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[bookmark: _Toc42239375]Checklist for COVID-19 Prevention in the Workplace 
NMHU supervisors/managers are required to document their workplace COVID-19 prevention measures and review them with their employees. 
	Date: 
	Completed By: 

	Department/Unit Name: 
	Building/Worksite Location(s): 

	Department/Unit COVID-19 Prevention Plan Location: 
	Electronic copy available on NMHU’s coronavirus webpage 





	Social and Physical Distancing
	Check all that apply
	Other Measures taken (describe)

	
1. Describe how you are implementing the social distancing requirements (maintaining 6+ feet spacing between people, minimizing interpersonal contact). 

	☐ Telework options offered 

☐ Shifts/breaks times/start times staggered 

☐ Maximum space capacity determined based on room size 

☐ In-person meetings (conference call, virtual) limited 

☐ Non-critical in person meetings postponed 

☐ Spread out work areas/physically separate workstations 

☐ Allowing only infrequent/intermittent passing within 6 feet in between personnel 

☐ Minimizing the number of people in a work area 

☐ Designated drop-off/pick-up areas for shared tools and equipment 



	

	
2. Describe how you are communicating social distancing requirements to workers, customers and visitors. 

	☐ Posters/signage/floor markings installed or posted 

☐ Communicated during virtual staff meetings
 
☐ Email communication 

☐ Review of COVID-19 Exposure Safety Plan 
 
☐ If applicable, provided COVID-19 Contractor/Consultant Safety Procedures electronically to contractors/consultants 
	

	Responding to Illness 
	Check all that apply
	Other Measures taken (describe)

	
3. Describe how you are preventing people with symptoms from coming to the site and/or working while sick. 

	☐ Following NMHU policies for sick leave and/or COVID-19 administrative leave. 

☐ Process in place for symptom monitoring and screening.

☐ Requiring personnel who may be ill or symptomatic to stay (or go) home 

	

	
4. Describe practices for responding to suspected or confirmed COVID-19 cases. 

	☐ Asking personnel with COVID-19 symptoms to stay home and contact their healthcare provider 

☐ Notification to the Emergency Operations Center 

☐ Performing enhanced cleaning and disinfection 
	

	
5. Describe the reporting procedures followed when personnel tests positive for COVID-19. 

	

☐ Notifying the Emergency Operations Center

	








	Cleaning and Disinfecting 
	Check all that apply
	Other Measures taken (describe)

	




6. Describe the procedures used to clean and disinfect general areas and high-touch surfaces. 

	☐ Following a cleaning schedule

☐ Facilities Services is cleaning your area each day. 

☐ Cleaning supplies are available for spot cleaning 

☐ Cleaning and disinfecting high touch surfaces daily, between uses or when unclean 

☐ Wiping down shared equipment/objects after each use (e.g., door/refrigerator/microwave handles) 

☐ Following COVID-19 Cleaning and Disinfection Protocols outlined in this plan. 


	

	
7. List the product(s) used to clean and disinfect. 

	☐ Alcohol solution with at least 70% alcohol 

☐ 10% bleach/water solution 

☐ EPA-registered disinfectant for use against SARS-CoV-2: 

   a. Manufacturer:___________________ 
   b. Name: __________________ 
   c. EPA Registration #:____________________ 

	

	
8. Describe the safety precautions that are taken when using disinfectant(s). 

	☐ Reviewing safety data sheet (SDS) for each product 

☐ Following manufacturer’s instructions for products use 

☐ Using personal protective equipment 
	



NMHU Emergency Operations Center- EOC@nmhu.edu 

	Encouraging Good Hygiene 
	Check all that apply
	Other Measures taken (describe)

	

9. Describe methods used to encourage good hygiene practices. 

	☐ Providing soap and running water, hand sanitizer and/or wipes/towelettes 

☐ Asking personnel to avoid hand shaking and hugging 

☐ Using reminders to wash hands correctly at key moments, avoid touching face with unwashed hands, cover mouth when coughing or sneezing 

	

	Using Alternative Strategies (Optional)
	Check all that apply
	Other Measures taken (describe)

	

10. Use engineering controls. 

	☐ Barriers to block direct pathways between individuals are installed 

☐ Layouts to prevent air pathways less than 6 feet have been created 

☐ Impervious covers over fabric and other porous surfaces have been installed 

☐ Ensuring good ventilation in work areas 

☐ Installing plexiglass or curtain barriers to protect employees from contact with customers, students, etc. 

	

	

11. Administrative control 

	☐ Tasks have been rescheduled 

☐ Work tasks have been modified 

☐ Organized work tasks to facilitate social distancing 

☐ Provide alternative work schedules to include remote or telework agreements. 

	

	
12. Conduct health surveillance/symptom screening. 

	☐ Performing daily symptom screening to ensure ill personnel do not come to work on-site at a NMHU Facility.
 
☐ Consulting with Medical Branch of the Incident Management Team 

☐ Discussing accommodations for personnel at higher risk of severe illness with your HR Consultant 
	

	
13. Provide personal protective equipment (PPE) and guidance on how to use it. 

	☐ Face shields and/or eye protection is worn (field personnel and first responders) 
 
☐ Face coverings are worn 

☐ Providing instructions on the use, care, cleaning, maintenance, disposal of PPE 
	

	Communicating Safety and Hazards 
	Check all that apply
	Other Measures taken (describe)

	
14. Communicate safe practices. 

	☐ Posters/signage are installed and/or posted 

☐ Email communications have been sent 

☐ Information is covered in staff meetings 

☐ Sharing information from the NMHU coronavirus & COVID-19: facts and resources webpage. 

	

	
15. Communicate hazards and safeguards to protect personnel. 

	☐ Providing information about working safely with disinfectants 

[bookmark: _GoBack]☐ Communicating the hazards and safeguards required to protect individuals from exposure 
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