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These sample return-to-work documents serve as 
examples for businesses and organizations to use 
as templates when preparing their own plans for 
reopening their business. It does not account for 
every state, local or industry-specific guidance 
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PayneWest Insurance will follow recommended federal, state and local guidelines as we transition the re-
opening of our offices.  These guidelines and procedures are subject to change depending on the 
most current government and science directives. 

Re-Open Stages 
PayneWest has identified stages for returning to work.  Each location within PayneWest’s footprint will work 
through the stages per federal, state, and local guidelines.  See PayneWest Re-Opening Stages on Exhibit A. 

When notified, colleagues will return to the office locations.  Special consideration will be given to those 
colleagues who are considered higher risk (age 65 or older, or have serious chronic medical conditions) or 
reside with someone in a high risk category as well as those colleagues who have school/child care 
concerns.  These colleague may continue to telecommute until further notice. 

All colleagues returning to physical office locations will be required to attest to following established 
procedures.  See Attestation – Exhibit B. 

Individual Guidelines (Updated 5.22.2020) 
As we return to our offices, for our safety and the well-being of our colleagues, clients and communities, it is 
important that we continue to practice good hygiene. This includes: 

• Wash your hands with soap and water or use hand sanitizer. 
• Avoid touching your face. 
• Sneeze or cough into a tissue, or the inside of your elbow. 
• Disinfect frequently used items, including phones, keyboards and surfaces as much as possible. 
• Wash your hands regularly 

o After touching frequently used items or surfaces 
o Before and after all client interactions 
o Before and after going to the restroom 
o Before and after eating 
o After coughing, sneezing, or blowing your nose. 

If you are feeling sick please do not report to work.  Contact your manager and/or HR.   

Social Distancing (Updated 5.22.2020) 
All work areas will be subject to the recommended social distancing of six feet.  Access to common areas 
where colleagues are likely to congregate and interact will be limited.  Conference rooms are to be used for 
client visits and limited to a maximum participant number for meetings.  Kitchen areas may be utilized but 
social distancing of at least six feet will need to be observed at all times and areas or appliances used will 
need to be disinfected by you as you leave.     

Colleague Screening Procedures (Updated 5.22.2020) 
As a precautionary measure and to reduce the spread of COVID-19, all colleagues will have their temperature 
taken when reporting to work at the start of each workday. Colleagues should report to a designated central 
entrance point upon arrival at work and prior to entering any other areas of PayneWest premise.  All 
colleagues shall wear face coverings during the screening process, either a personal face mask or scarf.  

A designated representative using a touchless forehead / temporal artery thermometer will screen each 
colleague. Time spent waiting for the health screening is considered time worked for nonexempt colleagues.  

A colleague who has a fever at or above 100.4 degrees Fahrenheit or who is experiencing coughing or 
shortness of breath will be sent home.  Elevated temperatures are documented, and the record will be 
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maintained as a private medical record.   Human Resources will reach out to the colleague for further 
screening.  The colleague should monitor his or her symptoms and call a doctor or use telemedicine if 
concerned about the symptoms.  

A colleague sent home can return to work when:  

• There has been no fever for at least three (3) days without taking medication to reduce fever during 
that time; AND  

• Any respiratory symptoms (cough and shortness of breath) have improved for at least three (3) days; 
AND  

• At least seven (7) days have passed since the symptoms began.  
A colleague may return to work earlier if a doctor confirms the cause of a colleague’s fever or other 
symptoms is not COVID-19 and releases the colleague to return to work.  A written release may be required.   

A colleague who experiences fever and/or respiratory symptoms while home should not report 
to work. Instead, the colleague should contact his or her immediate supervisor for further direction.  

A colleague who refuses to have their health screened or temperature checked will not be allowed to return 
to work.  Time missed is considered the same as any other illness and subject to our standard leave policies.   
We take the health and safety of our colleagues, clients and communities very seriously, thus, continuing to 
refuse temperature checks or health screening will be subject to disciplinary procedures up to and including 
termination.  

Screening Instructions and Health Screening Log can be found on Exhibits C and D. 

Required Notifications & Stay at Home (Updated 5.22.2020) 
Colleagues should contact their immediate supervisor if they experience symptoms while home, experience a 
need for a 14 day quarantine period, and/or test positive for COVID-19.  They should not report to work.  
Colleagues must also notify their supervisor if any household members are symptomatic or test positive for 
COVID-19 prior to reporting to work.  Colleagues should notify their immediate supervisor if they become 
symptomatic while at work and shall immediately leave the premises unless unable to safely do so. 

Symptoms include: 

• Cough • Shortness of Breath • Difficulty Breathing       

OR at least two of the following: 

• Fever => 100.4º F • Muscle Pain • New Loss of Taste or Smell 

• Chills • Headache • Repeated Shaking with Chills 

• Sore Throat   

Personal Protective Equipment (Updated 5.22.2020) 
Unless otherwise required by state and local directives, the wearing of a mask while in the office is 
recommended, but not required.  The following link provides instructions for making a personal mask.   
https://www.thespruce.com/t-shirt-face-mask-4802111    Masks will be available for clients should they 
desire one. NOTE:  Colleagues located in a Washington state location are required to wear a facial covering 
unless alone in the office location. 

Frequent hand washing is necessary and should not be replaced by wearing gloves.  Should you choose to 
wear gloves, you should: 

https://www.thespruce.com/t-shirt-face-mask-4802111
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• Wash your hands before putting them on and when changing to a fresh pair. 
• Make sure they fit properly.  A glove that is too big will not stay on your hand, and one that is too 

small will rip or tear easily. 
• Remove them properly.  Grasp them at the cuff and peel them off inside out over your fingers.  Avoid 

touching your palm or fingers with the glove and dispose properly. 
• Never wash and reuse gloves. 

Essential Travel Only (Updated 5.22.2020) 
Refer to your current Stage to determine travel restrictions.    During “essential travel only”, under no 
circumstances should you travel to an area that is still under a local or state stay at home order.  Where 
required by state or local directive, only one person per vehicle is permitted when not part of the same 
household. [Washington]    

Client Interaction Guidelines 
Virtual meetings via WebEx or other video media is strongly encouraged.  Face-to-Face appointments should 
follow our Client Interaction Guidelines & 14-Day Tracing Log. See Exhibits E and F.  

Facilities  
Supplies 

The following supplies will be provided to each location.  If certain supplies are unavailable, PayneWest will 
attempt to provide a substitute provision or revised procedure. 

• Tape measure 
• Marking Tape – Red & Yellow 
• Floor Clings 
• Hand Sanitizer/Antiseptic Hand Rub 
• Disinfectant wipes 
• Plastic Shields/Sneeze Guards 
• Thermometers 
• Masks 
• Gloves 

Signage 
PayneWest Marketing will provide appropriate external & internal signage for each location. 

Office Set-up 

Each office administrative associate will be provided with an Office Set-Up Checklist (Exhibit G) and Visitor 
Log template (Exhibit H). 

Cleaning & Disinfecting Guidelines 

Cleaning & Disinfecting guidelines are required for each location.  The Cleaning & Disinfecting Guidelines are 
described in Exhibit I. 

Site-specific COVID-19 Supervisor (New 5.22.2020) 

Where required by state and local directives, PayneWest will designate a site-specific COVID-19 supervisor. 
[Washington] 
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Training (New 5.22.2020) 
PayneWest will educate all colleagues about how to prevent transmission of COVID-19 via signage and 
postings.  Colleague are expected to review the PayneWest Re-Opening Guidelines and all updates.  
PayneWest will provide training for those providing temperature/health screenings including the proper usage 
of gloves and masks.  All colleagues setting up individual office locations will be provided a checklist to follow 
as well as one-on-one review as necessary.  Any designated COVID-19 supervisor will acknowledge review 
and understanding of PayneWest Re-Opening Guidelines. 

Positive Diagnosis 
Colleagues who have been knowingly exposed to someone who tests positive for COVID-19 or they 
themselves tests positive for COVID-19 will be asked to self-quarantine for a minimum of 14 days. By doing 
this we are mitigating the risk that the virus will spread to other colleagues in the workplace.  Detailed 
Positive Diagnosis Guidelines can be found on Exhibit J. 
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Exhibit A:  PayneWest Re-Open Stages (Updated 5.28.2020) 
PLEASE NOTE:  Stage parameters are subject to change as the situation develops.  Further, 
there is no set duration a stage will last, nor is there a defined time range between stages. 
 

PAYNEWEST INSURANCE RE-OPENING – Version 5.28.2020 
PRE-STAGE PREPARATION 

• Develop Stages 
• Colleague Survey 
• Guidelines – Colleagues & Clients 
• Facilities/Supplies 
• Communication 

Client Interaction during Pre-Stage Preparation:  Strongly encourage virtual meeting via WebEx or other video 
media.  Face-to-face appointments permitted so long as Client Interaction Guidelines are followed. 

-----------------MOVE TO STAGE I UPON COMPLETION --------------- 
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Stage I 

PLEASE NOTE:  Stage parameters are subject to change as the situation develops.  Further, 
there is no set duration a stage will last, nor is there a defined time range between stages. 
 

PAYNEWEST INSURANCE RE-OPENING – Version 5.28.2020 
STAGE I (Subject to Change) 

Dates Upon completion of Pre-Stage Preparation & State/County release from 
stay-at home order (Updated 5/28/2020) 

Colleagues Allow those wanting to be back in office to approximately 20%-25% per 
location. 

Facilities Doors will remain locked to the public. 
Clients – Inside 
Facilities 

Strongly encourage virtual meeting via WebEx or other video media.  By 
appointment only and in designated areas of the office; client appointments 
permitted only with colleagues approved to be in the office. 

Clients – Outside 
Facilities 

Strongly encourage virtual meeting via WebEx or other video media.  Face-
to-face appointments permitted so long as Client Interaction Guidelines are 
followed.  These guidelines can be found on CARL under Coronavirus/Office 
Re-Opening materials. 

Carriers Virtual meeting or phone only.   
Screenings Temperature and/or symptom screenings for office colleagues. 
Travel Refer to CARL, company communication, and FAQs for current 

restrictions and requirements. (Updated 5/28/2020) 
Distancing Six-foot distancing and/or barrier screening, e.g. cubicles 
Common Area Use • Conference rooms – Closed except for client appointments 

• Kitchen/Breakrooms – Social distancing required/no 
congregating/wipe down of appliances touched 

 
 
----------------------------MONITOR & ADAPT-------------------------- 
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Stage II 

PLEASE NOTE:  Stage parameters are subject to change as the situation develops.  Further, 
there is no set duration a stage will last, nor is there a defined time range between stages. 
 

PAYNEWEST INSURANCE RE-OPENING – Version 5.28.2020 
STAGE II (Subject to Change) (Updated 5.28.2020) 

Dates Upon completion of Stage I 
Colleagues Allow those wanting to be back in office to approximately 40%-50% per 

location. 
Facilities Doors open to the public. 
Clients – Inside Facilities Strongly encourage virtual meeting via WebEx or other video media.  Client 

meetings only in designated areas of the office where 6-foot distancing 
possible; client meetings permitted only with colleagues approved to be in 
the office. 

Clients – Outside 
Facilities 

Strongly encourage virtual meeting via WebEx or other video media.  Face-
to-face appointments permitted so long as Client Interaction Guidelines are 
followed.  These guidelines can be found on CARL under Coronavirus/Office 
Re-Opening materials. 

Carriers Virtual meeting or phone only. 
Screenings Temperature and/or symptom screenings for office colleagues. 
Travel Refer to CARL, company communication, and FAQs for current 

restrictions and requirements. (Updated 5/28/2020) 
Distancing Six-foot distancing and/or barrier screening, e.g. cubicles 
Common Area Use Conference rooms – Client appointments and limited to max. number of 

colleagues depending on size of conference room 
 

 

---------------------------MONITOR & ADAPT--------------------------- 
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Stage III 

PLEASE NOTE:  Stage parameters are subject to change as the situation develops.  Further, 
there is no set duration a stage will last, nor is there a defined time range between stages. 
 

PAYNEWEST INSURANCE RE-OPENING – Version 5.28.2020 
STAGE III (Subject to Change) (TBD) 

---------------------------MONITOR & ADAPT--------------------------- 
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Stage IV 

PLEASE NOTE:  Stage parameters are subject to change as the situation develops.  Further, 
there is no set duration a stage will last, nor is there a defined time range between stages. 
 

PAYNEWEST INSURANCE RE-OPENING – Version 5.28.2020 
STAGE IV - TBD 
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Exhibit B: Office Re-opening Guidelines-Attestation (Updated 
5.22.2020) 
Individual Guidelines 

As we return to our offices, for our safety and the well-being of our colleagues, clients and communities, it is 
important that we continue to practice good hygiene. This includes: 

• Wash your hands with soap and water or use hand sanitizer. 
• Avoid touching your face. 
• Sneeze or cough into a tissue, or the inside of your elbow. 
• Disinfect frequently used items, including phones, keyboards and surfaces as much as possible. 
• Wash your hands regularly 

o After touching frequently used items or surfaces 
o Before and after all client interactions 
o Before and after going to the restroom 
o Before and after eating 
o After coughing, sneezing, or blowing your nose. 

 

If you are feeling sick please do not report to work.  Contact your manager and/or HR.   

Social Distancing 

All work areas will be subject to the recommended social distancing of six feet.  Access to common areas 
where colleagues are likely to congregate and interact will be limited.  Conference rooms are to be used for 
client visits and limited to a maximum participant number for meetings.  Kitchen areas may be utilized but 
social distancing of at least six feet will need to be observed at all times and areas or appliances used will 
need to be disinfected by you as you leave.     

Colleague Screening Procedures 

As a precautionary measure and to reduce the spread of COVID-19, all colleagues will have their temperature 
taken when reporting to work at the start of each workday. Colleagues should report to a designated central 
entrance point upon arrival at work and prior to entering any other areas of PayneWest premise.  All 
colleagues shall wear face coverings during the screening process, either a personal face mask or scarf.  

A designated representative using a touchless forehead / temporal artery thermometer will screen each 
colleague. Time spent waiting for the health screening is considered time worked for nonexempt colleagues.  

A colleague who has a fever at or above 100.4 degrees Fahrenheit or who is experiencing coughing or 
shortness of breath will be sent home.  Elevated temperatures are documented, and the record will be 
maintained as a private medical record.   Human Resources will reach out to the colleague for further 
screening.  The colleague should monitor his or her symptoms and call a doctor or use telemedicine if 
concerned about the symptoms.  

A colleague sent home can return to work when:  

• There has been no fever for at least three (3) days without taking medication to reduce fever during 
that time; AND  

• Any respiratory symptoms (cough and shortness of breath) have improved for at least three (3) days; 
AND  

• At least seven (7) days have passed since the symptoms began.  
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A colleague may return to work earlier if a doctor confirms the cause of a colleague’s fever or other 
symptoms is not COVID-19 and releases the colleague to return to work.  A written release may be required.   

A colleague who experiences fever and/or respiratory symptoms while home should not report 
to work. Instead, the colleague should contact his or her immediate supervisor for further direction.  

A colleague who refuses to have their health screened or temperature checked will not be allowed to return 
to work.  Time missed is considered the same as any other illness and subject to our standard leave policies.   
We take the health and safety of our colleagues, clients and communities very seriously, thus, continuing to 
refuse temperature checks or health screening will be subject to disciplinary procedures up to and including 
termination.  

Required Notifications & Stay at Home 

Colleagues should contact their immediate supervisor if they experience symptoms while home, experience a 
need for a 14 day quarantine period, and/or test positive for COVID-19.  They should not report to work.  
Colleagues must also notify their supervisor if any household members are symptomatic or test positive for 
COVID-19 prior to reporting to work. Colleagues should notify their immediate supervisor if they become 
symptomatic while at work and shall immediately leave the premises unless unable to safely do so. 

Symptoms include: 

• Cough • Shortness of Breath • Difficulty Breathing       

OR at least two of the following: 

• Fever => 100.4º F • Muscle Pain • New Loss of Taste or Smell 

• Chills • Headache • Repeated Shaking with Chills 

• Sore Throat   

 
Personal Protective Equipment 

Unless otherwise required by state and local directives, the wearing of a mask while in the office is 
recommended, but not required.  The following link provides instructions for making a personal mask.   
https://www.thespruce.com/t-shirt-face-mask-4802111    Masks will be available for clients should they 
desire one. NOTE:  Colleagues located in a Washington state location are required to wear a facial covering 
unless alone in the office location.  

Frequent hand washing is necessary and should not be replaced by wearing gloves.  Should you choose to 
wear gloves, you should: 

• Wash your hands before putting them on and when changing to a fresh pair. 
• Make sure they fit properly.  A glove that is too big will not stay on your hand, and one that is too 

small will rip or tear easily. 
• Remove them properly.  Grasp them at the cuff and peel them off inside out over your fingers.  Avoid 

touching your palm or fingers with the glove and dispose properly. 
• Never wash and reuse gloves. 

 
Essential Travel Only 

https://www.thespruce.com/t-shirt-face-mask-4802111
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During “essential travel only”, under no circumstances should you travel to an area that is still under a local 
or state stay at home order. Where required by state or local directive, only one person per vehicle is 
permitted when not part of the same household. [Washington]     

Client Interaction Guidelines 

Virtual meetings via WebEx or other video media is strongly encouraged.  Face-to-Face appointments should 
follow our Client Interaction Guidelines & 14-Day Tracing Log. See Exhibits E and F of the PayneWest 
Guidebook on CARL.   

Facilities  

Supplies 

The following supplies will be provided to each location.  If certain supplies are unavailable, PayneWest will 
attempt to provide a substitute provision or revised procedure. 

• Tape measure 
• Marking Tape – Red & Yellow 
• Floor Clings 
• Hand Sanitizer/Antiseptic Hand Rub 
• Disinfectant wipes 
• Plastic Shields/Sneeze Guards 
• Thermometers 
• Masks 
• Gloves 

Signage 
PayneWest Marketing will provide appropriate external & internal signage for each location. 

Office Set-up 
Each office administrative associate will be provided with an Office Set-Up Checklist and Visitor Log template. 

Cleaning & Disinfecting Guidelines 

Cleaning & Disinfecting guidelines are required for each location.  The Cleaning & Disinfecting Guidelines are 
described in Exhibit I of the PayneWest Guidebook as posted on CARL. 

Site-specific COVID-19 Supervisor 

Where required by state and local directives, PayneWest will designate a site-specific COVID-19 supervisor. 
[Washington] 

Training 

PayneWest will educate all colleagues about how to prevent transmission of COVID-19 via signage and 
postings.  Colleague are expected to review the PayneWest Re-Opening Guidelines and all updates.  
PayneWest will provide training for those providing temperature/health screenings including the proper usage 
of gloves and masks.  All colleagues setting up individual office locations will be provided a checklist to follow 
as well as one-on-one review as necessary.  Any designated COVID-19 supervisor will acknowledge review 
and understanding of PayneWest Re-Opening Guidelines. 

Positive Diagnosis 
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Colleagues who have been knowingly exposed to someone who tests positive for COVID-19 or they 
themselves tests positive for COVID-19 will be asked to self-quarantine for a minimum of 14 days. By doing 
this we are mitigating the risk that the virus will spread to other colleagues in the workplace.  Detailed 
Positive Diagnosis Guidelines can be found on Exhibit J of the PayneWest Guidebook posted on CARL.  
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Exhibit C:  Screening Instructions 5/7/2020 
 

PAYNEWEST INSURANCE 
Colleague Screening Instructions 

As a precautionary measure and to reduce the spread of COVID-19, all colleagues will have their temperature 
taken when reporting to work at the start of each workday.  

 

• Colleagues will report to a designated entrance point upon arrival at work and prior to entering any 
other areas of PayneWest premise.  Social distancing of 6ft required while waiting to be screened.  

• As a designated screener, you will use a touchless forehead / temporal artery thermometer to screen 
each colleague.  

• Screeners will need to wear masks and gloves.  All colleagues being screened are to wear face 
coverings, either a personal mask or scarf.   

• Actual temperatures should not be verbalized; rather you can show it to the colleague if necessary. 
• Screening worksheets will be provided listing those authorized to return to the office.  Should a 

colleague not listed need to enter, please check their temperature and insert their name at the 
bottom of the form. 

• Signage of symptoms will be posted and each colleague should be asked to review and report to the 
screener if they are exhibiting any listed.  

• Colleagues with temperatures below 100.4 Fahrenheit will be checked off the sheet – actual temps 
should not be recorded but simply checked to indicate the temperature was taken.   

• Colleagues with temperatures 100.4 Fahrenheit or above or colleagues exhibiting any symptoms are 
to be sent home immediately.  Notify HR as soon as possible but do not delay screening anyone 
currently waiting.  HR will need to know the actual temperature and will contact the colleague and 
complete the screening process. 

• If someone registers a fever, please replace your mask and gloves before proceeding to the next 
individual.  

• To protect confidentiality and colleague’s privacy, screeners must not share information obtained 
during the screening process.    

• Screening worksheets should be scanned to humanresources@paynewest.com at the end of each 
week. 

• Thermometer to be disinfected at the end of screening.   
• Anyone refusing to have his or her temperature taken should not report to work, but should contact 

HR. 
• Authorized vendors and approved clients do not need to have a temperature taken, but should be 

asked if they are exhibiting symptoms.  
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Exhibit D: Health Screen Log 5/5/2020  
 

Health Screen Log Week of _______________ 

Office: 

 Please place a check in the box marked T if the temperature was below 100.4 Fahrenheit. 
 Please place a check in the box marked S if the colleague answered “no” to symptom questions.  
 Please place an NA in the box(s) if the colleague did not report to work that day.  
 
If temperature is above 100.4 or colleague responds “yes” to any symptoms question please advise the 

colleague to go home and contact HR. 

 Name 

Monday 

Screener 
Initials 

Tuesday 

Screener 
Initials 

Wednesday 

Screener 
Initials 

Thursday 

Screener 
Initials 

Friday 

Screener 
Initials 

Saturday Sunday 

Screener 
Initials 

_/__/20 _/__/20 _/__/20 _/__/20 _/__/20 _/__/20 _/__/20 
T S T S T S T S T S T S T S 

                     
                     
                     
                     
                     
                     
                     
                     
                     
                     
                     
                     
                     

 

Please insert name of colleague who reported to work, completed health screening, but is not listed above. 

 Name 

Monday 

Screener 
Initials 

Tuesday 

Screener 
Initials 

Wednesday 

Screener 
Initials 

Thursday 

Screener 
Initials 

Friday 

Screener 
Initials 

Saturday Sunday 

Screener 
Initials 

_/__/20 _/__/20 _/__/20 _/__/20 _/__/20 _/__/20 _/__/20 
T S T S T S T S T S T S T S 

                     
                     
                     
                     
                     

 

Signed: 
______________________________________________________Date:________________________ 
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Exhibit E:  Client Interaction Guidelines (Updated 5.22.2020) 
 

PAYNEWEST INSURANCE 
CLIENT INTERACTION GUIDELINES 

Effective 5/22/2020 

Pre-Stage Preparation 
 
Inside Facilities  

• Facilities closed to public 
 
Outside Facilities  

• Recommend virtual meeting whenever possible  
• Face-to-face interaction should be the exception not the rule and only upon client request 
• State/County permitted clients only / Essential clients only where state/county stay-at-home orders in 

effect 
• Six-Foot Social Distancing required 
• If recommended by state or local authority, masks should be worn during the meeting 
• Do not meet if you or the client is feeling sick or is otherwise symptomatic 
• Maintain a 14-day meeting log / Report any known exposure to HR 
• Approval required for interstate travel 
• This guideline applies to all PayneWest colleagues irrespective of your location 

 
Stage I 
 
Inside Facilities  

• Facilities closed to the public 
• By appointment only, designated areas only 
• Visitor Log 
• When making appointment, colleague alerts client that they need to be symptom-free to enter 

building 
• Symptom Signage 
• Payments only clients – per location procedures 

 
Outside Facilities  

• Recommend virtual meeting whenever possible  
• Face-to-face interaction should be the exception not the rule and only upon client request 
• State/County permitted clients only / Essential clients only where state/county stay-at-home orders in 

effect 
• Six-Foot Social Distancing required 
• If recommended by state or local authority, masks should be worn during the meeting 
• Do not meet if you or the client is feeling sick or is otherwise symptomatic 
• Maintain a 14-day tracing log / Report any known exposure to HR  
• Approval required for interstate travel 
• This guideline applies to all PayneWest colleagues irrespective of your location 
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Stage II 
 
Inside Facilities  

• Facilities open to the public 
• Designated areas only where six-foot distancing available 
• Masks should be offered to clients when walking through the facilities 
• Visitor Log 
• Symptom Signage 
• Payments only clients – per location procedures 

 
Outside Facilities  

• Recommend virtual meeting whenever possible  
• Face-to-face interaction should be the exception not the rule and only upon client request 
• State/County permitted clients only / Essential clients only where state/county stay-at-home orders 

in effect 
• Six-Foot Social Distancing required 
• If recommended by state or local authority, masks should be worn during the meeting 
• Do not meet if you or the client is feeling sick or is otherwise symptomatic 
• Maintain a 14-day tracing log / Report any known exposure to HR  
• Approval required for interstate travel 
• This guideline applies to all PayneWest colleagues irrespective of your location 
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Exhibit F:  14-Day Tracing Log 
 

PAYNEWEST INSURANCE 
Tracing Log – Maintain for Rolling 14-Day Period 

 

PayneWest Colleague Name: _________________________ 

Date Who Visited  
(Name all in attendance) 

Contact Information Location of Visit 
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Exhibit G:  Administrative Associate Office Set-Up Checklist 
(Updated 5.28.2020) 
 

Admin Checklist for Office Re-opening Guidelines 
2020 0511 Ver7 02  

Supplies   
 Hand sanitizer Location - Common areas, conference rooms, front desk, visitor waiting area 

 Disinfecting Wipes Location - Common areas, conference rooms, front desk, visitor waiting area 
 Antiseptic Hand Rub Spray from Head Frame Spirits Location - Common areas, conference rooms, front desk, visitor waiting area 
 Gloves Available to use in the office 
 Masks Available to use in the office 
 Thermometer Location - Colleague screening area 
 Sneeze Guards for front desk Location - Front desk count and have been ordered 
 Tape - Red and Yellow, if not available order another color This will be used throughout the office to mark 6ft distancing 
 Measuring Tape Use for the 6ft distancing 

 

Signage / Distancing 

 Floor clings - "STAND HERE" 
SHIPPING UPS - Place the floor signs at the front entrance using the 6ft 
distancing method from front desk 

 Please Practice Social Distancing SHIPPING UPS - Sign must stand up on the front counter 

 Door Locked, Apt Only - Stage I PRINT AND POST - Letter size 8.5x11 Front Door 

 Exit Only, Re-entry Fillable PRINT AND POST - Letter size 8.5x11 – on locked doors, state entry door 

 Wear Face Covering PRINT AND POST – Letter size (New 5/22/2020) common areas 

 Waiting Area Occupancy PRINT AND POST – Letter size 8.5x11 (New 5/22/2020) Front Lobby / Waiting 
Area 

  Coronavirus Symptoms – Client Facing PRINT AND POST – Letter size 8.5x11 (New 5/22/2020) Lobby / Waiting Area 

  Employees Only PRINT AND POST – Letter size 8.5x11 (New 5/22/2020) Where applicable 

  Do your Part, Slow the Spread PRINT AND POST – Tabloid size 11x17 (New 5/22/2020) throughout office 

  Closed Entrance PRINT AND POST - Letter size 8.5x11 – where applicable 

 Conference Room Occupancy PRINT AND POST - Letter size 8.5x11 – 150’ feet per person 

 Conference Room Closed Stage I only PRINT AND POST - Letter size 8.5x11 

 Sanitize Conference Room PRINT AND POST - Letter size 8.5x11 – in each conference room 

  Break Room Occupancy PRINT AND POST - Letter size 8.5x11, enter # of colleagues based on 6ft 
distancing 

 Sanitize Copy Room 
PRINT AND POST - Letter size 8.5x11 - post at each of the copiers and other 
office machines used by the office 

 Colleague Screening sign PRINT AND POST Tabloid size 11x17 - Post at the Colleague Screening area 

 Colleague Screening direction - right and left arrows (2) PRINT AND POST Tabloid size 11x17 - Post directional for screening area 

 Colleague Screening Symptom Sign PRINT AND POST Tabloid size 11x17 - Post in screening area 

 Social Distancing PRINT AND POST Letter 8.5x11 - Post throughout the office 

Logs & Forms 
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 PayneWest Guidebook PRINT AND POST in Front office (New 5/22/2020) 
 PayneWest Health Screen Log Week of   PRINT multiple copies to have available for the Screeners 
 Screening Instructions PRINT Colleague Screening Instructions 
 PayneWest Visitor Log PRINT multiple to have available at the front desk 
 Pre-Stage Email template to send to Colleagues prior to opening This template is available on CARL under the Logs and Forms section 
 14 Day Tracing Log - Maintain for Rolling 14-Day Period PRINT to have available for colleagues to use 

 

Set up Admin Area - Stage 1 

 POST ALL SIGNAGE AS OUTLINED ABOVE 
 Sneeze guards Location - Counter of the front desk 
 Floor clings - signage Place in front area between front counter and wait area with 6ft distancing 

  PayneWest Visitor Log PRINT LOCALLY and have available at the front desk. Retain for future reference 
 Colored Tape Use to mark 6ft distancing wherever needed 
 Hand sanitizer / disinfecting wipes Hand sanitizer available in the front lobby 
 

 Set up designated area for client appointments 

 Conference Rooms - 6ft distancing Designated Conference room for 6ft distancing (Updated 5/22/2020) 
 Laptop available IT is sending laptops for the conference rooms if not currently available 
 Hand sanitizer and disinfecting wipes 

 Client Payments 
Per location set up. If they enter the building, log their information using the 
PayneWest Visitor Log 

 

e Screening Area - Refer to Screening  

 Designated screener for health screening Mask and gloves required to be worn by the screeners 

  
Designated entrance point for health screening 

Select a room or space where there is 6ft distancing between colleague and 
temp  
screener and the colleague can exit the room without having to pass closely 
to the next-in-line 

 Thermometer Used by the screeners 

 Signage posted Colleague screening, colleague directional signage and CDC symptom signage 

 Place tape strips for 6ft distancing If a line should form you will be prepared 
 Health Screen Log Refer to the Screening Instructions - Will be emailed to the screeners 
 Facility entrance for all employees to enter Designate one entrance for all colleagues 
 Hand sanitizer and disinfecting wipes Be prepared! 
 

Common Areas - 

 Remove seating in all areas where congregating Waiting areas, conference room, break room – 6ft distancing required (New 
5/22/2020) 

 Remove any magazines and periodicals from front lobby Until further notice 
 Remove coffee makers and water coolers from front lobby If water cooler too heavy, place a "Do Not Use" sign on the front 
 Sanitizing Checklist Twice daily cleaning - 

 Conference Rooms Place hand sanitizer and disinfecting wipes & wipe down at least twice daily 

 Kitchen / Breakrooms 
Post signage, place hand sanitizer and disinfecting wipes & wipe down at least 
twice  daily 

 Equipment - Printers, faxes Place hand sanitizer and disinfecting wipes & wipe down at least twice daily 
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Admin checklist for essential functions 

 Email template to send to Colleagues This template is available on CARL under the Logs and Forms section for 
entering into stages (Updated 5/22/2020) 

 Mail processing 
 Printing functions for WFH colleagues 

 Building security - doors locked 
Must ensure exits can be opened without having a key. If key needed, key must 
remain in the door (exit side). One entrance for all. Please post signs 
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Exhibit H:  Visitor Log 
 

PAYNEWEST INSURANCE VISITOR LOG 

Date Name Contact Information Who Visited / Purposes of Visit 
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Exhibit I:  Cleaning & Disinfecting Guidelines 5/6/2020 
 

PAYNEWEST INSURANCE 
General recommendations for routine cleaning and disinfection: 

Routine cleaning of surfaces using appropriate cleaning and disinfection methods can help prevent the spread 
of COVID-19. Pay special attention to frequently touched surfaces and objects.  The below information 
provides general guidelines to follow in your location where applicable.  Every individual should be self-
accountable in wiping off areas which they’ve touched, janitorial vendors will be providing cleaning to high-
touch areas as well as designated individuals within the office. 

Clean and disinfect high-touch surfaces regularly 

• Frequently touched surfaces and objects vary by location. Examples include doorknobs, light 
switches, handrails, kitchen appliances, counter tops, drawer pulls, tables, sinks, faucet and toilet 
handles, drinking fountains, elevator buttons, phones, keys and remote controls. 

• Individual colleagues are responsible for cleaning and disinfecting their own work spaces including 
desktops, office supplies, keyboard, mouse, monitors and telephone.   

• Remove any visible dirt and grime before using disinfectants. Disinfecting surfaces removes most 
germs and are most effective on clean surfaces and objects. Coronaviruses are relatively easy to kill 
with most disinfectants. When using cleaning and disinfecting products, always read and follow the 
manufacturer’s directions. Colleagues should follow label directions and existing procedures for using 
gloves or other personal protective equipment (PPE) if necessary. If using gloves, throw them away 
after each cleaning. 

• Alcohol-based hand sanitizers should be made available in common areas when possible to 
encourage hand hygiene. 

• Understanding supplies are in high demand, PayneWest will make every effort to make supplies 
accessible to colleagues. In lieu of supplies listed below, substitute products may be made available 
or can be purchased by the location’s administrative associate to provide by location.  See the below 
options for using diluted household bleach solutions. 

o Alcohol-based hand sanitizers containing minimum 60% alcohol 
o EPA-registered disinfecting wipes  
o Soap and paper towels  
o Tissues 
o Spray disinfectants 

• Avoid direct spray to prevent damage to electronic equipment such as keyboards and laptops. 
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Procedures for Cleaning and Disinfecting: 

Hard or non-porous items (examples include tables, desks, floors, doorknobs and phones)  

If a surface is visibly dirty, first clean using a regular cleaning product, such as soapy water for a table or 
cleaning cloth for a cell phone. 

Disinfecting: 

To disinfect a cleaned surface or object, you can use regular disinfection products (for example, bleach, 
peroxide or alcohol-based disinfectant products) or use a disinfectant that has been approved by the EPA. 
Examples of EPA approved products can be found at: https://www.americanchemistry.com/Novel-
Coronavirus-Fighting-Products-List.pdf 

You can also disinfect using diluted household bleach solutions, if appropriate for the surface. Follow the 
manufacturer’s instructions for application and proper ventilation. Check the product’s expiration date. 
Prepare a new solution daily or as needed. Never mix household bleach with ammonia or any other cleanser. 

Prepare a bleach solution by mixing: 

• 5 tablespoons (1/3 cup) bleach per gallon of water or  
• 4 teaspoons bleach per quart of water 

You can also disinfect using solutions with at least 70% alcohol. Wipe the surface or object thoroughly with 
the solution and let it dry. 

Personal Protective Equipment (PPE) and Hand Hygiene 

• Wash hands prior to cleaning and disinfecting tasks. 
• If gloves are worn, they should be removed carefully to avoid contamination of the wearer and the 

surrounding area.  
• Clean hands immediately after gloves are removed.  
• Follow normal preventive actions including cleaning hands and avoiding touching eyes, nose, or 

mouth with unwashed hands.  
 

Additional key times to clean hands include:  

• After blowing one’s nose, coughing, or sneezing  
• After using the restroom  
• Before eating or preparing food 

 
Resources for Task Specific Safety Training: 

PayneWest Insurance Risk Control also has numerous safety resources available. For more training resource 
options, please contact: 

Brendan Riley: (406) 457-2114, briley@paynewest.com 

 

 

 

 

  

https://www.americanchemistry.com/Novel-Coronavirus-Fighting-Products-List.pdf
https://www.americanchemistry.com/Novel-Coronavirus-Fighting-Products-List.pdf
mailto:briley@paynewest.com
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APPENDIX A:  Janitorial Vendor Staff Cleaning Recommended Guidelines 

Note: Frequency of duties may vary by location depending on occupancy and activity. 

 
 Daily Weekly Monthly 

Offices, Hallways, Conference Rooms, and Entry Area    
Clean entry doors inside and out  D   
Empty all trash containers, replacing any torn or soiled liners D   
Disinfect the following surfaces: 

• Door handles 
• Light switches 
• Exposed desktop, table, and counter space 
• Wipe impervious chairs and mist upholstered chairs 
• Phones, keyboards, and mice 
• Buttons on all copiers and printers 

 
 

 
D 

  

Vacuum all traffic areas D   
Clean any noticeable spots on vertical surfaces including walls, desks, and 
file cabinets as needed 

D   

Collect dishes from throughout the office, and load in dishwasher D   
Straighten chairs and turn off lights D   
Detail vacuum all carpeting, including under chairs and desks  W  
Dust horizontal surfaces, including desktop items  W  
Dust all blinds   M 
Dust all baseboards and lower ledges   M 
Conference and Break Rooms    
Empty all trash containers, replacing any torn or soiled liners D   
Wipe down all counters, tables, chair arms and sinks D   
Spot-clean fronts of cabinets and appliances D   
Disinfect the following surfaces: 

• Appliance handles and buttons, including refrigerator, microwave, 
coffee makers, dishwasher, oven, and stove 

• Door, cabinet, and drawer handles 
• Light switches 

 
 

D 

  

Put away clean dishes; load dirty dishes and run dishwasher D   
Vacuum all carpeting D   
Mop floor with disinfectant D   
Restrooms     
Empty all trash containers, replacing any torn or soiled liners D   
Clean and disinfect the following surfaces: 

• Door handles 
• Light switches 
• Counters 
• Sinks 
• Toilets 
• Paper towel, toilet paper, and soap dispensers 
• Grab bars 

 
 
 

D 

  

Refill all paper towels, toilet paper, and soap D   
Mop floor with disinfectant D   
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APPENDIX B:  Sanitation Standard Operating Procedure: 

Sanitation Standard Operating Procedure 

Cleaning and Disinfecting High-Touch Surfaces 

Location Admin 
Associates 

Disinfect the Common Area Surfaces in your Location 

Frequency: At least twice daily during work day or much as necessary to protect clients 
and colleagues 

Common Area 
Surfaces: 

Front desk, break rooms, conference rooms in use, printers, entry doors, 
mail collection areas, etc.  

Examples of High 
Touch Surfaces: 

Doorknobs, handrails, kitchen appliances, counter tops, coffee pots, 
refrigerator handles, drawer pulls, tables, sinks, drinking fountains, elevator 
buttons, phones, keys and remote controls 

Individual Colleague 
Responsibilities: 

Colleagues will be responsible for cleaning and disinfecting their own office 
work spaces and equipment. Colleagues will also be encouraged to wipe 
down areas such as break room supplies, coffee pots, sink handles, 
printers, etc. after use. 

Materials: Personal Protective Equipment, disinfectants, paper towels, trash can, soap 
and water 

 
Specific Instructions: 

1. Wash hands 
2. Remove or protect all materials from area/surfaces being cleaned and disinfected. 
3. Remove visible debris from all surfaces using soap and water, or applying a cleaning 

detergent, prior to disinfection activities. Ensure detergent is applied according to 
manufacturer’s instructions. 

4. Apply disinfectants to cleaned high touch surfaces according to manufacturer’s 
recommendations for concentration, contact time, solution temperature, drying, etc. as 
required. 

5. Clean and sanitize cleaning equipment prior to storage. 
6. Wash hands immediately. 
7. Document cleaning and disinfection tasks performed on Twice Daily Sanitizing Checklist. (For 

Administrative Associates and their delegates only.) 
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APPENDIX C: Enhanced Cleaning and Disinfection after Notification of a Confirmed Case of 
COVID-19 

This protocol is for cleaning and disinfection of areas when a person with COVID-19 was believed to have 
spent time or entered facility spaces. The protocol will be applied 24 hours after the person was present in a 
facility space. 

After notification of a person with confirmed COVID-19 at a company facility, the following cleaning and 
disinfecting protocol will be followed: 

1. Buildings and/or specific rooms and areas where a COVID-19 positive person spent time will be 
assessed on a case-by-case basis. The cleaning scope will be implemented based on the risk of 
potential contamination as determined by management. 
 

2. Once identified, management will do the following: 
 
• Communicate in writing the scope of cleaning to facilities to janitorial services responsible for 

cleaning. 
• Identify areas that require restricted access during and immediately following enhanced cleaning. 
• Communicate with impacted department(s)/colleagues. 
• Coordinate with property owner/landlord. 

 
3. PayneWest will retain a professional cleaning service to clean and disinfect all affected areas and/or 

building as requested. 
 

4. When cleaning and disinfecting rooms with increased surface area due to a large number of desks, 
tables and other furniture, and where spray application is needed, management will provide advance 
notice to building occupants to be apprised of the schedule for disinfection of the space and any 
areas that may require restricted access during cleaning. 
 

5. Facility will be labeled as cleaned once finished and a 72-hour clock will start.  Reentry into facility 
can occur after the 72-hour clock has expired. Reentry by exposed employees into facility can occur 
once facility is re-opened and they are cleared to return pursuant to the Positive Diagnosis 
Guidelines. 
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APPENDIX D: Twice Daily Sanitizing / Wipe Down Checklist 

Date and Time 
Completed Commons Areas Sanitized 
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Exhibit J:  Positive Diagnosis Guidelines 
 

PAYNEWEST INSURANCE 
Positive Diagnosis Guidelines 

 
Colleagues who have been knowingly exposed to someone who tests positive for COVID-19 or they 
themselves tests positive for COVID-19 will be asked to self-quarantine for a minimum of 14 days. By doing 
this we are mitigating the risk that the virus will spread to other colleagues in the workplace.  If we are 
notified that a colleague has tested positive for COVID-19, we will follow the steps below: 

1) Instruct the infected colleague to stay home for at least 14 days and encourage them to self-
quarantine during that time. Colleague will be required to provide medical evidence that they have 
tested negative before returning to a physical PayneWest location to work. 
 

2) Assure the infected colleague that he/she will not be identified by name to their co-workers as having 
contracted the virus, without express written consent. 
 

3) HR will work closely with the infected colleague to determine when they tested positive. That date 
will determine—at a minimum—the 14-day window for looking back to determine the exposure to co-
workers, vendors, and PayneWest guests. 
 

4) HR will ask the infected colleague (to the best of their recollection) to identify all facility areas where 
they were physically present before date of confirmed infection. PayneWest will have these areas 
sanitized by a qualified employee, outside professional or in accordance with CDC guidelines. 

 
a) Without disclosing the infected colleague’s identity HR will contact all colleagues identified in 

response to of being in contact with infected colleague and advise them that an individual that 
has been physically present in their work area has tested positive for the virus. 
 

b) Colleagues identified to be potentially in contact with the infected colleague (or any other 
positively-diagnosed person) will be asked to stay at home for the next 14 days at a minimum 
and encourage them to self-quarantine. 
 

c) HR will encourage those exposed colleagues to reach out to a qualified health care provider to 
seek advice as to what additional steps, if any, should be taken at that time—including whether 
the 14-day quarantine period is sufficient.  If a positive diagnosis is revealed by the exposed 
colleague, all listed protocols will be followed in this procedure. 

 
5) We will be transparent about the situation with all other PayneWest colleagues without disclosing the 

infected colleague’s identity. We will advise our colleagues that an individual that has been physically 
present at our facility during the prior two weeks has tested positive for COVID-19. We will advise 
our colleagues which areas of the facility will be shut down for deep cleaning and sanitation. We will 
encourage anyone with concerns to contact the Human Resources Department. 
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Example of notification to immediate co-workers is to be disclosed within 24 hours of notification: 

“On ____, 2020 it came to management’s attention that one of our colleagues has 
been infected w ith COVID-19 and we are follow ing recommended medical 
guidelines. We urge all colleagues to take precautions as outlined on the CDC 
website at https:/ / w w w.cdc.gov/ . I f you have been exposed to this individual, 
you w ill be notified and asked to self-quarantine for a minimum of 14 days. I f you 
have any questions, please contact your manager.” 

6) The facility will be closed for deep cleaning and disinfection.  Cleaning and disinfection shall occur no 
sooner than 24 hours of facility closure.  Facility will be labeled as cleaned once finished and 72-hour 
clock will start.  Reentry into facility can occur after the 72-hour clock has expired. Reentry by 
exposed employees into facility can occur once 14 days has elapsed, and no symptoms are present. 

7) All Communications with media must be directed to Jeremy Vannatta. 
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Exhibit K:  IT Back to the Office Guide 
 

PAYNEWEST INSURANCE 
IT Back to the Office Guide 

 

 
Connecting your Computer to the Network 

 
1. The network cord from the wall should already be connected to your phone. If your phone is 

working, you can skip this step. Otherwise, connect the cord from the wall to the jack on your phone 
labeled NETWORK. 

2. Connect a cord from the phone jack labeled COMPUTER to your computer 
3. Power on your computer and your network should work! If you have any trouble, please call the IT 

Helpdesk at HELP (4357) or (406)794-0150. 
 

Update the EIOBoard 
Be sure you update your EIOBoard status to reflect you’ll be in the office. 

 
Update your Voicemail Greeting 

Be sure to update your voicemail greeting to let people know you’re back in the office. 
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Office Re-opening Guidelines 
 

Individual Guidelines 

As we return to our offices, for our safety and the well-being of our colleagues, clients and communities, it is 
important that we continue to practice good hygiene. This includes: 

• Wash your hands with soap and water or use hand sanitizer, especially after touching frequently used 
items or surfaces. 

• Avoid touching your face. 
• Sneeze or cough into a tissue, or the inside of your elbow. 
• Disinfect frequently used items, including phones, keyboards and surfaces as much as possible. 

If you are feeling sick please do not report to work.  Contact your manager and/or HR.   

Social Distancing 

All work areas will be subject to the recommended social distancing of six feet.  Access to common areas 
where colleagues are likely to congregate and interact will be limited.  Conference rooms are to be used for 
client visits only.  Kitchen areas may be utilized but social distancing of at least six feet will need to be 
observed at all times and areas or appliances used will need to be disinfected by you as you leave.     

Colleague Screening Procedures 

As a precautionary measure and to reduce the spread of COVID-19, all colleagues will have their temperature 
taken when reporting to work at the start of each workday. Colleagues should report to a designated central 
entrance point upon arrival at work and prior to entering any other areas of PayneWest premise.  All 
colleagues should wear face coverings during the screening process, either a personal face mask or scarf.  

A designated representative using a touchless forehead / temporal artery thermometer will screen each 
colleague. Time spent waiting for the health screening is considered time worked for nonexempt colleagues.  

A colleague who has a fever at or above 100.4 degrees Fahrenheit or who is experiencing coughing or 
shortness of breath will be sent home.  Elevated temperatures are documented, and the record will be 
maintained as a private medical record.   Human Resources will reach out to the colleague for further 
screening.  The colleague should monitor his or her symptoms and call a doctor or use telemedicine if 
concerned about the symptoms.  

A colleague sent home can return to work when:  

• There has been no fever for at least three (3) days without taking medication to reduce fever during 
that time; AND  

• Any respiratory symptoms (cough and shortness of breath) have improved for at least three (3) days; 
AND  

• At least seven (7) days have passed since the symptoms began.  
A colleague may return to work earlier if a doctor confirms the cause of a colleague’s fever or other 
symptoms is not COVID-19 and releases the colleague to return to work.  A written release may be required.   

A colleague who experiences fever and/or respiratory symptoms while home should not report 
to work. Instead, the colleague should contact his or her immediate supervisor for further direction.  

A colleague who refuses to have their health screened or temperature checked will not be allowed to return 
to work.  Time missed is considered the same as any other illness and subject to our standard leave policies.   
We take the health and safety of our colleagues, clients and communities very seriously, thus, continuing to 
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refuse temperature checks or health screening will be subject to disciplinary procedures up to and including 
termination.  

Required Notifications & Stay at Home 

Colleagues should contact his or her immediate supervisor if they experience symptoms while home, 
experience a need for a 14 day quarantine period and/or test positive for COVID-19.  They should not report 
to work.  Colleagues must also notify their supervisor if any household members are symptomatic or test 
positive for COVID-19 prior to reporting to work. 

Symptoms include: 

Cough 

Shortness of Breath 

Difficulty Breathing 

OR at least two of the following: 

Fever => 100.4º F Muscle Pain 

Chills Headache 

Repeated Shaking with Chills Sore Throat 

New loss of Taste or Smell  

 

Personal Protective Equipment 

In accordance with state and local directives, the wearing of a mask while in the office is recommended, but 
not required.  The following link provides instructions for making a personal mask.   
https://www.thespruce.com/t-shirt-face-mask-4802111    Masks will be available for clients should they 
desire one.  

Frequent hand washing is necessary and should not be replaced by wearing gloves.  Should you choose to 
wear gloves, you should: 

• Wash your hands before putting them on and when changing to a fresh pair. 
• Make sure they fit properly.  A glove that is too big will not stay on your hand, and one that is too 

small will rip or tear easily. 
• Remove them properly.  Grasp them at the cuff and peel them off inside out over your fingers.  Avoid 

touching your palm or fingers with the glove and dispose properly. 
• Never wash and reuse gloves. 

 

Essential Travel Only 

During “essential travel only”, under no circumstances should you travel to an area that is still under a local 
or state stay at home order.  If you are traveling by air or ground between states, whether for business or 
personal reasons, you will need to self-quarantine for fourteen days after your return.  Essential interstate 
business travel must be approved in advance by your manager.   

  

https://www.thespruce.com/t-shirt-face-mask-4802111
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Cleaning & Disinfecting Procedures 
 

General recommendations for routine cleaning and disinfection: 

Routine cleaning of surfaces using appropriate cleaning and disinfection methods can help prevent the spread 
of COVID-19. Pay special attention to frequently touched surfaces and objects.  The below information 
provides general guidelines to follow in your location where applicable.  Every individual should be self-
accountable in wiping off areas which they’ve touched, janitorial vendors will be providing cleaning to high-
touch areas as well as designated individuals within the office. 

Clean and disinfect high-touch surfaces regularly 

• Frequently touched surfaces and objects vary by location. Examples include doorknobs, light 
switches, handrails, kitchen appliances, counter tops, drawer pulls, tables, sinks, faucet and toilet 
handles, drinking fountains, elevator buttons, phones, keys and remote controls. 

• Individual colleagues are responsible for cleaning and disinfecting their own work spaces including 
desktops, office supplies, keyboard, mouse, monitors and telephone.   

• Remove any visible dirt and grime before using disinfectants. Disinfecting surfaces removes most 
germs and are most effective on clean surfaces and objects. Coronaviruses are relatively easy to kill 
with most disinfectants. When using cleaning and disinfecting products, always read and follow the 
manufacturer’s directions. Colleagues should follow label directions and existing procedures for using 
gloves or other personal protective equipment (PPE) if necessary. If using gloves, throw them away 
after each cleaning. 

• Alcohol-based hand sanitizers should be made available in common areas when possible to 
encourage hand hygiene. 

• Understanding supplies are in high demand, PayneWest will make every effort to make supplies 
accessible to colleagues. In lieu of supplies listed below, substitute products may be made available 
or can be purchased by the location’s administrative associate to provide by location.  See the below 
options for using diluted household bleach solutions. 

o Alcohol-based hand sanitizers containing minimum 60% alcohol 
o EPA-registered disinfecting wipes  
o Soap and paper towels  
o Tissues 
o Spray disinfectants 

• Avoid direct spray to prevent damage to electronic equipment such as keyboards and laptops. 

Procedures for Cleaning and Disinfecting: 
Hard or non-porous items (examples include tables, desks, floors, doorknobs and phones)  

If a surface is visibly dirty, first clean using a regular cleaning product, such as soapy water for a table or 
cleaning cloth for a cell phone. 

Disinfecting: 

To disinfect a cleaned surface or object, you can use regular disinfection products (for example, bleach, 
peroxide or alcohol-based disinfectant products) or use a disinfectant that has been approved by the EPA. 
Examples of EPA approved products can be found at: https://www.americanchemistry.com/Novel-
Coronavirus-Fighting-Products-List.pdf 

https://www.americanchemistry.com/Novel-Coronavirus-Fighting-Products-List.pdf
https://www.americanchemistry.com/Novel-Coronavirus-Fighting-Products-List.pdf
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You can also disinfect using diluted household bleach solutions, if appropriate for the surface. Follow the 
manufacturer’s instructions for application and proper ventilation. Check the product’s expiration date. 
Prepare a new solution daily or as needed. Never mix household bleach with ammonia or any other cleanser. 

Prepare a bleach solution by mixing: 

• 5 tablespoons (1/3 cup) bleach per gallon of water or  

• 4 teaspoons bleach per quart of water 

You can also disinfect using solutions with at least 70% alcohol. Wipe the surface or object thoroughly with 
the solution and let it dry. 

Personal Protective Equipment (PPE) and Hand Hygiene 

• Wash hands prior to cleaning and disinfecting tasks. 
• If gloves are worn, they should be removed carefully to avoid contamination of the wearer and the 

surrounding area.  
• Clean hands immediately after gloves are removed.  
• Follow normal preventive actions including cleaning hands and avoiding touching eyes, nose, or 

mouth with unwashed hands.  

Additional key times to clean hands include:  

• After blowing one’s nose, coughing, or sneezing  
• After using the restroom  
• Before eating or preparing food 

Resources for Task Specific Safety Training: 

PayneWest Insurance Risk Control also has numerous safety resources available. For more training resource 
options, please contact: 

Brendan Riley: (406) 457-2114, briley@paynewest.com 

 

 

 

 

  

mailto:briley@paynewest.com
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APPENDIX A:  Janitorial Vendor Staff Cleaning Recommended Guidelines 

Note: Frequency of duties may vary by location depending on occupancy and activity. 

 
 

 
Dail

y 

 
Weekl

y 

 
Monthl

y 
Offices, Hallways, Conference Rooms, and Entry Area    
Clean entry doors inside and out  D   
Empty all trash containers, replacing any torn or soiled liners D   
Disinfect the following surfaces: 

• Door handles 
• Light switches 
• Exposed desktop, table, and counter space 
• Wipe impervious chairs and mist upholstered chairs 
• Phones, keyboards, and mice 
• Buttons on all copiers and printers 

 
 

 
D 

  

Vacuum all traffic areas D   
Clean any noticeable spots on vertical surfaces including walls, desks, and file 
cabinets as needed 

D   

Collect dishes from throughout the office, and load in dishwasher D   
Straighten chairs and turn off lights D   
Detail vacuum all carpeting, including under chairs and desks  W  
Dust horizontal surfaces, including desktop items  W  
Dust all blinds   M 
Dust all baseboards and lower ledges   M 
Conference and Break Rooms    
Empty all trash containers, replacing any torn or soiled liners D   
Wipe down all counters, tables, chair arms and sinks D   
Spot-clean fronts of cabinets and appliances D   
Disinfect the following surfaces: 

• Appliance handles and buttons, including refrigerator, microwave, 
coffee makers, dishwasher, oven, and stove 

• Door, cabinet, and drawer handles 
• Light switches 

 
 

D 

  

Put away clean dishes; load dirty dishes and run dishwasher D   
Vacuum all carpeting D   
Mop floor with disinfectant D   
Restrooms     
Empty all trash containers, replacing any torn or soiled liners D   
Clean and disinfect the following surfaces: 

• Door handles 
• Light switches 
• Counters 
• Sinks 
• Toilets 
• Paper towel, toilet paper, and soap dispensers 
• Grab bars 

 
 
 

D 

  

Refill all paper towels, toilet paper, and soap D   
Mop floor with disinfectant D   

Appendix B:  Sanitation Standard Operating Procedure: 
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Sanitation Standard Operating Procedure 
Cleaning and Disinfecting High-Touch Surfaces 
Location Admin 
Associates 

Disinfect the Common Area Surfaces in your Location 

Frequency: At least twice daily during work day or much as necessary to protect 
clients and colleagues 

Common Area 
Surfaces: 

Front desk, break rooms, conference rooms in use, printers, entry 
doors, mail collection areas, etc.  

Examples of High 
Touch Surfaces: 

Doorknobs, handrails, kitchen appliances, counter tops, coffee pots, 
refrigerator handles, drawer pulls, tables, sinks, drinking fountains, 
elevator buttons, phones, keys and remote controls 

Individual 
Colleague 
Responsibilities: 

Colleagues will be responsible for cleaning and disinfecting their own 
office work spaces and equipment. Colleagues will also be 
encouraged to wipe down areas such as break room supplies, coffee 
pots, sink handles, printers, etc. after use. 

Materials: Personal Protective Equipment, disinfectants, paper towels, trash 
can, soap and water 

 
Specific Instructions: 

8. Wash hands 
9. Remove or protect all materials from area/surfaces being cleaned and disinfected. 
10. Remove visible debris from all surfaces using soap and water, or applying a cleaning 

detergent, prior to disinfection activities. Ensure detergent is applied according to 
manufacturer’s instructions. 

11. Apply disinfectants to cleaned high touch surfaces according to manufacturer’s 
recommendations for concentration, contact time, solution temperature, drying, etc. 
as required. 

12. Clean and sanitize cleaning equipment prior to storage. 
13. Wash hands immediately. 
14. Document cleaning and disinfection tasks performed on Twice Daily Sanitizing 

Checklist. (For Administrative Associates and their delegates only.) 
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Appendix C: Enhanced Cleaning and Disinfection after Notification of a Confirmed Case of 
COVID-19 

This protocol is for cleaning and disinfection of areas when a person with COVID-19 was believed to have 
spent time or entered facility spaces. The protocol will be applied 24 hours after the person was present in a 
facility space. 

After notification of a person with confirmed COVID-19 at a company facility, the following cleaning and 
disinfecting protocol will be followed: 

6. Buildings and/or specific rooms and areas where a COVID-19 positive person spent time will be 
assessed on a case-by-case basis. The cleaning scope will be implemented based on the risk of 
potential contamination as determined by management. 

7. Once identified, management will do the following: 
• Communicate in writing the scope of cleaning to facilities to janitorial services responsible for 

cleaning. 
• Identify areas that require restricted access during and immediately following enhanced cleaning. 
• Communicate with impacted department(s)/colleagues. 
• Coordinate with property owner/landlord. 

8. PayneWest will retain a professional cleaning service to clean and disinfect all affected areas and/or 
building as requested. 

9. When cleaning and disinfecting rooms with increased surface area due to a large number of desks, 
tables and other furniture, and where spray application is needed, management will provide advance 
notice to building occupants to be apprised of the schedule for disinfection of the space and any 
areas that may require restricted access during cleaning. 

10. Facility will be labeled as cleaned once finished and a 72-hour clock will start.  Reentry into facility 
can occur after the 72-hour clock has expired. Reentry by exposed employees into facility can occur 
once facility is re-opened and they are cleared to return pursuant to the Positive Diagnosis 
Guidelines. 
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Appendix D: Twice Daily Sanitizing / Wipe Down Checklist 

Date and Time 
Completed Commons Areas Sanitized 
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Client Interaction Guidelines 
 

Pre-Stage Preparation 
Inside Facilities 

• Facilities closed to public 

Outside Facilities  

• Recommend virtual meeting whenever possible  
• Face-to-face interaction should be the exception not the rule and only upon client request 
• State/County permitted clients only / Essential clients only where state/county stay-at-home 

orders in effect 
• Six-foot social distancing required 
• If recommended by state or local authority, masks should be worn during the meeting 
• Do not meet if you or the client is feeling sick or is otherwise symptomatic 
• Maintain a 14-day meeting log / Report any known exposure to HR 
• Approval required for interstate travel 
• This guideline applies to all PayneWest colleagues irrespective of your location 

 

Stage I 
Inside Facilities 

• Facilities closed to public 
• By appointment only, designated areas only 
• Visitor log 
• When making appointment, colleague alerts client that they need to be symptom-free to enter 

building 
• Symptom signage 
• Payments only clients—per location procedures 

Outside Facilities  

• Recommend virtual meeting whenever possible 
• Face-to-face interaction should be the exception not the rule and only upon client request 
• State/County permitted clients only / Essential clients only where state/county stay-at-home orders in 

effect 
• Six-Foot Social Distancing required 
• If recommended by state or local authority, masks should be worn during the meeting 
• Do not meet if you or the client is feeling sick or is otherwise symptomatic 
• Maintain a 14-day tracing log / Report any known exposure to HR  
• Approval required for interstate travel 
• This guideline applies to all PayneWest colleagues irrespective of your location 
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Stage II 
 

Inside Facilities 

• Facilities open to the public 
• Designated areas only where six-foot distancing available 
• Masks should be offered to clients when walking through the facilities 
• Visitor Log 
• Symptom Signage 
• Payments only clients—per location procedures 
 

Outside Facilities  

• Recommend virtual meeting whenever possible  
• Face-to-face interaction should be the exception not the rule and only upon client request 
• State/County permitted clients only / Essential clients only where state/county stay-at-home orders 
in effect 
• Six-Foot Social Distancing required 
• If recommended by state or local authority, masks should be worn during the meeting 
• Do not meet if you or the client is feeling sick or is otherwise symptomatic 
• Maintain a 14-day tracing log / Report any known exposure to HR  
• Approval required for interstate travel 

• This guideline applies to all PayneWest colleagues irrespective of your 

 



 

 

 
 

Please limit the 
number of occupants 
to ____ to maintain  
social distancing in 

the break room. 



 

 

 
 

This door is closed. 
Please use the  
main door until 
further notice. 



COLLEAGUE SCREENING



COLLEAGUE SCREENING



COLLEAGUE SCREENING



 

 
This 

conference  
room is closed  
until further 

notice.  
Thank you! 



 

 

This conference  
room is reserved  
by appointment 

only with a 
maximum number 

of ____ 
occupants. 



 

 

 
 

Please ensure 
you sanitize this 
conference room 
before and after  
your meeting.  

Thank you! 



 

 

 
 

This copier is 
sanitized twice daily. 

Please wipe down 
after each use and 
limit the number of 
trips made to the 

printer. 



CORONAVIRUS SYMPTOMS CHECKLIST

Did you take your temperature prior to arrival?
If you are experiencing any of the following 
symptoms, please return home and notify 
Human Resources.

People with COVID-19 have had a wide 
range of symptoms reported—ranging 
from mild symptoms to severe illness.
Symptoms may appear 2-14 days after exposure 
to the virus. People with these symptoms or 
combinations of symptoms may have COVID-19:

• Cough
•  Shortness of breath or difficulty 

breathing
Or at least two of these symptoms:

• Fever
• Chills
• Repeated shaking with chills
• Muscle pain
• Headache
• Sore throat
• New loss of taste or smell

If you have any of these emergency warning signs* 
for COVID-19 get medical attention immediately:

•  Trouble breathing
•  Persistent pain or pressure in the 

chest
•  New confusion or inability to 

arouse
•  Bluish lips or face

* This list is not all inclusive. Please consult your medical provider 
for any other symptoms that are severe or concerning to you.



CORONAVIRUS SYMPTOMS CHECKLIST

Did you take your temperature prior to arrival?
If you are experiencing any of the following 
symptoms, please return home and contact  
us by phone for customer services.

People with COVID-19 have had a wide 
range of symptoms reported—ranging 
from mild symptoms to severe illness.
Symptoms may appear 2-14 days after exposure 
to the virus. People with these symptoms or 
combinations of symptoms may have COVID-19:

• Cough
•  Shortness of breath or difficulty 

breathing
Or at least two of these symptoms:

• Fever
• Chills
• Repeated shaking with chills
• Muscle pain
• Headache
• Sore throat
• New loss of taste or smell

If you have any of these emergency warning signs* 
for COVID-19 get medical attention immediately:

•  Trouble breathing
•  Persistent pain or pressure in the 

chest
•  New confusion or inability to 

arouse
•  Bluish lips or face

* This list is not all inclusive. Please consult your medical provider 
for any other symptoms that are severe or concerning to you.



 

 This door for  
EXIT only.  
Please use  

__________  
for re-entry. 



 

 



 

 

 
 

Please be mindful 
of social distancing 
and remain 6 feet 

from others. 
Thank you. 



SO
CIAL DISTANCE 6
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T

ST
AND HERE



 

 

 
 

Please limit the 
number of occupants 
to ____ to maintain  
social distancing in 
the waiting area. 



 

 

 

 

 

 

 

 

 

 

 

Please wear a  
cloth face covering 
when in our offices 
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