
 
 
 
 

STATE AGENCIES AND AUTHORITIES 
SAFETY PLAN TEMPLATE: PROCEDURES BY OPERATION 

Draft Work Product / Subject to Change 
Inter- and Intra-Agency Deliberative Communication 

 
As of May 15, 2020 

Purpose 

 

Each New York State agency and authority will need to develop procedures and protocols as restrictions 
on public sector activities are lifted in different regions of the state during the next phase of the COVID-

19 public health emergency.  This safety plan template is designed to guide agencies and authorities in 

developing plans to address the specific risks and needs associated with their workforce and nature of 
work.   

 
This template outlines key elements of the State’s Interim Guidance for State Agencies and Authorities 
During the COVID-19 Public Health Emergency and provides questions for each agency and authority to 
answer to establish procedures for each type of primary operation (e.g. office-based, client-facing, field-

based). 

 
Each state agency and authority should designate a primary contact and supporting team to review the 

guidance in detail and complete this template for each type of operation conducted (e.g. work conducted 
in an office, interactions with the public, inspections in the field).  

COVID-19 Reopening Safety Plan 

Name of Agency / Authority: New York State Insurance Fund 

Type of Operation: Office-Based with some field operations 

Individual Responsible for Maintaining this Plan:  

Patti Carroll 
Director of Administration 
pcarroll@nysif.com 
(518) 437-4369 
 
 

I. PEOPLE 

A.   Physical Distancing 

Key Elements of the Guidance  

 

 Ensure a distance of at least 6 feet is maintained among employees at all times, unless safety of 
the core activity requires a shorter distance (e.g. moving and lifting equipment). Any time an 

mailto:pcarroll@nysif.com
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employee must come within 6 feet of another person, the employee and person should wear 

acceptable face coverings.  

 When distancing is not feasible between work stations or areas, provide and require the use of 

face coverings, or erect physical barriers, such as plastic shielding walls, in lieu of face coverings 

in areas where they would not affect air flow, heating, cooling, or ventilation. 

 Tightly confined spaces should be occupied by only one individual at a time, unless all occupants 

are wearing face coverings. If occupied by more than one person, occupancy will be kept under 

50% of maximum capacity. 

 Social distancing markers should be posted around the workplace using tape or signs that 

indicate 6 feet of spacing in commonly used areas and any areas in which lines are commonly 

formed or people may congregate (e.g. clock in/out stations, health screening stations, break 
rooms, water coolers, etc.). Further, bi-directional foot traffic should be reduced by using tape or  

signs with arrows in narrow aisles, hallways or spaces. 

 Post signs, consistent with the Department of Health (DOH) COVID-19 signage, to remind 
employees about social distancing, hand hygiene, personal protective equipment (PPE), and 

cleaning guidelines. 

 Limit employee travel for work to only essential travel. 

 
Selected Questions 

 
What types or categories of employees will return to the workplace and which will telecommute or 
engage in an alternative work schedule?  
 

A majority of our employees are able to operate productively and efficiently from home. Essential 

employees who are currently reporting to the workplace will continue to report to the workplace 
on an as-needed basis. Non-essential employees will continue to telecommute unless they need 

to address IT issues with equipment or retrieve/drop-off documents to the workplace. At this 
time approximately 98% of staff will continue to work from home.  

 

How will you manage engagement with clients and visitors on physical distancing requirements, as 
applicable? 
 

Visitors/vendors must make an appointment. If a visitor/vendor must come to the office to meet 

with an essential employee, they will be required to maintain social distancing and wear a face 

covering. If they do not have a face covering, NYSIF will provide one. 
 
How will you promote physical/social distancing in this type of operation or setting? 
 

NYSIF will limit the use of conference rooms, breakrooms, lunchrooms and other gathering areas 
(i.e. lobby areas). NYSIF will clearly post signs regarding social distancing and the use of face 

coverings when social distancing cannot be achieved. 

 
Workstations are being reviewed for potential modification of panel heights to increase physical 

barriers between staff, if necessary. Additionally, staff will be relocated to reduce density within 
the workspace. 

 

All staff, including field staff, will practice social distancing and wear a mask when social 
distancing cannot be achieved.  
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List common situations that may not allow for 6 feet of distance between individuals (including 
employees, clients and essential visitors). What measures will you implement to minimize transmission 
risk in these situations? 

 

Tightly confined spaces will be occupied by only one individual at a time, unless all occupants are 

wearing face coverings. If occupied by more than one person, occupancy will be kept under 50% 
of maximum capacity and where social distancing cannot be maintained, occupants will wear 

facial coverings. Signage will be posted to restrict occupancy. 
 

Examples of common situations that may not allow for 6 feet distance: elevators and restrooms 
Elevators: limit occupancy to four people or less; provide PPE stations (hand sanitizer, gloves, 

masks, finger cots, and tissues) before entering elevators. Staff will also be required to wear face 

coverings. Signs will be clearly posted.  
 

Restrooms: provide hand sanitizer stations near the door to restrooms. Gloves and disposable 
paper towels will also be provided. Staff will be required to wear face coverings. In addition, we 

are looking to convert all restroom fixtures to touchless and we are investigating touchless door 

opener options as well.   
 
 
What travel is essential for employees in this type of operation? 
 

Currently, the only travel that is essential is limited, minimal travel by IT staff between NYSIF 

offices.  

 
What questions or concerns do you have regarding the guidance on physical distancing? 
 

Does the height of a workstation panel achieve social distancing if it is minimally 54” high? 

 

NYSIF is seeking guidance on the maximum occupancy of an elevator. Is there a standard for the 
maximum number of people per sq. ft. for elevator use?  

B. Gatherings in Enclosed Spaces 

Key Elements of the Guidance 

 In-person gatherings should be limited as much as possible and tele- or video-conferencing 

should be used whenever possible. Essential in-person gatherings (e.g. meetings) should be held 

in open, well-ventilated spaces that permit individuals to maintain 6 feet of social distance 

between one another, where possible. 

 Adequate social distancing practices should be used in confined areas, such as restrooms and 

breakrooms, and signage and systems (e.g. flagging when occupied) should be developed to 

restrict occupancy when social distancing cannot be maintained in such areas. 

Selected Questions 

 

What measures will you put in place to allow for adequate physical distancing required in confined 
spaces? 

 

We will establish directional stairwells wherever possible. Signs will be posted to limit occupancy 
in applicable areas, such as conference rooms, breakrooms and elevators. 



Draft Work Product / Subject to Change 
Inter- and Intra-Agency Deliberative Communication 

  

4 

 
How will you encourage employee participation in telecommuting? 
 

NYSIF has consistently encouraged telecommuting. Staff has been provided with tools and 

equipment necessary for telecommuting, such as laptops, cell phones, hot spots, and software 

that supports video meetings (Microsoft Teams for conferencing). NYSIF continues to provide IT 
support and guidance via email/intranet postings and through our IT helpdesk. Additionally, the 

Executive Director and NYSIF Administration send out weekly emails providing staff direction and 
updates. 

C. Workplace Activity 

Key Elements of the Guidance 

 Measures must be introduced to reduce interpersonal contact and congregation. 

 Alternative work schedules must be considered to alleviate density in the workplace. 

 Workplace hours should be adjusted, as necessary, to allow for enhanced cleaning. 

Selected Questions 

 
What alternative work schedules / approaches will you implement for your employees to reduce the 
density of the workplace? 
 

NYSIF continues to encourage telecommuting and offers flexible work schedules.  

 
What changes will be made to transactions which require an in-person visit from a client? What 
transactions will continue to be handled remotely or be allowed to be resumed in-person during the initial 
stage of re-opening? 
 

Currently, NYSIF’s clients/customers do not have to come into our offices for services to be 

provided. NYSIF implemented remote and automated processes to eliminate or greatly reduce in-

person interaction and reduce touch-point contact. Premium audit payroll uploads, claimant use 
of telemedicine, mailroom activities, and document printing are all areas where processes have 

been improved, or expanded on, to reduce in-person contact. These processes will continue after 
we return to the office.  

 
What measures will be in place to encourage members of the public to book appointments for in-person 
services? How can members of the public schedule an appointment?  Where will that information be 
found? 
 

NYSIF has improved and increased its online services to clients/customers. We have sent letters 
to our clients/customers notifying them of these improved services. We have also posted this 

information on our website. 

 
The increased online services have reduced the need for in-person visits. These services will 

continue after we return to the office.  
 
What volume of clients do you expect when you re-open? Do you expect there to be “built up” demand? 
What steps, if any, will be required to handle this level of demand? 
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We expect an increase in payroll adjustments when businesses start to re-open. Underwriters will 
be reaching out to policyholders to assist with these payroll adjustments. We will need to 

reconcile overall payrolls of our customers and complete audits that were postposed. We also 
could potentially see an increase in new policy applications as businesses start up or restructure. 

All these activities can be done online or via telephone.  

    
What measures will you implement to deliver services to clients who belong to a vulnerable population 
(e.g., including older individuals, individuals with compromised immune systems, and individuals with 
underlying illnesses)? 

 
We have increased our online services to clients/customers in order to reduce in-person visits.  

 

What questions or concerns do you have regarding the guidance on workplace activity? 
 

None. 

D. Movement and Commerce  

Key Elements of the Guidance 

 

 Non-essential visitors must not be permitted at the workplace, to the extent possible.  

 Designated areas should be established for pick-ups and deliveries and, to the extent possible, 

limiting contact.  

 Client waiting areas (e.g. lines, parking areas) should be arranged to maximize social distance 

among clients and minimize interaction with others in the area. 

Selected Questions 

What measures will you take to implement contactless delivery, to the extent possible? 
 

NYSIF has re-routed all USPS mail to a single location for processing. Postal mail is scanned and 

electronically forwarded to the intended recipient(s). Packages (i.e. UPS & FedEx) are delivered 
to designated areas at each location to avoid person-to-person contact. 

 
What measures will you take to increase and ensure safety of client waiting areas? 

 

Security Guards will be responsible for signing in guests to eliminate multiple hands touching the 
sign-in book, pens, and the visitor counter and they will be provided PPE. Face coverings are 

required by all when social distancing cannot be achieved. Face coverings and gloves will be 
provided to anyone that does not have them.  

 
What questions or concerns do you have regarding the guidance on movement and commerce? 

 

None. 
 

II. PLACES 

A. Protective Equipment 
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Key Elements of the Guidance 

 Employees must wear face coverings when interacting with clients or coworkers within a six-foot 

distance and without a physical barrier (e.g., plexiglass). 

 Employees must be provided with an acceptable face covering at no-cost to the employee.  

 Face coverings should be cleaned or replaced when damaged or soiled; not be shared; and be 

properly stored or discarded.  

 Employees should be allowed to use their own acceptable face coverings. However, employees 

cannot be required to supply their own face coverings. 

 The sharing of objects should be limited, and the touching of shared surfaces discouraged; when 

these are touched, employees should wear gloves (trade-appropriate or medical); or sanitize or 

wash hands before and after contact.  

 Individuals should wear gloves while handling food products for consumption by others. 

 Employees should be trained on how to adequately put on, take off, clean (as applicable), and 

discard PPE, including but not limited to, appropriate face coverings. 

 Modifications to the workplace should be made where these are necessary to ensure physical 

distancing between individuals.  

Selected questions 

What quantity of face coverings – and any other PPE – will you need to request/procure to ensure that 
you have a sufficient supply on hand for employees and visitors? 
   
  When employees return to the office, we expect the following need for PPE: 

Employees who interact with the public will be provided one face covering per day, 

unless it is soiled or damaged, in which case they can request a new one.  

• Face coverings needed: 1,200 each week for 240 employees working 5 days a week 
  

Employees who do not interact with the public while working will be provided one face 
covering per week, unless it is soiled or damaged, in which case the employee can 

request a new one. Face coverings will be made available to all staff in each location. 

• Face coverings needed: 1,800 each week for 1,800 employees 

 
What policy will you implement to ensure that PPE is appropriately cleaned and/or discarded?  

 
NYSIF will provide guidelines and instructions for the proper use and disposal of PPE to all staff 

based upon manufacturer and CDC guidelines. These instructions will be emailed to staff and 
posted on NYSIF’s intranet page. These guidelines will also be posted conspicuously throughout 

our offices. 
 

PPE stands will be cleaned as part of our daily cleaning protocol. Additional waste receptacles will 

be deployed throughout the offices for discarding used PPE.  
 

What modifications will you make to the workplace to ensure physical distancing between individuals?  

 

Workstations are being reviewed for potential modification of panel heights to increase physical 
barriers between staff, if necessary. Additionally, NYSIF is using Computer Aided Programs (i.e. 

AutoCAD) to review and relocate staff (to open areas) in the most optimal manner to achieve 
maximum distancing. 
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Where will you install or deploy the equipment that is necessary to modify the workplace?  
 

NYSIF is reviewing the layout and workstation setup in each office to determine if modifications 

are necessary. In addition to possible workstation modifications, PPE stations, additional 

sanitizing stations, and touchless restroom fixtures are planned for all locations. 
 

List common objects that are likely to be shared between employees. What measures will you implement 
to ensure the safety of your employees when using these objects? 
 

List of objects to be shared: vehicles, keys, files, printers, touchscreens, breakroom appliances, 

kitchen items. 

 
Measures: where possible restrict use of shared objects to one employee (e.g. printers); 

implement strict cleaning protocols before and after using shared objects: use of disinfectant on 
touched surfaces of shared materials vehicles and touchscreens (printers); implement hand 

hygiene protocol before and after using shared objects. We will limit occupancy of breakrooms 

and lunchrooms. 
 

NYSIF is employing daytime porters to continually disinfect touchpoints throughout the day. 
Additional cleaning in each office will take place each evening.  

 
Porters will disinfect vehicles before and after each use.  

 

What questions or concerns do you have regarding the guidance on protective equipment? 
 

None. 

B. Hygiene and Cleaning 

Key Elements of the Guidance 

 

 Hygiene and sanitation requirements from the Centers for Disease Control and Prevention (CDC) 

and Department of Health (DOH) must be followed, and cleaning logs that that include the date, 

time, and scope of cleaning must be maintained. 

 Hand hygiene stations, including handwashing with soap, water, and disposable paper towels, as 

well as NYS Clean hand sanitizer or a hand sanitizer containing 60% or more alcohol for areas 

where handwashing facilities may not be available or practical, must be provided and maintained 

for personnel. 

 Appropriate cleaning / disinfection supplies for shared and frequently touched surfaces must be 

provided, and employees must use these supplies before and after use of these surfaces, 

followed by hand hygiene. 

 Regular cleaning and disinfection of the office location must be undertaken. More frequent 

cleaning and disinfection must be undertaken for high risk areas used by many individuals and 

https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://coronavirus.health.ny.gov/home
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for frequently touched surfaces, at least after each shift, daily, or more frequently as needed, 
and align with the DOH’s “Interim Guidance for Cleaning and Disinfection of Public and Private 

Facilities for COVID-19”. 

 Exposed areas must be cleaned and disinfected in the event of an employee testing positive to 
COVID-19. Such cleaning should include, at a minimum, all heavy transit areas and high-touch 

surfaces (e.g. vending machines, handrails, bathrooms, door knobs). 

 CDC guidelines on “Cleaning and Disinfecting Your Facility” should be complied with if someone is 

suspected or confirmed to have COVID-19.  

 Prohibit shared food and beverages (e.g. buffet style meals), encourage bringing lunch from 

home, and reserve adequate space for employees to observe social distancing while eating 

meals. 

Selected Questions 

 
What policies will you implement to ensure regular cleaning and disinfection of your workplace and any 
shared objects or materials, using products identified as effective against COVID-19? 

 
Each workplace will be cleaned throughout the workday by daytime porters who will continually 

wipe down and disinfect high-touch items. Daily cleanings will include but not be limited to 
restrooms, conference rooms, elevators, stairwells (railings), door handles, and printers. 

 

Evening cleaning protocols have also been enhanced for added disinfecting. 
 

Employees will be encouraged to keep an uncluttered work area and not to store food items 
overnight. 

 
NYSIF requires all cleaning firms and landlords to use products confirmed by the NYS Department 

of Health that are effective against COVID-19.  

 
Who will be responsible for maintaining an overall cleaning log? Where will the log be kept? In what 
spaces will space-specific cleaning logs be maintained and posted? 

 

NYSIF will require the janitorial firm to submit cleaning summary electronically for all locations on 

a weekly basis. Each facility will maintain an electronic record of the cleaning summary. 
 

Where at the workplace will you provide employees with access to the appropriate hand hygiene and/or 
cleaning products and how will you promote good hand hygiene? 

 
PPE stations (hand sanitizer, gloves, masks, finger cots, and tissues) will be provided at the 

entrance of the workplace and elevator lobbies. Hand soap and hand sanitizer is provided at each 

restroom and breakroom. 
 

Reminders will be issued via signage, email and/or NYSIF’s intranet page to promote good hand 
hygiene. 

 
How will you ensure an adequate supply and distribution of hand hygiene and cleaning supplies? 
 

These items are the responsibility of NYSIF’s landlord and NYSIF’s Building Management & 
Maintenance company. Inventories of all materials are regularly reviewed by NYSIF’s 

Administration Department. NYSIF will ensure a 2-month supply is on-hand using all procurement 

methods available. 

https://coronavirus.health.ny.gov/system/files/documents/2020/03/cleaning_guidance_general_building.pdf
https://coronavirus.health.ny.gov/system/files/documents/2020/03/cleaning_guidance_general_building.pdf
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
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What questions or concerns do you have regarding the guidance on hygiene and cleaning? 
 

None. 

C. Phased Reopening 

Key Elements of the Guidance 

 A phased reopening should be considered to allow for operational issues to be resolved before 
work activities return to normal levels. 

Selected Questions 

What policies will you implement to allow for phased-in reopening? 

 

NYSIF will encourage all non-essential employees to work remotely and offer flexible work 
schedules. 

 
What questions or concerns do you have regarding the guidance on phased reopening? 
 

None. 

D. Communications Plan 

Key Elements of the Guidance 

 A communications plan for employees, visitors, and clients should be developed, and should 

include applicable instructions, training, signage, and a consistent means to provide employees 

with information.  

 Clients should be encouraged to adhere to CDC and DOH guidance regarding the use of PPE, 

specifically face coverings when a social distance of 6 feet cannot be maintained. This should be 

encouraged through verbal communication and signage. 

 Signage should be posted inside and outside of the office location to remind personnel and 
clients to adhere to proper hygiene, social distancing rules, appropriate use of PPE, and cleaning 

and disinfecting protocols. 

Selected questions 

What methods of communication will you use as part of your training and communications plan? How will 
you tell whether these methods have had the intended results? 

 

The Executive Director and NYSIF Administration send out weekly emails providing staff direction 
and updates. A Business Continuity page was established on NYSIF’s intranet site which provides 

staff with guidance and instruction. This site contains all internal and external communications as 
well as resources for working from home.   
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Additionally, information regarding helpful resources such as EAP, Domestic Violence resources, 
Mental Health helpline, and a COVID-19 hotline are all available on NYSIF’s Business Continuity 

webpage. NYSIF’s managers and supervisors have also been asked to meet with their staff 
weekly to maintain communication and ensure wellness of their employees. 

 

We issued a survey to employees to determine if our communication is adequate. In addition, a 
separate email box was established for employees to ask questions and communicate their 

concerns. Finally, weekly meetings with Senior staff have been taking place.  

What questions or concerns do you have regarding the guidance on communications? 

None. 

 
III. PROCESSES 

A. Screening and Testing 

Key Elements of the Guidance 

 

 Implement mandatory remote or in-person daily health screening for COVID-19 contact or 

symptoms (e.g. questionnaire, temperature check) for in-person employees at or near the 
beginning of each work day. 

 Coordinate screening to prevent employees from intermingling in close contact with each other 

prior to completion of the screening. 

 Ensure agency is following all screening, testing, and tracing procedures as outlined in the 

guidance, including instructions to employees on when to return home and when to return to 
work. 

 Ensure screening staff are a trained supervisory-level employee or health care professional, 

wearing appropriate personal protective equipment including, at least, face covering and gloves, 
if the screening involves contact. 

 Maintain a record of all staff who are screened, as well as if screening was passed or if the staff 

member was instructed to return home, provided no other health information is recorded or 
maintained.  Record must be secured and reviewed on a daily basis. 

 Designate a workplace-level safety monitor whose responsibilities include continuous compliance 

with all aspects of the site safety plan. 

 Where practicable, maintain a log of every person, including employees and visitors, who may 

have close contact with other individuals at the work site or area; excluding deliveries that are 
performed with appropriate PPE or through contactless means. 

Selected questions 

How and where will health and screening practices be performed? How will you coordinate screening to 
prevent employees from intermingling in close contact with each other prior to the completion of the 
screening?  

 
NYSIF is exploring methods for employee’s self-assessment at home prior to coming to the office. 
Other methods being considered is an internet portal where staff can complete a daily wellness 

survey. 

 
NYSIF is preparing to administer temperature checks as staff arrive at the office. We have the 

ability to use non-contact infrared thermometers preprogrammed with DOH temperature 
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thresholds. Staff that do not pass temperature screening will be provided an informational flyer 
with instructions and asked to return home.  

 
Staff who have a temperature that is equal to or greater than 100.0 degrees Fahrenheit, who 

report or otherwise display noticeable symptoms consistent with COVID-19, or who have had 

known close contact with a person confirmed or suspected to have COVID-19 in the past 14 days 
will be instructed by the screening staff member to immediately return home, remotely notify 

their supervisor and human resources (HR) personnel, and contact their health care provider for 
medical advice and assistance, as well as to arrange testing for COVID-19, as appropriate. 

 
Employees will be directed to wear their face covering when entering the office and practice 

social distancing. 

 
If screening on site, how much PPE will be required for the persons carrying out the screening practices? 
How will you supply this PPE? 

 
PPE needed: 1 thermometer per screener; 1 pair of gloves per screener per day; 1 surgical-grade 

mask or other face covering per screener per day. NYSIF will provide screeners with the 
necessary PPE. 

 
No-touch thermometers needed: Thermometers for each office building will be distributed based 

upon staff levels and number of entrances. NYSIF has secured 50 thermometers. 
 

What questions or concerns do you have regarding the guidance on screening and testing? 
 

Can Security Guards procured under the OGS Centralized Contract be utilized for employee 

screening if they are trained in accordance with CDC guidelines?  
Who will provide the training? 

B. Tracing and tracking 

Key Elements of the Guidance 

 

 Immediately notify DOH and the local health department upon being informed of any positive 

COVID-19 test result by an employee at their site. 

 Cooperate with health authorities to trace all contacts in the workplace and notify the health 
department of all employees logged and visitors/clients, in the case of an employee, visitor, or 

client who interacted at the workplace testing positive. 

 Require employees to report to the agency if they are alerted that they have come into close or 
proximate contact with a person with COVID-19 outside of the workplace. 

What questions or concerns do you have regarding the guidance on tracing and tracking? 

 
Once a person tests positive, do they have to test negative before they can return to work? 

 

IV. EMPLOYEE ASSISTANCE AND RESOURCES  

Key Elements of the Guidance  
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 Information should be made available to employees about resources, including those accessed 

through agency human resources personnel, health benefits administrators, union 
representatives, and websites specified in the guidance. 

What questions or concerns do you have regarding the availability of employee assistance and resources? 

None. 

 

V. OTHER 

As a result of this planning, what do you believe will be the greatest remaining risks? How do you 
propose to monitor, address, or otherwise mitigate those risks?   

The greatest risk is maintaining social distancing in confined areas. We will be vigilant in our 

efforts to continually remind staff of best practices and methods to maintain proper distancing in 
all situations through the use of signage, email and intranet reminders, and regular 

communications. 

Are there any areas of your operation that will depart from the minimum standards provided in the 
guidance?  If so, what operations will depart from which specific standard? 

No. NYSIF will comply with all standards. 

Additional safety information, guidelines, and resources are available at:  

New York State Department of Health Novel Coronavirus (COVID-19) Website 

https://coronavirus.health.ny.gov/  

Centers for Disease Control and Prevention Coronavirus (COVID-19) Website 

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

Occupational Safety and Health Administration COVID-19 Website 

https://www.osha.gov/SLTC/covid-19/ 

https://coronavirus.health.ny.gov/
https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://www.osha.gov/SLTC/covid-19/

