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The COVID-19 Workplace Cleaning Playbook
A detailed resource for organizations and employees that need to address the COVID-19 virus in the workplace and at home

With so much news circulating about the coronavirus outbreak, it can be hard to know what to
trust, and how to protect yourself and your employees. At Pro Housekeepers, we understand
how important it is to maintain a clean, healthy environment at work and home. That’s why
we’ve put together this handy guide to teach you everything you need to know about the
COVID-19 outbreak, based on all the latest advice and information from reputable sources. This
playbook is designed to help educate top-level management of medium to large sized
organizations although it may be useful to organizations of all sizes. The topics covered will
focus on understanding the dangers of COVID-19, the proper preventative protocols, cleaning
and disinfecting techniques and must-have tools and resources to ensure your organization and
its employees are taking the right steps towards a healthy environment.
Pro Tip: While we’ve compiled this guide using the most reliable sources and up-to-date
information, we’re learning more about the coronavirus outbreak every day. Always check the
Centers for Disease Control and World Health Organization websites for the latest news and
advice.
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What is the coronavirus?
Coronavirus (CoV) is the family name for a type of virus that causes a range of respiratory
infections in humans. Most coronaviruses are very benign and are responsible for mild symptoms
like those associated with the common cold. A few coronaviruses, however, are much more
dangerous and cause severe symptoms, including death. Some more serious coronaviruses
include Middle East Respiratory Syndrome coronavirus (MERS-CoV) and SARS-CoV.
The coronavirus currently in the news is Severe Acute Respiratory Syndrome Coronavirus-2
(SARS-CoV-2), and it first emerged in Wuhan, China, on December 31, 2019. The disease it
causes is known as COVID-19.
At any given time, there are countless active cases of human coronaviruses around the world.
Coronaviruses are responsible for 10-15 percent of cases of the common cold, for example. What
makes COVID-19 so worrying is how infectious it is, and the fact it can cause lethal symptoms.

Why is COVID-19 so dangerous?
A lot of the concern about this coronavirus outbreak comes from the fact it’s brand new.
Scientists simply don’t yet know how dangerous it is, what its overall fatality rate will be, or the
extent of its symptoms.
As more cases are diagnosed, we’re building a better picture every day of how the virus is
transmitted and what it does to humans. Staying informed about these factors will help you keep
yourself, your family, and your coworkers safe.
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SARS-CoV-2 is classed as a novel coronavirus, meaning it’s new to humans. This makes it
especially dangerous because nobody has prior immunity, and so we’re all potentially
susceptible to infection.
At the time of writing, there are over 100,000 confirmed cases of COVID-19 globally, and 3,460
confirmed deaths. The death rate might seem to be constantly changing because right now, we
don’t have a complete picture of the outbreak to know how many cases truly exist and how many
deaths COVID-19 has caused.
Pro Tip: You might have seen news reports talking about the morbidity, mortality, and fatality
rates of coronavirus. Morbidity means how many people in a population will be affected, while
fatality means how many infected people will die. Another measure, the mortality rate, means
how many people in the general population (infected or not) will die from the disease.
For example, if Disease A had a morbidity rate of 10 percent, then there would be 10,000 cases
for every 100,000 people. If its fatality rate were 2 percent, then 200 people of those 10,000
infected would die. That would give it an overall mortality rate of just 0.002 percent (200 people
in every 100,000). Fatality rates are always several factors higher than mortality rates because
mortality takes into account the entire population, not just those who are infected.
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What are the symptoms of COVID-19?
For the majority of people, symptoms of COVID-19 will be mild, cold or flu-like coughs and
fevers. Some will experience respiratory distress, while a minority will suffer pneumonia, severe
acute respiratory syndrome (SARS), kidney failure, and death.
According to the latest data, COVID-19 has an incubation period of up to 14 days, although, on
average most people start to show symptoms after 5-6 days. What that means is you can be
infected with the virus but show no signs (known as being asymptomatic). The first symptoms to
appear will be coughing and fever, sometimes worsening to more serious upper respiratory tract
(URT) symptoms as the illness progresses.
According to research by the World Health Organization, based on studies of over 55,000
laboratory-confirmed cases, the most common symptoms are:
•
•
•
•
•
•
•
•
•
•

fever (88 percent)
dry cough (68 percent)
fatigue (38 percent)
sputum production (33 percent)
shortness of breath (19 percent)
muscle pain (15 percent)
sore throat (14 percent)
headaches (14 percent)
muscle or joint pain (15 percent)
chills (11 percent)

Telling COVID-19 apart from common infections can be difficult because there are so many
similarities in symptoms. However, people who develop a fever in tandem with a dry, scratchy
cough should contact their doctor.
While the thought of contracting a new and potentially deadly virus is scary, approximately 80
percent of the cases the WHO studied were classed as mild to moderate. Almost 14 percent of
cases were considered severe, causing breathing difficulties and associated low blood oxygen
saturation. Just 6 percent were classed as critical, with patients suffering from respiratory failure,
septic shock, and/or multiple organ dysfunction or failure.
Those at highest risk from COVID-19 are people over 60, and anyone who has an underlying
condition that leaves them immunocompromised, such as cancer patients, people with diabetes,
and those with chronic respiratory or cardiovascular diseases.
The chances of dying from COVID-19 increase sharply with age and the presence of other
medical conditions. In the WHO study, patients over 80 had a confirmed fatality rate (CFR) of
21.9 percent, and those with comorbid conditions had a CFR of up to 13.2 percent. Patients with
no underlying conditions had a CFR of just 1.4 percent, and those under 59 have a fatality rate of
1.3 percent or lower.
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COVID-19 Fatality Rate by AGE:
*Death Rate = (number of deaths / number of cases) = probability of dying if infected by the
virus (%). This probability differs depending on the age group. The percentages shown below do not
have to add up to 100%, as they do NOT represent share of deaths by age group. Rather, it
represents, for a person in a given age group, the risk of dying if infected with COVID-19.

AGE
80+ years
70-79 years
60-69 years
50-59 years
40-49 years
30-39 years
20-29 years
10-19 years
0-9 years

FATALITY RATE (all cases)
14.8%
8.0%
3.6%
1.3%
0.4%
0.2%
0.2%
0.2%
No fatalities

Source [correct as of March 8]
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How is COVID-19 transmitted?
Despite the sudden demand for surgical masks, this strain of coronavirus is not airborne. It is
transmitted via droplets and fomites (inanimate objects) that have been in close contact with an
infected person. That means you’re unlikely to catch COVID-19 from a dry cough, or it merely
being around in your area. However, if you come into close contact with an infected person
(about 6 feet), share food, or touch a rail or door handle that an infected person has used, the
chances of transmission increase.
During its studies of the virus in China, the WHO discovered that the most common place that
human-to-human transmission occurred was in the home. More detailed studies are still ongoing,
but the WHO estimates that household transmission rates range from 3 to 10 percent, meaning if
someone in your home is infected with COVID-19, it’s more likely that you will be too.
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How to prevent the spread of COVID-19
The steps to limit your exposure to SARS-CoV-2 and reduce your risk of catching COVID-19
are very straightforward:
•
•
•
•

Wash your hands for at least 20 seconds with soap and water
Use hand sanitizer with 60-95 percent alcohol if soap and water is unavailable
Don’t touch your mouth or face when out in public
Avoid close contact with people who are coughing or sneezing

Because COVID-19 isn’t airborne, preventing transmission is mostly a matter of good hygiene
practices. In particular, regularly washing your hands is the single most effective way of limiting
the spread of this coronavirus.
Studies of the virus show that it has a lipid envelope, meaning its outer layer is made up of fat.
Household soap is designed to dissolve fats, breaking them apart and making them watersoluble. This means that when the coronavirus SARS-CoV-2 comes into contact with soap and
water, it breaks down, and the virus is effectively destroyed.
It’s especially important to wash your hands after being out in public and touching surfaces that
may have been touched by others. This includes door handles, handrails, shopping carts, shared
pens, and credit card processing machines. While the virus has a low survival rate on inanimate
surfaces, it is possible that some cases of COVID-19 have been contracted that way.
Because it’s sometimes difficult to access soap and water when out and about, you can use hand
sanitizer as an alternative. Sanitizier is less effective than soap, and not all hand sanitizers are the
same. The CDC says you must use a hand sanitizer that is at least 60 percent alcohol in order to
be effective at removing microbes. Even so, the CDC cautions that no hand sanitizer is as
effective as washing properly with soap and water.
Pro Tip: You don’t need to use specialist antimicrobial soap to combat this coronavirus. The
reason soap is so effective is that it breaks down the virus’s lipid envelope, destroying it. In viral
terms, SARS-CoV-2 is incredibly easy to destroy because of this weakness, and that means plain
old hand soap really is the most effective cleaner you can use.
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Using a DIY hand sanitizer against COVID-19
You’ve probably seen a lot of recipes for DIY hand sanitizers available online since panic
buying began, and many stores sold out. Most DIY recipes suggest combining 91% or 99%
isopropyl alcohol (rubbing alcohol) with aloe vera gel. The alcohol provides the antimicrobial
properties needed to protect you from the SARS-CoV-2 virus, while the gel prevents your hands
from being dried out by the alcohol.
While this works in theory, the problem with all of these recipes is accuracy. Calculate the
percentages wrong and you could create a hand sanitizer that’s too strong and will damage your
skin, or too weak, in which case it will be completely ineffective. And because these are DIY
solutions, there’s no easy way to test them and know if your homemade hand sanitizer is helpful
or harmful. There’s also the risk of contaminating your DIY sanitizer if you don’t use sterile
equipment when you make it.
You might have seen the recipe for hand sanitizer the WHO published and think that means DIY
solutions are being recommended for personal use, but the World Health Organization intended
its guide to be used by medical practitioners who have access to sterile equipment and alcohol
meters that measure the concentration of alcohol in the final mixture.
Finding the ingredients for a DIY hand sanitizer might also be difficult at this point. Many stores
have already sold out of rubbing alcohol and aloe vera gel as people turn to Pinterest recipes to
protect their families. Vodka manufacturer Tito’s even had to take to social media to tell people
not to use their product in DIY hand sanitizers—not least because an 80-proof vodka doesn’t
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provide enough alcohol to meet the CDC’s minimum guidelines for effectiveness. Instead, stick
with soap and water.

How to wash your hands effectively to kill SARS-CoV-2
While the hand-washing message is getting out, many people are failing to wash their hands
effectively enough to kill the virus that causes COVID-19. You should always use soap and
water and wash your hands for at least 20 seconds. That’s about the time it takes to sing “Happy
Birthday” all the way through twice.
Pro Tip: Sick of Happy Birthday? Try the chorus of Dolly Parton’s “Jolene,” Eminem’s “Lose
Yourself,” or Beyonce’s “Love on Top” instead.
Step 1: Wet your hands thoroughly with water
Step 2: Add enough soap to cover your hands in a lather—about 1 standard pump of foam soap,
2 pumps of liquid soap
Step 3: Rub your palms together to lather the soap
Step 4: Place your left palm over the back of your right hand, interlace fingers, and rub back and
forth
Step 5: Repeat with the right palm over the left hand
Step 6: Place palms together, interlace fingers, and rub back and forth
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Step 7: Make a fist, press your knuckles against your palm and rub the back of your fingers.
Repeat for each hand
Step 8: Clasp your hands and rub from the side of your pointer fingers down, enclosing your
thumbs
Step 9: Rinse your hands thoroughly with running water
Step 10: Dry your hands thoroughly using a paper towel
Remember to conserve water by turning off the faucet between rinsing your hands. Before
washing, you can use your hand to turn off the faucet. After washing, use the used paper towel to
touch the faucet. This will minimize the risk of re-contaminating your hands.

When you should wash your hands
There’s very little risk attached to excessive hand washing beyond the risk of drying out your
skin, so you can feel free to wash your hands as often as makes you comfortable. However, the
CDC recommends you wash your hands after these particular circumstances:
•
•
•
•
•

After blowing your nose, coughing, or sneezing
After using the restroom
Before eating or preparing food
Before and after providing care for others
After touching public surfaces with high contact, such as door handles and shopping carts

How to properly disinfect and sanitize to avoid COVID-19
Transmission of COVID-19 is most likely between people in close proximity to each other,
which means keeping your workplace clean is the most important thing you can do to prevent
community spread. At Pro Housekeepers, we’ve investigated all the claims about what works
and what doesn’t to bring you the latest information on what cleaning methods and solutions are
the most effective at destroying this coronavirus.
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What cleaning products kill coronavirus?
Because this coronavirus has a lipid envelope, any cleaner that’s designed to destroy fats is going
to be highly effective at killing any viruses in your home or workplace.
The Environmental Protection Agency (EPA) has released a list of antimicrobial products that
are suitable for use against SARS-CoV-2. These include:
•
•
•
•
•
•
•

Clorox Multi-Surface Cleaner + Bleach
Clorox Disinfecting Wipes
Lysol Heavy-Duty Cleaner Disinfectant Concentrate
Lysol Disinfectant Max Cover Mist
Lysol Clean & Fresh Multi-Surface Cleaner
Purell Professional Surface Disinfectant Wipes
Sani-Prime Germicidal Spray

There’s no need to use any of these detergents more often or for longer than they recommend on
the label. Although none have yet been tested on this strain of coronavirus, they are all tested to
kill more robust organisms and should have no trouble taking out any viral cells lurking around
your office.
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How to disinfect surfaces against coronavirus
If you don’t have any of these brand cleaners handy, you can still effectively clean your home
and workplace against SARS-CoV-2 using household cleaners. The CDC says that “diluted
household bleach solutions, alcohol solutions with at least 70 percent alcohol, and most common
EPA-registered household disinfectants should be effective” at preventing COVID-19 infections.
Step 1: Put on a pair of disposable rubber gloves
Step 2: Clean any visibly dirty surfaces using detergent or soap and water
Step 3: Make a bleach solution by adding 5 tablespoons (⅓ cup) of bleach to 1 gallon water
Step 4: Wash down surfaces using the bleach solution
Step 5: Rinse surfaces with clean water and dry thoroughly using a microfiber cloth or paper
towels
Step 6: Dispose of the cloths, paper towels, and gloves used for cleaning
Step 7: Wash hands for at least 20 seconds using soap and water
Pro Tip: To avoid waste, you can wash your microfiber cloths, reusable gloves, and cleaning
tools using soap and water in order to kill any viruses, but for best practice, use disposable
cleaning equipment and discard after each use. If you do stick with reusable tools, ensure you
only use them for cleaning for SARS-CoV-2 and discard once your cleaning routine returns to
normal.
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How to clean soft surfaces to kill coronavirus
Although SARS-CoV-2 is unlikely to survive long on soft surfaces, it’s still a good idea to
maintain a thorough cleaning routine during the outbreak to minimize the risk of transmission.
The CDC recommends cleaning porous surfaces such as carpets, curtains, and clothes using
appropriate cleaning solutions according to the manufacturer’s instructions. Many detergents are
designed to work effectively on lipids and will be suitable for breaking down the virus that
causes COVID-19.
Where possible, use water that’s as warm as possible for the materials you’re cleaning, and
ensure you completely dry all items. Don’t forget to clean your washing machine after using it to
clean any items that might have been contaminated.

How to clean the laundry of an infected person
If you’re cleaning clothes, towels, and linens used by a person who might be infected with
COVID-19, there are some simple steps to take to ensure you stay safe.
Step 1: Use disposable gloves when handling laundry and discard them after you’re done
Step 2: Avoid shaking clothes to prevent scattering any droplets containing the virus
Step 3: Wash fabrics using a detergent and the hottest water suitable for the material
Step 4: Ensure all items are dried thoroughly
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Step 5: Clean the liner of any laundry hampers they may have used, or consider switching to
plastic bags and dispose of them after use
Step 6: Clean the washing machine and dryer
Step 7: Discard gloves and wash your hands immediately using soap and water

How often to clean to protect against the novel Coronavirus
Frequent cleaning is most effective at eliminating any SARS-CoV-2 pathogens that might be in
your workplace. Encourage your staff to use household cleaners or disinfectants registered with
the EPA to clean high-touch surfaces such as door handles, light switches, desk surfaces, toilets,
faucets, and sinks, as often as they are used, especially if your workplace admits the public and
it’s harder to control who touches what surface.
At home, clean high-touch surfaces after new contaminants have been potentially introduced. For
example, after family members return from work or running errands. Encourage all members of
your household to wash their hands with soap and water for at least 20 seconds upon reentering
the home and wipe down any surfaces they might have touched before doing so.
To prevent community spread, try to clean all the major surfaces of your home and workplace on
a daily basis. This should minimize the risk of accidental transmission if you came into contact
with a person shedding COVID-19 in public.
If there has been a known exposure to COVID-19, immediately clean all surfaces using EPAapproved disinfectants. If the exposure is ongoing, for instance, a member of your family is sick
with COVID-19, consider reducing the frequency of cleaning in the sick person’s room in order
to minimize exposure to the virus.
Encourage the ill person to remain in one area of the house and provide them with personal
cleaning supplies. If isolation within the home isn’t possible, other members of the household
should wait as long as possible before touching any surface the sick person has used. This will
increase the chances of the virus dying on the surface before it has a chance to infect somebody
else.
The CDC has also provided a detailed home care guide for keeping you and your family safe.
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The most at-risk places for contracting COVID-19
Unless a member of your household or workforce is already exhibiting symptoms, the most
likely place for transmission is out in public. Human-to-human transmission remains the most
common way people are becoming infected, so try to avoid any areas where you’ll be in close
proximity to lots of other people. Public transport systems such as subways are an obvious
location where your proximity to a lot of strangers is high. However, that doesn’t mean we all
need to start telecommuting or walking to the office.
Most infections occur between people less than six feet apart, so simply by maintaining distance
from others, you’re protecting yourself from contracting COVID-19. It’s also a good idea to steer
clear of anyone who is coughing or sneezing because the virus is transmitted most commonly
through respiratory droplets.
Although some companies are suspending travel and encouraging employees to work from
home, and a number of high-profile events such as SXSW have been canceled, most people
don’t have to avoid going outdoors or changing their usual routines if they take the proper
precautions of washing their hands regularly and avoiding touching their mouth or face.
Those who should take extra precautions right now are people over 65, and those who are
suffering from preexisting conditions including respiratory diseases such as COPD, emphysema,
and asthma, cancer patients, and the immunocompromised.
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How to clean your workplace to protect against COVID-19
Staying on top of regular cleaning is important to keep your workplace safe from the risk of
infection from any virus or bacteria, not just COVID-19. By following this guide, you can play a
part in protecting your employees and coworkers from common causes of exposure:

Cleaning entry and reception areas
The areas where the most people come and go are at most risk of viral contamination. You’re
less likely to be able to control who enters your workplace, or what they touch. Therefore, these
areas should be cleaned regularly in order to minimize the risk to your workforce.
Door handles will be the most frequently touched objects in the room. Try to wipe them down
with an EPA-approved disinfecting solution between uses, or on a regular schedule depending on
how busy your workplace is. Don’t forget to clean the door or window beside the handle, as
more people will touch there instead of the handle itself if they’re also trying to avoid possible
exposure to the virus.

The front of reception desks are often leaned on or touched by visitors, and also need to be
regularly wiped down. If possible, use a disinfecting wipe after each contact. If that isn’t
possible, either because your workplace is very busy, or to avoid being seen by and upsetting
visitors, try to wipe down the desk at regularly scheduled intervals.
Consider putting away any pens that you usually make available for public use. Instead, offer
visitors a pen if they need one, and ensure it’s cleaned before being reused. If you usually display
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business cards for visitors to take, consider removing the cardholder and offering visitors a card
instead.
Clean point-of-sale card readers according to the manufacturer’s instructions to avoid
damaging the machine.
If you have a waiting area with chairs and tables, try to wipe them down using EPA-approved
disinfectants after each use. If your waiting area is usually busy, take advantage of lunch hour if
your workplace is closed to the public or quiet periods in the day when you can clean. Pay
attention to armrests and other places where people most usually rest their hands.
Remove any magazines, toys, and other distractions you might put out to distract waiting
visitors. These items are often too difficult to clean effectively. If you do choose to keep some
distractions available, particularly toys, choose ones with surfaces that are easy to access for
cleaning.
If your staff members have individual, wired telephones, clean them with disinfectant wipes
before the start of each shift, and before and after any other person uses the phone. Pay particular
attention to the handset and the dial pad. Consider removing shared telephones, as they’re harder
to keep track of cleaning and more likely to result in any sickness spreading rapidly through your
company.
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Cleaning desks and conference rooms
For the most effective containment of any type of virus or infection in the workplace, it’s best if
your staff have their own desks and chairs. If this isn’t possible, ensure that everything is wiped
down between changes.
Desk surfaces should be cleaned with EPA-approved solutions when new staff members begin
to use them, and after anyone has eaten at the desk.
You should also encourage employees to clean telephones and computer mice and keyboards
at the start of each shift, and before and after changing users.

Cleaning break rooms and kitchens
COVID-19 is most commonly transmitted through close contact, so having many employees
eating in the same area could increase the risk of the virus being transmitted through your
workforce. Encourage all employees to clean tables and chairs before and after each use with
disinfectant wipes.
Wash shared plates and utensils with warm, soapy water, and dry thoroughly using disposable
paper towels. If you have a shared microwave, coffee maker, cooking facilities, or water
dispenser, make sure they are all wiped down before and after each use. Charge one employee
with the responsibility of cleaning the handles and buttons of the most commonly used
appliances to ensure they are all disinfected on a regular basis.
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Cleaning bathrooms
While it isn’t your employees’ duty to clean the bathrooms in your workplace, they can take
precautions to minimize the spread of all diseases in this area. Encourage them to avoid touching
door handles, toilet handles, and faucets with bare skin, and to wash their hands thoroughly
after using the restroom. Make sure the soap dispensers are filled, you provide plenty of
disposable paper towels and have your cleaning company pay extra attention to high-touch areas
during nightly cleans.

After hours cleaning
When your workplace is closed is the best time for intensive cleaning. Your regular cleaning
company probably already takes most of the necessary precautions to minimize the risk of
disease transmission, but ask them to use EPA-approved cleaners, and to focus on high-touch
areas such as telephones, keyboards, and door handles.

How to clean your home to protect against COVID-19
At home, you’re the most protected against SARS-CoV-2. Providing nobody in your household
is showing symptoms, your main concern should be in minimizing the risk of introducing the
virus into the house. You can do this by encouraging everybody to wash their hands as soon as
they enter, and regularly wiping down high-touch areas such as door handles, light switches,
TV remotes, and faucets, using EPA-approved disinfectants.
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Maintaining a clean home is always a good idea to protect against all kinds of infections and
viruses. A clean home can help you stay healthier and live longer. COVID-19 isn’t the only
organism that can make you and your family sick, but there are steps you can take to reduce your
risk of infection at home.
For more assistance, follow Pro Housekeepers’ simple checklist to stay on top of keeping your
home clean.

The Importance of Social Distancing and “Flattening the
Curve”
Simply avoiding symptomatic people is not enough to make an impact on the COVID-19
pandemic, a new study shows. Researchers have concluded that many people can carry the novel
coronavirus without any symptoms and still infect others. The best way to combat this pandemic
and slow its spread besides proper workplace disinfection and personal hygiene is social
distancing or staying home as much as possible.

While a large percentage of Americans will work and study from home while practicing social
distancing, there is still significant progress to be made. In the meantime, biomedical researchers
are working non-stop on other ways to defeat the virus including vaccines. By doing your part
and keeping your distance as well as following proper hand washing and hygiene protocols you
can make a significant impact to your own health and that of others around you.
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Don’t panic
While the news might be full of horror stories about COVID-19, there’s no need to panic. The
steps you need to take to minimize your risk of contracting the virus are straightforward and
simple. Maintaining good cleaning habits and regular hand washing are the best things you can
do to keep yourself, your workplace, and your family safe.

USEFUL RESOURCES & TOOLS
 COVID-19 Test Kits
This test will help diagnose whether you are infected with SARS-CoV-2. Our COVID-19 lab
partners are operating under the Emergency Use Authorization guidelines issued by the FDA.
Within 48 hours of the lab receiving your sample, you will receive secure digital results. If your
results are positive, a telehealth consult is available to guide you through your next steps.
Measures
Presence or absence of SARS-CoV-2 Coronavirus
Collection Method
Nasopharyngeal swab & saliva collection tube
Available results in
3-5 days from purchase (overnight shipping to the lab is included)

 CoronaHub – Coronavirus support community
Coronahub is an online community dedicated to confronting the massive worldwide burden
caused by the Coronavirus. The community’s job board and hiring channel connect job seekers
with employers, while our Slack community channels allow users from across the world to share
their outbreak-related personal stories and meet others.

 CDC Cases & Latest Updates
This is an emerging, rapidly evolving situation and CDC will provide updated information as it
becomes available, in addition to updated guidance.
CDC is aggressively responding to the global outbreak of COVID-19 and preparing for the
potential of community spread in the United States.
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 Global research on coronavirus disease
(COVID-19)
WHO is gathering the latest scientific findings and knowledge on coronavirus disease (COVID19) and compiling it in a database. We update the database daily from searches of bibliographic
databases, hand searches of the table of contents of relevant journals, and the addition of other
relevant scientific articles that come to our attention. The entries in the database may not be
exhaustive and new research will be added regularly.

 COVID-19 Self Triage Tool by USC Gehr Center
Hospitals are getting overloaded with people who shouldn’t be there. The University of Southern
California’s Gehr Center created this self-assessment based on CDC guidelines to make
recommendations. It’s clinically validated and may help people stay informed and reduce the
load on health systems.
Primary Notice:
COVID-19 should be taken seriously, but in many cases, you can care for yourself at home,
without visiting a medical facility.

 Run Coronavirus Company-Wide Check-ups via Slack
Standuply runs special weekly surveys with all your team members, asking questions on their
health condition, travels, and contacts. Then the list of people at risk is shared with the person in
charge.

 Corona Panel
COVID-19 Maps and News from around the world updated in real-time plus other useful
resources and data.

 COVID-19 Databases and Journals
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PRINT AND POST AT WORKPLACE

23

24

How to communicate about COVID-19
Immediate communication checklist by Almanac
Send an-all company email notifying your company that you're working on an action plan,
and note any immediate precautions. See examples below. Most companies state:
o "Please work from home immediately if you have traveled in the last 2 weeks, feel
any signs of sickness, or believe you may have come into contact with the virus either
thru travel to infected areas, or contact with individuals who have traveled."
Send an email to all managers and leadership notifying them to help maintain calm and
business-as-usual structure.
Create a Slack or chat channel dedicated to Coronavirus comms.
o Craig Battin at Earnest says: "I would suggest that companies create a dedicated Slack (or
chat) channel for critical updates related to actions employees should be aware of related
to precautionary measures, etc. We use #announcements and have made it clear that this
is solely for broadcasting important updates to our distributed teams and offices."
Put together a task force. Identify employees who will be key point people and make up
the crisis management and communication team. Part of this should be dedicated to forming a
hierarchy outlining how information should be shared within the company.
o Trav Walkowski at Employmetrics notes: "We've put together a task force that is
monitoring developments and CDC recommendations. They send out email updates and
have a place to submit questions. We're even conducting 100% remote tests to make sure
our tech could handle it if we needed to close the office."
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Immediate hygiene checklist by Almanac
Adopt a no handshake policy. Download and print this sign by Beeswax.
Put hand sanitizer at all major entrances / exits, and gathering areas in the office.
Amazon is out of stock for many name brand hand sanitizers, but at the time of writing you can
still order Agelloc here.
Share symptoms list from CDC in employee communications.
Place flyers and signs with hygiene tips in bathrooms and around the office
Wash hands often with soap and water for at least 20 seconds, especially after going to
the bathroom; before eating; and after blowing your nose, coughing, or sneezing.
Clean and disinfect frequently touched objects and surfaces using a regular household
cleaning spray or wipe.
Twice daily cleaning of bathrooms and kitchen
Face masks for the office: it's recommended to have up to 2 weeks supply on-hand.
Review Fictiv's COVID-19 deck on what their company is doing, what individuals can
do.
Review additional office and personal hygiene safety tips by Surbhi Gupta, Sr Product
Manager / Investor / Advisor.
COVID-19 Preparedness Checklist by Safesite
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General Industry Housekeeping Standards by Safesite
Is there a program in place and followed that prevents the accumulation of dust on floors, decks, and ledges, particularly outside
1 of abrasive-blasting enclosures?
Is sufficient ventilation in place to (1) provide good operator visibility, (2) prevent dust from settling and accumulating in the
2 room, (3) reduce dust concentrations, and (4) prevent the escape of contaminants into adjacent work areas or the environment?
3 Are dust residues cleaned at regular intervals and in areas that may be normally overlooked (e.g., overhead)?
4 Are cleaning methods in place to minimize dust clouds, particularly where ignition sources are present?
5 Are vacuum cleaners approved for dust collection onsite and used?
6 Is potable water made available to workers for drinking, cooking, food preparation, worker health and personal needs?
7 Are non-potable water outlets clearly marked "NOT SAFE FOR HEALTH OR PERSONAL USE"?
8 Are toilets clean, serviceable, and adequate in number at the worksite?
Are handwashing facilities adjacent to each toilet facility and do they contain: hot and cold or lukewarm running water and soap,
or waterless skin-cleansing agents; clean, single-use hand towels stored in a sanitary container, clean individual sections of
9 continuous cloth toweling, or air blowers; and a sanitary means for disposing of single-use hand towels?
10 Is there a schedule for servicing, cleaning, and supplying each facility in place?
11 Where a servicing, cleaning, and supplying schedule is in place, is it being followed?
Are changing rooms available for workers to change into and from protective clothing to prevent contamination from hazardous
12 or toxic substances?
13 Do changing rooms provide privacy for each gender?
14 Do changing rooms provide separate storage facilities for street clothes?
15 Do changing rooms provide separate storage for protective clothing?
Are designated areas provided for the consumption or storing of food, beverages, and tobacco products? Are these areas free from
16 exposure to toxic substances?
17 Is there a vermin control program in place that is maintained?
18 Is the work area constructed, equipped, and maintained to prevent the entrance or harborage of rodents, insects, and other vermin?
19 Are walkways and working surfaces clean and clear of debris?
Are working surfaces kept dry, or are other protective measures in place that include drainage, false floors, platforms, mats, and
20 designated dry standing areas?
21 Are slippery conditions, such as snow and ice, eliminated in designated walkways and working surfaces?
22 Are obstructions, such as nails, splinters, holes or loose boards eliminated from walkways and working surfaces?
Are tools, materials, equipment, and other objects used during servicing or maintenance kept clear of walkways to allow for
23 adequate passage?
Are hoses and electrical service cords positioned to prevent injury to workers or damage to the hoses and cords themselves (e.g.,
24 crossover planks, beneath grating, stowed overhead)?
25 Are exit routes clearly marked “Exit,” as well as indicating the direction of travel to the exit, if not immediately apparent?
Are doorways, emergency exits, fire protection equipment, electrical panels, eyewash stations, and safety showers free from
26 obstructions?
27 Are passageways, walkways, and working surfaces kept clear of steel shot or similar abrasives that may create a slipping hazard?
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ADDITIONAL RESEARCH
 Nearly Half of Workers — 41% — Are Now Afraid to Go To Work,
Compared With 29% Two Weeks Ago (March 3-6 vs March 17-19)
– Forrester Research

 Lead Your Employees Through the Emotional Side of COVID-19 –
Gartner Research

Closing Statement
The COVID-19 pandemic is far from being over and the best ways to keep it at bay are through
proper hygiene and cleaning along with social distancing. We were urged to create this
playbook after seeing so many questions about how to clean and sanitize the right way during
this outbreak. At Pro Housekeepers, we know a thing or two about keeping your home and
business germ-free. Our cleaning pros are trained to disinfect and sanitize on nearly any surface
while avoiding cross-contamination.
If you need a hand with implementing the techniques in this playbook and would like to have
your home or workplace professionally disinfected and cleaned to minimize the risk from
COVID-19, Pro Housekeepers is here to help.
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