginning of their shift 

and any vendors, contractors, or other workers entering the establishment. Make sure the 

temperature/symptom screener avoids close contact with workers to the extent possible. Both 

screeners and employees should wear face coverings for the screening. 

• If requiring self-screening at home, which is an appropriate alternative to providing it at the 

establishment, ensure that screening was performed prior to the worker leaving the home for 

their shift and follows CDC guidelines, as described in the Topics for Employee Training section 

above. 

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

• Employers should provide and ensure workers use all required protective equipment. Employers 

should consider where disposable glove use may be helpful to supplement frequent and 

washing or use of hand sanitizer; examples are for workers who are screening others for 

symptoms or handling commonly touched items. 

• Face coverings are strongly recommended when employees are in the vicinity of others. 

Workers should have face coverings available and wear them when at work, in offices, or in a 

vehicle during work-related travel with others. Face coverings must not be shared. 

• Employers must take reasonable measures to remind workers that they should use face 

coverings. 

Cleaning and Disinfecting Protocols 

• Perform thorough cleaning on high traffic areas such as break rooms and lunch areas, and areas 

of ingress and egress including stairways, stairwells, escalators, handrails, and elevator controls. 

Frequently disinfect commonly used surfaces including doorknobs, toilets, and handwashing 

facilities. 

• Provide time for workers to implement cleaning practices during their shift. Cleaning 

assignments should be assigned during working hours as part of the employee’s job duties. 
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• Adjust or modify hours to provide adequate time for regular thorough cleaning and disinfection 

of office spaces. 

• Avoid sharing phones, other work supplies, or office equipment wherever possible. Never share 

PPE. 

• Where such items must be shared, disinfect between shifts or uses, whichever is more frequent, 

including the following: shared office equipment such as copiers, fax machines, printers, 

telephones, keyboards, staplers, surfaces in reception areas, shared work stations, etc., with a 

cleaner appropriate for the surface. 

• Ensure that sanitary facilities stay operational and stocked at all times and provide additional 

soap, paper towels, and hand sanitizer when needed. 

• When choosing cleaning chemicals, employers should use product approved for use against 

COVID-19 on the Environmental Protection Agency (EPA)-approved list and follow product 

instructions. Use disinfectants labeled to be effective against emerging viral pathogens, diluted 

household bleach solutions (5 tablespoons per gallon of water), or alcohol solutions with at least 

70% alcohol that are appropriate for the surface. Provide employees training on manufacturer’s 

directions and Cal/OSHA requirements for safe use. Workers using cleaners or disinfectants 

should wear gloves as required by the product instructions. 

• Consider installing portable high-efficiency air cleaners, upgrading the building’s air filters to the 

highest efficiency possible, and making other modifications to increase the quantity of outside 

air and ventilation in offices and other spaces. 

Physical Distancing Guidelines 

• Implement measures to ensure physical distancing of at least six feet between workers and 

customers. This can include use of physical partitions or visual cues (e.g., floor markings or signs 

to indicate to where employees should stand). 

• Utilize telework options and modified work schedules. 

• Consider offering workers who request modified duties options that minimize their contact with 

customers and other employees (e.g., managing inventory or managing administrative needs 

through telework). 

• Redesign office spaces, cubicles, etc. and decrease the capacity for conference and meeting to 

ensure workspaces allow for six feet between employees. 

• Close or restrict common areas, using barriers, or increasing physical distance between 

tables/chairs where personnel are likely to congregate and interact, such as kitchenettes and 

break rooms, and discourage employees from congregating in high traffic areas such as 

bathrooms, hallways, and stairwells. 

• Establish directional hallways and passageways for foot traffic, if possible, to eliminate 

employees from passing by one another. 

• Designate separate routes for entry and exit into office spaces to help maintain social distancing 

and lessen the instances of people closely passing each other. 

• Limit the number of individuals riding in an elevator and ensure the use of face coverings. Post 

signage regarding these policies. 
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• Utilize work practices, when feasible and necessary, to limit the number of employees at the 

office at one time. This may include scheduling (e.g. staggering start/end times), establishing 

alternating days for onsite reporting, returning to the office workspace in phases, or continued 

use of telework when feasible. 

• Stagger employee breaks, within compliance with wage and hour regulations, to maintain 

physical distancing protocols. 

• Discontinue nonessential travel and encourage distance meetings via phone and internet. 

• Require employees to avoid handshakes and similar greetings that break physical distance. 

• Dedicate staff to direct guests to meeting rooms upon entry to office space rather than 

congregating in lobbies or common areas. 

• Install production transfer-aiding materials, such as shelving and bulletin boards, to reduce 

person-to-person production hand-offs. 

Note:  Additional requirements must be considered for vulnerable populations. Office workspaces must 

comply with all Cal/OSHA standards and be prepared to adhere to its guidance as well as guidance from 

the Centers for Disease Control and Prevention (CDC) and the California Department of Public Health 

(CDPH). Additionally, employers must be prepared to alter their operations as those guidelines change. 
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CALIFORNIA LWDA (Labor & Workforce Development Agency) Guidance 

https://www.labor.ca.gov/coronavirus2019/ 

Summary of Benefits Available for Workers Impacted by COVID-19 to be Shared with Employees 

Disability Insurance 

• If you are unable to work due to medical quarantine or illness related to COVID-19 (certified by a 

medical professional) 

• Short-term benefit payments to eligible workers who have a full or partial loss of wages due to a 

non-work-related illness, injury, or pregnancy. 

• Approximately 60-70 percent of wages (depending on income); ranges from $50-$1,300 a week 

for up to 52 weeks. 

Paid Family Leave 

• If you are unable to work because you are caring for an ill or quarantined family member with 

COVID-19 (certified by a medical professional) 

• Up to six weeks of benefit payments to eligible workers who have a full or partial loss of wages 

because they need time off work to care for a seriously ill family member. 

• Approximately 60-70 percent of wages (depending on income); ranges from $50-$1,300 a week 

for up to 6 weeks. 

Unemployment Insurance (and any extended UI benefits programs) 

• If you have lost your job or have had your hours reduced for reasons related to COVID-19 

• Partial wage replacement benefit payments to workers who lose their job or have their hours 

reduced, through no fault of their own. 

• Range from $40-$450 per week for up to 26 weeks. (Plus additional weeks under extended UI 

benefits programs). 

Pandemic Unemployment Assistance 

• If you have lost your job or business or have had your hours or services reduced for reasons 

related to COVID-19. 

• Partial wage replacement benefit payments for business owners, self-employed, independent 

contractors, those who have limited work history, those who have collected all UI benefits for 

which they are eligible, and others not eligible for regular UI benefits who are unemployed, 

partially unemployed, unable to work or unavailable to work as a direct result of COVID-19. 

• Range from $167-$450 per week for up to 39 weeks. 

California Paid Sick Leave 

• If you or a family member are sick or for preventive care, including when civil authorities 

recommend quarantine, isolation, or stay-at-home  

• The leave you have accumulated, or your employer has provided to you under the Paid Sick 

Leave law. This may be 1 hour accrued for every 30 hours worked or 3 days/24 hours provided 

https://www.labor.ca.gov/coronavirus2019/
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per year; employer may cap accrual at 48 hours and use at 3 days or 24 hours, whichever is 

greater, within a 12-month period. 

• Paid to you at your regular rate of pay or an average based on the past 90 days. 

California COVID-19 Supplemental Paid Sick Leave for Food Sector Workers (Executive Order N-51-20) 

• If you are a “Food Sector Worker” and are (1) subject to a governmental quarantine or isolation 

order related to COVID-19, (2) advised by a health care provider to self-quarantine or self-isolate 

due to COVID-19 concerns, or (3) are prohibited from working by the Worker’s Hiring Entity due 

to COVID-19-related health concerns. 

• Up to 80 hours of supplemental paid sick leave for Food Sector Workers who work for hiring 

entities with 500 or more employees in the United States. 

• Paid to you at your regular rate of pay, the state minimum wage, or the local minimum wage, 

whichever is higher. 

Federal Families First Coronavirus Response Act (FFCRA) Emergency Paid Sick Leave 

• If you are unable to work (or telework) because: 

(1) You are subject to a Federal, State, or local quarantine or isolation order related to COVID-

19. 

(2) You have been advised by a health care provider to self-quarantine due to concerns related 

to COVID-19. 

(3) You are experiencing symptoms of COVID-19 and seeking a medical diagnosis. 

(4) You are caring for an individual who is subject to an order as described in subparagraph (1) 

or has been advised as described in paragraph (2). 

(5) You are caring for a child whose school or place of care has been closed, or whose child care 

provider is unavailable, for reasons related to COVID-19. 

(6) You are experiencing any other substantially similar condition specified by the Secretary of 

Health and Human Services. 

• Up to 80 hours of paid sick leave for employees who work for public employers or private 

employers with fewer than 500 employees. (Some exceptions may apply, including small 

business exemption from providing paid leave for child care.) 

• For employee: Higher of regular rate or minimum wage rate, not to exceed $511 per day and 

$5,110 in total  

• For family care: 2/3 of regular rate, not to exceed $200 per day and $2,000 in total 

Federal Families First Coronavirus Response Act (FFCRA) Emergency Paid Family & Medical Leave 

• If you are unable to work (or telework) because you are caring for a child whose school or place 

of care has been closed, or whose child care provider is unavailable, for reasons related to 

COVID-19. 

• Up to an additional 10 weeks of paid leave for employees who work for public employers or 

private employers with fewer than 500 employees. (Some exceptions may apply, including small 

business exemption.) 

• 2/3 of regular rate, not to exceed $200 per day and $10,000 total 
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Local Government Supplemental Paid Sick Leave for COVID-19 

• If you live in the city of Los Angeles, unincorporated areas of Los Angeles County, San Francisco, 

or San Jose, you may be eligible for supplemental paid sick leave for COVID-19-related reasons if 

you are not covered by the FFCRA. 

• Up to 80 hours of supplemental paid sick leave for covered employees.  

• Varies by locality: LA City, Unincorporated LA County, San Francisco, San Jose. 

Workers’ Compensation 

• If you reported to your employer’s worksite between March 19 and July 5, 2020 and tested 

positive or were diagnosed with a COVID-19-related illness, you may be eligible for workers’ 

compensation benefits under the Executive Order issued by Governor Newsom on May 6. 

• Under Executive Order N-62-20, you may receive Temporary Disability (TD) payments after 

exhausting specific federal or state COVID-19 paid sick leave benefits. You may be entitled to TD 

payments for up to 104 weeks. TD payments stop when either you return to work, your doctor 

releases you for work, or your doctor says your illness has improved as much as it’s going to. 

• TD generally pays two-thirds of the gross wages you lose while you are recovering from a work-

related illness or injury, up to maximum weekly amount set by law. In addition, eligible 

employees are entitled to medical treatment and additional payments if a doctor determines 

you suffered a permanent disability because of the illness. 

(See attached table summarizing above in further detail.) 


