
To: City Fresh, All Staff 
 
From: Sheldon Lloyd 
 
Re: Coronavirus Precautions 
 
Date: March 6, 2020 
 
 
Information about Coronavirus from CDC 

Summary of recommended strategies for employers to use now: 

• We will actively encourage sick employees to stay home: 
o Employees who have symptoms of acute respiratory illness are recommended to 

stay home and not come to work until they are free of fever (100.4° F [37.8° C] or 
greater using an oral thermometer), signs of a fever, and any other symptoms 
for at least 24 hours, without the use of fever-reducing or other symptom-
altering medicines (e.g. cough suppressants). Employees should notify their 
supervisor and stay home if they are sick. 

o We encourage all employees about the importance of sick employees staying 
home will work with employees to make sure that punitive action is not taken 
against people with health concerns. 

o CFF will not require a healthcare provider’s note for employees who are sick with 
acute respiratory illness to validate their illness or to return to work, as 
healthcare provider offices and medical facilities may be extremely busy and not 
able to provide such documentation in a timely way. 

o CFF will work with employees who need to stay home to care for a sick family 
member. Employers should be aware that more employees may need to stay at 
home to care for sick children or other sick family members than is usual. 

• Separate sick employees: 
o CDC recommends that employees who appear to have acute respiratory illness 

symptoms (i.e. cough, shortness of breath) upon arrival to work or become sick 
during the day should be separated from other employees and be sent home 
immediately. Sick employees should cover their noses and mouths with a tissue 
when coughing or sneezing (or an elbow or shoulder if no tissue is available). 

• Emphasize staying home when sick, respiratory etiquette and hand hygiene by all 
employees: 

o We have placed posters that encourage staying home when sick, cough and 
sneeze etiquette, and hand hygiene at the entrance to your workplace and in 
other workplace areas where they are likely to be seen. 

o Provide tissues and disposal gloves for use by employees. 
o Instruct employees to clean their hands often with an alcohol-based hand 

sanitizer that contains at least 60-95% alcohol, or wash their hands with soap 



and water for at least 20 seconds. Soap and water should be used preferentially 
if hands are visibly dirty. 

o We will provide soap and water and alcohol-based hand rubs in the workplace. 
Ensure that adequate supplies are maintained. Place hand rubs in multiple 
locations or in conference rooms to encourage hand hygiene. 

o Visit the coughing and sneezing etiquette and clean hands webpage for more 
information. 

• Perform routine environmental cleaning: 
o CFF will assign staff to routinely clean all frequently touched surfaces in the 

workplace, such as workstations, countertops, and doorknobs. Use the cleaning 
agents that are usually used in these areas and follow the directions on the label. 

o From the CDC; No additional disinfection beyond routine cleaning is 
recommended at this time. 

o We will provide disposable wipes so that commonly used surfaces (for example, 
doorknobs, keyboards, remote controls, desks) can be wiped down by 
employees before each use. 

• We advise employees before traveling to take certain steps: 
o Check the CDC’s Traveler’s Health Notices for the latest guidance and 

recommendations for each country to which you will travel. Specific travel 
information for travelers going to and returning from China, and information for 
aircrew, can be found at on the CDC website. 

• Additional Measures in Response to Currently Occurring Sporadic Importations of the 
COVID-19: 

o Employees who are well but who have a sick family member at home with 
COVID-19 should notify their supervisor and refer to CDC guidance for how to 
conduct a risk assessment of their potential exposure. 

o If an employee is confirmed to have COVID-19, employers should inform fellow 
employees of their possible exposure to COVID-19 in the workplace but maintain 
confidentiality as required by the Americans with Disabilities Act (ADA). 
Employees exposed to a co-worker with confirmed COVID-19 should refer to CDC 
guidance for how to conduct a risk assessment of their potential exposure. 

 
 
Coronavirus Plan City Fresh  
 

1- Signage posted with precautions throughout the Facility on 3-2-20 
2- Review Coronavirus precautions; both data from CDC and location-specific, with all staff 

on 3-9-20 in a series of staff meetings 
3- Review Coronavirus precautions with City Fresh tenants; Fresh truck and SportsGrub 
4- Provide HDM drivers with bottles of hand-sanitizer to take with them 
5- Provide Institutional drivers with hand-sanitizer to take with them 
6- Specific steps within our operation listed below 

 



Wiping down common areas on a cleaning schedule with disinfectant wipes, 3 times a day 
- Café 
- Bathrooms 
- doors in and out of offices 

 
 
Staff Training 

- Review sick policy- strict enforcement 
- Office Staff set ability to work from home as needed 
- Phone system to operate remotely 

 
Sourcing 

- Inventory of extra gloves kept on site 
- Sanitizer; buy and/or make additional supply as needed 
- Buy extra kitchen sanitizer 
- Keep additional supply of alcohol swabs 

 
Keep on Hand 

- Hand wipes  
- Tissues 

 
 
 
Additional Information: 
 
Handwashing is one of the best ways to protect yourself and your family from getting sick. 
Learn when and how you should wash your hands to stay healthy. 

Wash Your Hands Often to Stay Healthy 
You can help yourself and your loved ones stay healthy by washing your hands often, especially 
during these key times when you are likely to get and spread germs: 

• Before, during, and after preparing food 
• Before eating food 
• Before and after caring for someone at home who is sick with vomiting or diarrhea 
• Before and after treating a cut or wound 
• After using the toilet 
• After changing diapers or cleaning up a child who has used the toilet 
• After blowing your nose, coughing, or sneezing 
• After touching an animal, animal feed, or animal waste 
• After handling pet food or pet treats 
• After touching garbage 



 
Follow Five Steps to Wash Your Hands the Right Way 
 

Washing your hands is easy, and it’s one of the most effective ways to prevent the spread of 
germs. Clean hands can stop germs from spreading from one person to another and throughout 
an entire community—from your home and workplace to childcare facilities and hospitals. 

Follow these five steps every time. 

1. Wet your hands with clean, running water (warm or cold), turn off the tap, and apply 
soap. 

2. Lather your hands by rubbing them together with the soap. Lather the backs of your 
hands, between your fingers, and under your nails. 

3. Scrub your hands for at least 20 seconds. Need a timer? Hum the “Happy Birthday” song 
from beginning to end twice. 

4. Rinse your hands well under clean, running water. 
5. Dry your hands using a clean towel or air dry them. 

Why? Read the science behind the recommendations. 



Use Hand Sanitizer When You Can’t Use Soap and Water 

 
You can use an alcohol-based hand sanitizer that contains at least 60% alcohol if soap and 
water are not available. 
Washing hands with soap and water is the best way to get rid of germs in most situations. If 
soap and water are not readily available, you can use an alcohol-based hand sanitizer that 
contains at least 60% alcohol. You can tell if the sanitizer contains at least 60% alcohol by 
looking at the product label. 

Sanitizers can quickly reduce the number of germs on hands in many situations. However, 

• Sanitizers do not get rid of all types of germs. 
• Hand sanitizers may not be as effective when hands are visibly dirty or greasy. 
• Hand sanitizers might not remove harmful chemicals from hands like pesticides and 

heavy metals. 

Caution! Swallowing alcohol-based hand sanitizers can cause alcohol poisoning if more than a 
couple of mouthfuls are swallowed. Keep it out of reach of young children and supervise their 
use. Learn more here. 
How to use hand sanitizer 

• Apply the gel product to the palm of one hand (read the label to learn the correct 
amount). 

• Rub your hands together. 
• Rub the gel over all the surfaces of your hands and fingers until your hands are dry. This 

should take around 20 seconds. 

 



Coughing & Sneezing 

 

This vintage British poster from World War II shows that coughing and sneezing has long been a 
public health concern. Today, we know that handkerchiefs aren’t always the best way to handle 
coughing and sneezing! For modern methods, read the text at left. 
Hygiene etiquette involves practices that prevent the spread of illness and disease. A critical 
time to practice good hygiene etiquette is when you are sick, especially when coughing or 
sneezing. Serious respiratory illnesses like influenza, respiratory syncytial virus (RSV), whooping 
cough, and severe acute respiratory syndrome (SARS) are spread by: 

• Coughing or sneezing 
• Unclean hands 

o Touching your face after touching contaminated objects 
o Touching objects after contaminating your hands 

To help stop the spread of germs: 

• Cover your mouth and nose with a tissue when you cough or sneeze. 
• Put your used tissue in a waste basket. 



• If you don’t have a tissue, cough or sneeze into your upper sleeve, not your hands. 

Remember to wash your hands after coughing or sneezing: 

• Wash with soap and water, or 
• Keeping hands clean through improved hand hygiene is one of the most important steps 

we can take to avoid getting sick and spreading germs to others. Many diseases and 
conditions are spread by not washing hands with soap and clean, running water. If 
clean, running water is not accessible, as is common in many parts of the world, use 
soap and available water. If soap and water are unavailable, use an alcohol-based hand 
sanitizer that contains at least 60% alcohol to clean hands. 

Cough etiquette is especially important for infection control measures in healthcare settings, 
such as emergency departments, doctor’s offices, and clinics. More information on respiratory 
hygiene and cough etiquette in healthcare settings may be found on CDC’s seasonal flu pages. 

One final practice that helps prevent the spread of respiratory disease is avoiding close contact 
with people who are sick. If you are ill, you should try to distance yourself from others so you 
do not spread your germs. Distancing includes staying home from work or school when 
possible. 

For more information on stopping the spread of germs, please visit CDC’s Good Health Habits 
for Preventing Seasonal Flu pages. 

 

 

 
 

 
 


