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   Social Distancing Best Practices 
         For COVID -19 

 
In this unprecedented time, PayneWest 
Insurance will continue to serve our clients as a 
trusted resource and partner. We wanted to 
share some strategic options for social distancing 
for your facilities. Many proactive protocols are 
set in place with FSMA and GAP requirements 
and these are additional Best Practices for you to 
consider using in these unique times. This 
Guidance is intended to assist and help in 
developing more site-specific plans. 
  

 
Change Management: 
 Refresher training for employees on GMPs, 

hand washing, employee illness reporting, 
etc.  and any other procedure changes the 
company has implemented  

 Train employees how to recognize areas or 
practices which could pose a risk for 
spreading the virus.  Define a process to 
quickly review and provide mitigation 
strategies in areas of concern 

 Provide specific instructions about illness 
reporting changes relative to COVID-19  

 Plant leadership observing and modeling hand 
washing as employees enter the plant to 
reinforce the importance of cleanliness  
 

Evaluate common spaces, e.g. locker rooms 

and time clocks 

 Many time clocks have web-based features 
that can be operated through phone apps.  

 Can a supervisor use a camera from another 
room to clock employees in/out?  

 Could this be handled by journal entry 
afterwards?  
 Find ways to minimize common surfaces 

employees need to touch 

o e.g. auto open doors or encourage 
bumping doors open with hip or 
using foot on kick plate  

o Remove the door closure where 
possible and keep doors open to 
allow employees to move between 
doorways without touching knobs 
where it does not impact food safety 
zoning  

o Alternatively, food pulls may also be 
added to doors with frequent traffic 

 Propping interior doors to each office 
open whenever possible to improve air 
turnover in the building and decrease 
touching of knobs/handles 
 

Common tools 

 HMIs and keyboards need to be 
sanitized between users 
o Increased cleaning of touch screens 

in maintenance or receiving that 
aren’t on the same GMP schedule as 
the ones in production 

 Common tools like brooms, rakes, 
scrapers, or hand tools should be 
sanitized between users  

 Personal pens/sharpies and sanitizing 
them at least once per shift 
o Remotely work with employees in 

respective areas to identify areas 
employees frequently interact so 
intra-person sanitation procedures 
can be developed 
 

Shift Change Risks 

 Stagger days, shifts, shift changes, 
breaks and lunches to avoid grouping 

 Team – those that do not need to come 
into the production restrooms and do 
not need to be using the same 
resources as the larger number of 
employees.  Separate all teams into 



  

smaller groups and isolate them to 
separate bathrooms and break areas as 
possible.   

 With some employees working remote 
can office spaces be re-purposed for 
segregated lunch/ changing areas?  

 Facetime or phone calls to prevent face 
to face contact during shift change  
 

Meals/Snacks 

 Oftentimes, employers provide pizza or 
buffet-style meals, or employees do 
potlucks during situations like this.  Shift 
from communal provisions to single 
serve options.  On the other hand, have 
a single trained employee plate up for 
employees in an enclosed area rather 
than having multiple employees taking 
food from a common container/with 
utensils being touched by multiple 
people.  

 Intensify sanitation on refrigerator 
handles/kitchenette areas 

 Microwave handles and buttons 
sanitized after each use. 
o Have sanitizer easily available in 

lunch and breakrooms  
 

 

Office/Clerical Work 

 One person designated to get 
documents and scan these documents. 
Take precautions with gloves, washing 
hands and sanitizing surfaces.    

 Create walk up windows for employees 
needing assistance from Human 
Resources 
o Protecting the HR team from 

exposure and allow a social distance 
through a window opening.  

 Only one person per office space if 
required on-site.  Separate and 
segregate.    

 Consider precautions such as gloves 
and/or sanitizers for those persons that 
go to the post office or bank  

 
Avoid close contact wherever possible.  
Close contact is defined as being within 6 
feet for 10 minutes or more.  NOTE: local 
and statewide ordinances and orders may 
contain alternate definitions.  Be sure to 
consult any order from local authorities. 
Additional information may also be found on 
the CDC Website. 
 

Additional Considerations 

 Environmental sanitation may need to 
be increased.  Especially in areas where 
multiple people may be accustomed to 
touching the same surface.  

 Refer to approved lists of chemicals for 
COVID-19 disinfections 

 Be sure to follow label directions for 
appropriate usage, concentration and 
contact times. 

 
 

PayneWest Insurance is a committed partner 
to our community’s safety and success. If you 
have any questions or would like of assistance 
with Risk Management, Safety, and COVID-19 
do not hesitate to reach out to your PayneWest 
contact. Additional resources available online at 
http://www.paynewest.com/coronavirus/ 
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