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Reopening Protocols for Office Worksites: Appendix D
Effective as of: Thursday, May 6, 2021

Recent Updates: (Changes are highlighted in yellow)
5/5/2021: Updated to enable occupancy up to 75% of maximum occupancy based on applicable b
fire codes. Updated cleaning requirements to align with updated CDC cleaning guidance. Screeni

has been updated. Office workplaces that permit only fully vaccinated persons to be on-site in t
seat employees closer than 6 feet apart.

COVID-19 case rates, hospitalizations, and deaths have decreased some and app e
19 continues to pose a high risk to communities and requires all people and busige
modify operations and activities to reduce the risk of spread.

Economy framework,
orksites should proceed
spread of COVID-19 within

Due to Los Angeles County entering the “Yellow Tier” of the State’s Blueprin
this protocol has been updated to lift some local activity-specific restrictions. O
with caution and adhere to the requirements in this protocol to reduce otenti
their business operations. Y

This protocol outlines public health modifications to assist officeM s to remain in compliance with the
County of Los Angeles Health Officer Order. The following es are CWtical and must be addressed to ensure
that workers and consumers remain reduce the risk of spreas we transition to a more open phase:

(1) Protecting and supporting employee and cysto @ h
(2) Ensuring appropriate physical distancing

(3) Ensuring proper infection control

(4) Communicating with the public

(5) Ensuring equitable access to services

These five key areas must be addgessed a%ur facility develops any reopening protocols.

Note that Office-Based Worksi Mot operate retail establishments, restaurants or gyms and fitness
establishments should adhere to Wwing protocols, as appropriate:

U DPH Protocols for B
U DPH Protocols PR

O DPH Pro o&) &/ms and Fitness Establishments

U DPH Prot & jvate Events (Meetings/Receptions/Conferences)

%,
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http://publichealth.lacounty.gov/media/coronavirus/docs/protocols/Reopening_RetailEstablishments.pdf
http://publichealth.lacounty.gov/media/coronavirus/docs/protocols/Reopening_Restaurants.pdf
http://publichealth.lacounty.gov/media/coronavirus/docs/protocols/Reopening_FitnessEstablishments.pdf
http://publichealth.lacounty.gov/media/coronavirus/docs/protocols/Reopening_PrivateEvents.pdf
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All businesses covered by this guidance must implement all applicable
measures listed below and be prepared to explain why any measure that
is not implemented is not applicable to the business.

Business name;:
Facility Address: c)

Maximum Occupancy, per Building
Code:

Approximate total square footage
of space open to the public:

Date Posted:

A. WORKPLACE POLICIES AND PRACTICES TO PROTECT EMPLO EALTH

(]

(CHECK ALL THAT APPLY TO THE FACILITY)
Everyone who can carry out their work duties from home has b cted to do so.
Vulnerable staff (those above age 65, those who are pr , anad§pose with chronic health conditions) are

nt
assigned work that can be done from home whenever p@%ible and should discuss any concerns with their
healthcare provider or occupational health serviceD propriate decisions on returning to the
' n

(W

workplace.

Work processes are reconfigured to the e
home.

crease opportunities for employees to work from

Alternate, staggered or shift schedules have

Additional protections like shifts in job dujy that allow employees that are vulnerable to work from home have
been provided whenever posgble.

0 OO0 O

19. Employees understand tg WRPH guidance for self-isolation and quarantine, if applicable. Workplace
leave policies have beengmgg
home due to iliness.

QO Entryscreenings arqont
the workspage, i
concerning f
and whethg

g¥d before employees, vendors, delivery personnel, and other visitors may enter
oNgliance with LACDPH Entry Screening Guidance. Checks must include a check-in

, cough, shortness of breath, difficulty breathing, and a new loss of taste or smell
ual is currently underisolation or quarantine orders. These checks can be done upon
arrival or through alternative methods such as on-line check in systems or through signage
ry of the facility stating that employees with these symptoms must not enter the premises.

Negative Screen (Cleared). If the person has no symptom(s) and no contact with a known COVID-19
case in the last 10 days, they can be cleared to enter and work for that day.

o Positive Screen (Not Cleared):

= |f the person was not fully vaccinated! against COVID-19 and had contact with a known
COVID-19 case in the last 10 days or is currently under quarantine orders, they may not enter

! People are considered fully vaccinated against COVID-19 two (2) weeks or more after they have received the second dose in a 2-dose series (e g.,
Pfizer-BioNTech or Moderna), ortwo (2) weeks ormore afterthey have received a single-dose vaccine (e.g., Johnson and Johnson [J&J]/Janssen).

APPENDIX D: Reopening Protocol for Office-Based Worksites Page2of 8
Revised 5/5/21v2


http://publichealth.lacounty.gov/media/Coronavirus/docs/business/EntryScreening.pdf
http://publichealth.lacounty.gov/media/Coronavirus/docs/business/NoticeToCustomers.pdf
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or work in the field and must be sent home immediately to quarantine at home. Provide them
with the quarantine instructions found at ph.lacounty.gov/covidquarantine.
= |If the person is showing any of the symptoms noted above or is currently under isolation
orders, they may not enter or work in the field and must be sent home immediately to isolate
at home. Provide them with the isolation instructions found at ph.lacounty.gov/covidisolation.

O Workers are provided information on employer or government-sponsored leave benefits the em ee may
be entitled to receive that would make it financially easier to stay at home. See additional i n
government programs supporting sick leave and worker’s compensation for COVID-19, includifig emfloyees’
sick leave rights under the 2021 COVID-19 Supplemental Paid Sick Leave Law.

&
S

ith COVID-
t home and
the case(s). The

U Upon being informed that one or more employees test positive for, or has sympto
19 (case), the employer has a plan or protocol in place to have the case(s) isol
require the immediate self-quarantine of all employees that had a workplac
employer’s plan should consider a protocol for all quarantined employees
COVID-19in order to determine whetherthere have been additional wor posures, which may require
additional COVID-19 control measures. See the public health guidance o Ing to COVID-19 in the

workplace.

O In the eventthat 3 or more cases are identified within the workpla in aspan of 14 days the employer
must report this cluster to the Department of Public Health a 9739993 or (213) 240-7821 or on-line
at www.redcap.link/covidreport. If a cluster is identified at a woRgsit®the Department of Public Health will
initiate a cluster response which includes providing % trol guidance and recommendations,

technical support and site-specific control measures. A ic health case manager will be assigned to the

cluster investigation to help guide the facility respgy® epartment of Public Health will need the
facility’simmediate cooperation to determine wiggthe @ ster of cases constitutes an outbreak of COVID-

19.

U Employees who have contact with others t no cost, an appropriate face mask that covers the
nose and mouth. For more information, se8§gAC DPH COVID-19 Mask webpage at http://publichealth.
lacounty.gov/acd/ncorona2019/masks. The fac&gnask is to be worn by the employee at all times during the
workday when in contact or likely to comgginto contact with others. Employees who have been instructed by
their medical provider that theggshould®ot wear a face mask must wear a face shield with a drape on the
bottom edge, to be in complian(awith State directives, as long as their condition permits it. A drape that is
formfitting under the chin is d. Masks with one-way valves must not be used. All employees must
wear face masks at all ti BWhen working alone in private offices with closed doors or when eating
or drinking. The excepti e previously for employees working in cubicles with solid partitions exceeding
the height of the em e standing is overridden until further notice.

U Toensure thatﬁ e worn consistently and correctly, employeesare discouraged fromeating or drinking
except durin@ige Qs when they are able to safely remove their masks and physically distance from
others. At all en eating or drinking, employees must maintain at least a six-foot distance from
others. atiN@or drinking, it is preferred to do so outdoors and away from others, if possible. Eating or
drigmRo ulicle or workstation is preferred to eating in a breakroom if eating in a cubicle or workstation

g distance from and barriers between workers.

o Posting amaximum occupancy that is consistent with enabling a distance of at least six feet between
individuals in rooms or areas used for breaks; and

o Staggering break or mealtimes to reduce occupancy in rooms or areas used for meals and breaks;
and
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http://ph.lacounty.gov/covidquarantine
http://ph.lacounty.gov/covidisolation
https://www.labor.ca.gov/coronavirus2019/#chart
https://www.dir.ca.gov/dlse/COVID19Resources/FAQ-for-SPSL-2021.html
http://www.ph.lacounty.gov/media/Coronavirus/docs/business/GuidanceWorkplaceResponse.pdf
http://www.ph.lacounty.gov/media/Coronavirus/docs/business/GuidanceWorkplaceResponse.pdf
http://www.redcap.link/covidreport
http://publichealth.lacounty.gov/acd/ncorona2019/masks
http://publichealth.lacounty.gov/acd/ncorona2019/masks
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o Placing tables at least eight feet apart and assuring six feet between seats, removing or taping seats
to reduce occupancy, placing markings on floors to assure distancing, and arranging seating in away
that minimizes face-to-face contact. Use of partitions is encouraged to further prevent spread but
should not be considered a substitute for reducing occupancy and maintaining physical distancing.

Employees are instructed to wash, if applicable, or replace their face masks daily.

All occupied desks, individual workstations or individuals on production lines are separated by
feet unless there are extenuating circumstances that require closer contact for brief periods of#ime.

All employees, vendors and delivery personnel have been provided instructions reg
physical distancing and the use face masks when around others.

Break rooms, restrooms and other common areas are disinfected at the frequef@Cy;
less frequently than once daily, on the following schedule:

oL O OO

elow, but no

o Break rooms

o Restrooms
o Other
U Disinfectant and related supplies are available to employeesgt th ing location(s):

U Hand sanitizer effective against COVID-19 is available t empldfges at the following location(s):

once daily, including the fo
telephones, keyboards,

U Copies of this Prot e B¥en distributed to all employees.

2
O Optional—D rmeasures:
B. U ENSURE PHYSICAL DISTANCING
a B@acd businesses that must open indoors for business operations that cannot be done remotely must

Indoor occupancy as follows. Unless all staff at an office-based business are fully vaccinated against
R-192, the number of employees in the office-based business worksite is limited at any one time such
that employees can easily maintain at least a six-foot distance from one another at all practicable times but
in no case more than 75% of the maximum occupancy of the office-based business worksite.

o Maximum number of customers in the facility limited to:

2people are considered fully vaccinated for COVID-19 2 weeks or more after they have received the second dose in a 2-dose series (e.g. Pfizer-BioNTech
or Moderna), or 2 weeks or more afterthey have received a single-dose vaccine (e.g., Johnsonand Johnson [J&J/Janssen.)
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o Maximum number of employees in facility per floor is limited to:

O Office-based businesses that have confirmed and documented that all on-site employees, contractors and
persons regularly present at an office-based business are fully vaccinated do not have to adhere to the
physical distancing requirements between employees/staff. However, physical distancing requirements must
be in effect for any staff that interact with visitors to the office such as delivery personnel, yendors or
customers.

O Employees in fully vaccinated offices must also continue to adhere to all other requirements i p I,
including wearing face masks while on-site and completing a daily symptom screening prior ing the

worksite
o People are considered fully vaccinated for COVID-19 at 22 weeks after the %ﬂ the second
dose in a 2-dose COVID-19 vaccine series (Pfizer-BioNTech or Mode > s after they
have received a single-dose COVID-19 vaccine (Johnson and John [ /JRgSsEN).
o The following are acceptable for the employee to show their em pro of full vaccination for
COVID-19: a photographic identification and their vaccination mcludes the name of

on a phone or electronic device OR documentation of f ination against COVID-19 from a
healthcare provide (which includes name of person vacin onfirms they are fully vaccinated
for COVID-19). \

employer should create and keep awritten recor t documents that each of these employees has
shown them acceptable proof of full vaccinatj
proof of full vaccination shown.

o For fully vaccinated employees who have showr@: full vaccination against COVID-19, the

loyer does not need to keep a copy of the

U Tape or other markings have been place le ' t apart anywhere where individuals may have to
line up, bothinside the workplace and outsi ntrances, with signs directing employees and visitors
to use the markings to maintain distance.

U Employees have been instructed to maintain at least six feet distance from customers, guests and from each
other; employees may momeptarily cje closer when necessary to accept payment, deliver goods or

U Elevator capaC|ty is limited tq
physical distance betweegric
4 individuals or fewer g 9 IF' Or any elevator that does not allow for 6-foot physical distance between

riders. All riders are g&d
daily numbero’en‘% o#d visitors to establish physical distancing gwdellnes appropriate for elevator

riders. \
U To ease ele\% , stairwells have been opened for “up” or “down” traffic with increased cleaning of

stairwell

aredis that are open to the public (e.g., lobby, reception areas, or waiting rooms) is separated to
al distancing.

U Workspaces, cubicles, etc. are redesigned to ensure for six feet between employees.

U Common areas (e.g., break rooms and kitchenettes) are closed or restricted, using barriers, or by increasing
physical distance between tables/chairs in breakrooms and kitchenettes where personnel are likely to
congregate and interact.
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U Employeesare discouraged fromcongregating in any area, but especially common areas or high traffic areas
such as break rooms, bathrooms, hallways and stairwells.

U To the extent possible, flow of traffic within the workplace is modified to minimize contacts (e.g., doors for
entry or exit only; directional hallways or passageways have been established for foot traffic in a way that
prevents employees from passing by one another).

O Employees have been instructed to discontinue handshakes or other forms of greeting that bre ysica
distance.

U In-person meetings are strongly discouraged in favor of virtual meetings. If in person S held
indoors in an office-based setting, the meeting should be limited to 50% of the meeging ancy or
50 people maximum, whicheverisfewer. Allattendees mustwear face masks for ré othe meeting.
Unless all meeting attendees are fully vaccinated, all meeting attendees mus gsily maintain
physical distancing of 6 feet or greater from other attendees.

U Non-essential business travel out of state is still not recommended.

C. MEASURES FOR INFECTION CONTROL

U TheHVAC systemis ingood, working order; to the maximum £ , ventilation has beenincreased.

U Entry screening is conducted ¥

Effective ventilation is one of the most important ways to co all aerosol transmission. Consider
installing portable high-efficiency air cleaners, upgradi e builgg’s air filters to the highest efficiency
possible, and making other modifications to increase th ntity of outside air and ventilation in offices and
other spaces. See California Department of Public H #n Guidance for Ventilation, Filtration and Air
Quiality in Indoor Environments for detailed infqgmnati

o Please Note: Ventilation and other indo ty improvements are an addition to, and not a
replacement for, mandatory prote ' ing wearing face masks (except in certain high -risk
environments that require using prop&Qgespiratory protection), maintaining at least six feet of distance
between people, washing hands frequ®tly, and limiting activities that bring together people from
different households.

Checks must include a chec
and, a new loss of taste or s
(See County Entry Screeg
such as on-line checki @
with these symgto Qld gt enter the premises.

o Neg ve& (Cleared). If the person has no symptom(s) and no contact with aknown COVID-19

days, they can be cleared to enter for that day.

(o) (Not Cleared):
Ifthe person was not fully vaccinated against COVID-19 and has had contact with a known
OVID-19 case in the last 10 days or is currently under quarantine orders, they may not enter
and must be sent home immediately to quarantine at home. Provide them with the quarantine
instructions found at ph.lacounty.gov/covidquarantine.
= |If the person is showing any of the symptoms noted above or is currently under isolation
orders, they may not enter and must be sent home immediately to isolate at home. Provide
themwith the isolation instructions found at ph.lacounty.gov/covidisolation.

O Visitors arriving at the establishment are reminded to wear a face mask at all times (except while eating or

drinking, if applicable) while in the establishment or on the grounds of the establishment. This applies to all
adults and to children 2 years of age and older. Individuals who have been instructed by their medical provider
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https://www.cdph.ca.gov/Programs/CID/DCDC/Pages/COVID-19/Interim-Guidance-for-Ventilation-Filtration-and-Air-Quality-in-Indoor-Environments.aspx
https://www.cdph.ca.gov/Programs/CID/DCDC/Pages/COVID-19/Interim-Guidance-for-Ventilation-Filtration-and-Air-Quality-in-Indoor-Environments.aspx
http://publichealth.lacounty.gov/media/Coronavirus/docs/business/EntryScreening.pdf
http://publichealth.lacounty.gov/media/Coronavirus/docs/business/NoticeToCustomers.pdf
http://ph.lacounty.gov/covidquarantine
http://ph.lacounty.gov/covidisolation
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that they should not wear a face mask must wear a face shield with a drape on the bottom edge, to be in
compliance with State directives, as long as their condition permits it. A drape that is formfitting under the
chin is preferred. Masks with one-way valves must not be used. To support the safety of your employees
and other visitors, aface mask should be made available to visitors who arrive without them.

Cleaning of the entire office space is completed on a daily basis.
To the extent possible, doors, trash cans, etc. are contactless.

Common areas and frequently touched object such as tables, doorknobs, light switches #tou S,
handles, desks, phones, keyboards, elevator switches and buttons, touch screens, printerggopig¥s, and
handrails are disinfected once per day using EPA approved disinfectants and follgygin cturers
instructions for use.

Disinfectant and related supplies are available to all employees at the following IONES):

Contactless payment systems are in place or, if not feasible, payment s areganitized once per day.
Describe:

If practicable, customer service or reception areas have pla#tic 8grier®§astalled to limit contact between
employees and visitors.

To the extent possible, visitors to the worksite are by apMa#tment OWly and are pre -registered in a visitor log
that includes a visitor’s name, phone number and emai ress. Visitors are instructed to come to their
9

appointments alone. If a visitor must be accompanie
site is limited to designated areas such as the

because the visitor is a minor, or has minor chi
nce or meeting rooms, and public rest rooms.

to meeting rooms upon entry to office space rather than

person (e.g., fortranslation assistance, or
formation is captured in the visitor log.

To the extent possible, movement of visj
reception or lobby area, customer service

If necessary, staff are available to direct gue
congregating in lobbies or common areas

Visitors arriving at the worksidg with clﬁren must ensure that their children stay next to a parent, avoid
touching any other person or ggiiiem that does not belong to them, and are masked if age permits.

Hand sanitizer, soap an , ussues and trash cans are available to the public at or near the entrance of
the facility, at receptign, here else inside the workplace or immediately outside where people have

direct interactis.

Restrooms normally open to remain open to the public if the public can enter the facility.

Break room
not less than

and other common areas are being disinfected at the frequency listed below but
ay, on the following schedule:

U Sharing of communal food is prohibited.
U Optional - Describe other measures (e.g. providing senior-only hours, incentivizing non-peak sales):
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D. MEASURES THAT COMMUNICATE TO THE PUBLIC

O A copy of this protocol, or if applicable, the facility’s printed Los Angeles County COVID-19 Safety
Compliance Certificate is posted at all public entrances to the facility. For more information or to complete
the COVID-19 Safety Compliance self-certification program, visit: http://publichealth.lacounty.gov/eh/
covid19cert.htm. Facilities must keep a copy of the Protocols onsite at the facility for review, upoN@quest.

U Signage has been posted to provide clear guidance to the public about how to maintain saf it e
facility (e.g., maintaining physical distance, wear face mask, etc.). See the County DPH COVID@L9 Gf§dance:
http://publichealth.lacounty.gov/media/Coronavirus/quidances.htm#business for additio s and
examples of signhage that can be used by businesses.

U Signage is posted at each public entrance of the facility to inform all employees ito they should:
Avoid entering the facility if they have a cough or fever.

U Online outlets of the workplace (website, social media, etc.) provide cle tio out hours, required
use of face masks, policies in regard to making appointments, and other isgries.

E. MEASURES THAT ENSURE EQUITABLEACCESS TO CRI L SERVICES

U Services that are critical to the customers/clients have been priqgit2gd.

U Transactions or services that can be offered remotely h beenxv d on-line.

U Measures are instituted to assure access to goods and ;&for customerswho have mobility limitations

Business Contact Name;

Phone number: @
2

Date Last Revi&\

and/or are at high risk in public spaces.

Any additional measures not include ove should be listed on separate pages,
which the business shou ttach to this document.

You ma ntac%e following person with any
guesti r comments about this protocol:

%,
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