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1. Policy Statement 

The safety of Chicago Teachers' Pension Fund (CTPF) employees is a top priority and creating a safe, secure, and 

healthy workplace is our goal. Continued information on matters related to SARS-CoV-2 (COVID-19) and CTPF 

operations will be provided to employees via email. If employees have questions or recommendations, please contact 

your supervisor. 

 

2. Purpose   

The COVID-19 pandemic presents unprecedented challenges to our workforce and operations. This document is 

intended to provide the necessary guidance and actions to reduce the impact of COVID-19 outbreak conditions during 

all CTPF operations. This plan presents strategies that CTPF may implement to control COVID-19 hazards at work, 

but is not static, and precautions will change to address current conditions and operational realities. 

 

3. Definitions   

See definitions in Appendix A. 

 

4. COVID-19 Risk Guidance 

The Illinois Department of Public Health and the City of Chicago have adopted the CDC’s COVID-19 Community Risk 

guidance to help communities and organizations decide what prevention steps to take based on the latest local COVID-

19 data. Levels are determined each week by the CDC for each county in the US. A county’s risk can be low, medium 

or high based on a combination of three metrics: the number of new local COVID-19 cases; the number of new local 

COVID-19 hospital admissions; and the proportion of local hospital beds occupied by patients with COVID. 

 

CTPF uses the City of Chicago COVID-19 Community level Dashboard to guide workforce behavior and determine the 

mitigation level necessary. Guidance will be issued each Friday to staff, notifying them of any change to the current 

status and outlining any additional mitigation or steps needed due to a change in category for the following week. The 

dashboard can be accessed at https://www.chicago.gov/city/en/sites/covid-19/home/covid-dashboard.html. 

 

Green – Low 

The office is open for hybrid work in accordance with the pandemic plan policy. Follow Section 15.0 Mask 

Guidance. In-person counseling appointments and meetings may be scheduled with individuals who meet the 

Fund’s vaccination requirements. 

 

Yellow – Medium 

The office is open for hybrid work in accordance with the pandemic plan policy. Masks are required for all 

individuals who enter the office. Virtual meetings and appointments are encouraged. Large group gatherings 

should be avoided. 

 

Red – High  

Hybrid work protocols are suspended, and the office is restricted to essential employees who need be onsite to 

do their jobs. Masks are required for all individuals who enter the office. 

  

https://www.chicago.gov/city/en/sites/covid-19/home/covid-dashboard.html
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5. Responsibilities   

This plan applies to all CTPF employees, Trustees, contractors, members, and visitors who enter CTPF offices. 

 

5.1. CTPF's COVID-19 Continuity Team 

 Evaluate tasks that will be performed to determine if work involves occupational exposure to COVID-19 

with assistance from Legal and Managers. 

 Ensure that all employees understand the potential hazards associated with exposure to COVID-19 in 

the workplace. 

 Oversee the development and implement a comprehensive COVID-19 program that establishes 

controls, policies, practices, and procedures in accordance with current CDC and OSHA guidelines. 

 Ensure COVID-19 controls, policies, practices, and procedures (to include revisions) are communicated to 

all CTPF staff. 

 Develop and update this program as needed to ensure it reflects the most current government agency 

information and guidance related to COVID-19 and public health (such as, but not limited to, 

information published by the CDC, WHO, OSHA, and state or local agencies where CTPF operates). 

 Develop supplemental training materials to educate employees on this plan. 

 Work with Managers to arrange for initial and follow-up training on the information contained in this plan. 

 Ensure this plan is available to all employees. 

 

5.2. Managers 

Due to the rapidly changing environment of the pandemic, this policy is designed to give managers the 

discretion 

to implement these control measures as needed to keep employees safe and healthy as they return to the office. 

 Enforce compliance with the policies and procedures outlined in this plan. 

 Facilitate training sessions to ensure all employees have a strong understanding of this plan. 

 Ensure that all completed trainings are documented. 

 Ensure stocks of face coverings, PPE, cleaning supplies, and disinfection supplies are readily available. 

 Convey up-to-date guidelines and requirements of local, state, and regional authorities. 

 Help ensure that exposure incidents are reported to Human Resources, investigated, and that 

recommended corrective actions are implemented. 

 Ensure this plan is available to all employees. 

 

5.3. All CTPF Staff 

 Become familiar with all known COVID-19 risk factors and associated safety precautions. 

 Notify Manager immediately if exposed or potentially exposed to COVID-19 (i.e., from a person 

with COVID-19 or a person displaying COVID-19 symptoms.) 

 Complete internal training about COVID-19 hazards associated with work environment(s) prior 

to conducting operations where known potential risk of COVID-19 exposure exists. 

 Comply with the policies and procedures outlined in this plan. 

 Be aware of CDC, state, and local guidelines related to domestic and international travel. 

 

6. Employee Risk Exposure Category  
Employee risk of occupational exposure to COVID-19 during an outbreak varies, depending on the industry type, need 

for contact within six feet of people known to be, or suspected of being, infected with COVID-19, or requirement for 

repeated or extended contact with persons known to be, or suspected of being, infected with COVID-19. 

The Occupational Safety and Health Administration (OSHA) has divided job tasks into four risk exposure 

levels: very high, high, medium, and lower risk. 
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Based on the likelihood of exposure to known or suspected sources of COVID-19, CTPF employees 

will typically fall in the lower exposure risk (caution) and medium risk exposure levels. 

 

7. Exposure Determination: COVID-19 Symptoms  
Do not come to the office if you feel sick. Reported illnesses have ranged from no symptoms to mild symptoms to 

severe illness and death for confirmed COVID-19 cases. Anyone can have mild to severe symptoms. Regularly 

review the CDC's website https://www.cdc.gov/coronavirus/ for the most recent list of COVID-19 symptoms, as 

updates are being made regularly. 

 

8. Spread and Transmission Prevention (Controls): “Stay at Home” Policy (“Elimination Control”)  

To reduce the spread of COVID-19, employees who are sick, were potentially exposed to COVID-19, or awaiting 

COVID-19 laboratory test results should contact their supervisor and make remote work arrangements, if possible. 

Employees must not come into the office and shall contact their supervisor if: 

 They are experiencing any COVID-19 symptom. 

 They are awaiting results of a COVID-19 test. 

 They failed CTPF Health Screening statement. 

 They suspect they have COVID-19. 

 Someone in their household has or is suspected of having COVID-19. 

 They have come in contact with someone who has, or is suspected of having, COVID-19. 

 

9. COVID-19 Vaccination Policy 
COVID-19 vaccines authorized by the U.S. FDA and WHO are highly effective at protecting people against 

symptomatic and severe COVED-19 and continue to be a critical safeguard to mitigate COVID-19 transmission. Per 

CDC and OSHA guidance, people who are up to date with their COVID-19 vaccinations are at lower risk of 

infection and severe illness. 

 

For these reasons, CTPF requires employees who enter the office to be up-to-date on their COVID-19 vaccination. 

Limited exceptions may be granted for religious or medical reasons with documentation and approval from the 

Director of Human Resources and Executive Director. All current employees who are not up-to-date with vaccinations 

and have a valid exemption must be tested for COVID-19 in accordance with this policy. 

 

9.1. COVID-19 Vaccination Verification  

All employees who intend to enter the CTPF office must submit their proof of vaccination or a valid exemption to 

HR prior to entry. 

Suitable forms of proof include: 

 The record of immunization from a health care provider or pharmacy; 

 A copy of the COVED-19 Vaccination Record Card; 

 A copy of medical records documenting the vaccination; 

 A copy of immunization records from a public health, state, or tribal immunization information system; or 

 A copy of any other official documentation that contains the type of vaccine administered, date(s) of 

administration, and the name of the health care professional(s) or clinic site(s) administering the 

vaccine(s). 

 

9.2. Support for Employee Vaccination  

Time for Vaccination — CTPF will provide up to four hours paid time, including travel time, at the employee's 

regular rate of pay to provide a reasonable amount of time to each employee for each of their vaccination 

dose(s). 

Time for Recovery — CTPF will provide reasonable time and paid sick leave to recover from side 

effects experienced following any vaccination. 

  

https://www.cdc.gov/coronavirus/
https://www.cdc.gov/coronavirus/
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10. Screening COVID-19 Testing Requirements  
Individuals that are not up-to-date with their COVID-19 vaccination should not enter the office. Individuals who have 

received an exemption and intend to enter the office, must complete COVID-19 testing, in accordance with the 

following requirements: 

 Test Type: An antigen (“rapid test”) COVID-19 diagnostic test conducted at a clinic or other testing site. 

Results from molecular diagnostic tests at a testing location are also accepted. Self-administered and self-

read (home tests) will not be accepted. 

 Testing Location: Any pharmacy offering on-site testing services such as selected CVS or Walgreens 

locations, local or state Department of Health testing clinics, doctor's offices or urgent care centers, or 

similar testing locations. 

 Timing/Frequency: Twice weekly with no more than 72-hours between tests. 

— Employees must be tested within 72-hours prior to entering the office. 

— Unvaccinated (includes unverified and those whose vaccinations are not up-to-date) must not come to 
work while awaiting their COVID-19 test result. 

 Payment: Cost of weekly surveillance testing will be at the employee’s expense unless otherwise noted by 

the Human Resources Team. Free testing is offered by some pharmacies (e.g., CVS, Walgreens), local or 

state Department of Health testing clinics, and other testing locations. Costs may also be covered by health 

insurance. 

 If testing is required due to workplace exposure (determined by contact tracing), CTPF will cover the cost 

for testing if it is not covered by personal insurance. 

 Results: test results reporting will be to HR. 

 The test type (i.e., antigen or molecular) and testing location do not need to be the same each week. 

 

11. Health Screening Statement  
Prior to entering the office or workspace, each employee, Trustee, contractor, or subcontractor who works in the 

office regularly must self-attest to meeting all requirements for workplace entry. 

 

12. Visitor Policy  
All visitors should be provided with a copy of the COVID-19 Visiting Requirements available from Member Services 

or Administrative Services. 

 

Walk in visitors will not be accepted. 

 

All visitors must be pre-registered with the building by a member of the Administrative Services team. 

 

Visitors must have a valid, government-issued photo ID and check in with building security before being admitted to 

the CTPF office. All visitors will be required to complete a screening protocol. Visitors will also be provided with a 

COVID-19 response email so they can notify CTPF if they later experience COVID-19 related symptoms. 

 

All staff members who plan to meet with a member in the building should email administrativeservices@ctpf.org and 

the visitor can be added to the log by the Administrative Services team. Members should check in at the security desk 

in the lobby and must present a government-issued photo ID before meeting with CTPF staff. 

 

12.1. Public Meetings   

Guidance and procedures for holding large gatherings or public meetings change rapidly. Specific operating 

procedures for public meetings will be published with the meeting notice at  www.ctpf.org.  

  

mailto:shouldadministrativeservices@ctpf.org
mailto:shouldadministrativeservices@ctpf.org
http://www.ctpf.org/
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13. Safe Work Practices ("Administrative Control")  
All employees should monitor public health communications about COVID-19 recommendations by frequently 

checking the CDC COVID-19 website:  www.cdc.gov/coronavirus/2019-ncov.  

 

14. Personal Hygiene  
All employees should practice good personal hygiene and: 

 Avoid touching their eyes, nose, and mouth with unwashed hands. 

 Cover their mouth and nose with a tissue when they cough or sneeze, or use the inside of their 

elbow. Throw used tissues into trash cans and immediately wash hands with soap and water for at 

least 20 seconds. If soap and water are not available, use hand sanitizer containing at least 60% 

alcohol. 

Employees will ensure hands are effectively cleaned or sanitized at the appropriate times. At a 

minimum, employees will follow these hand washing procedures at the following times: 

 Before preparing or eating food. 

 After using the restroom. 

 After blowing your nose, coughing, or sneezing. 

 After handling garbage. 

Sanitation stations are located at stations in the office. Please use these items when you are in the office and discard used 

items appropriately. Notify Administrative Services immediately if supplies are running low. 

 

15. Face Masks  
Masking continues to be an effective way to prevent disease, and CTPF supports the wearing of masks for all 

individuals while in the office. Find the CDC's mask guidance page at https://www.cdc.gov/coronavirus/2019-

ncov/prevent-getting-sick/about-face-coverings.html  Consistent with CDC and Illinois Public Health Guidance and 

Illinois Occupational Health and Safety Administration (OSHA) guidance, and to offer the safest environment possible 

for employees and visitors to CTPF, the following mask guidance will be in effect beginning June 1, 2022: 

 Masking requirements will be determined by the City of Chicago COVID-19 Community Risk Level 

Dashboard https://www.chicago.gov/city/en/sites/covid-19/home/covid-dashboard.html. When the 

community level is Green, masks may be worn by all individuals, depending on their preference, but are 

not required for individuals who are up-to-date on their COVID-19 vaccination and have provided proof 

of vaccination to CTPF. When operating in the Yellow and Red categories, masks are required by all 

individuals while in the office. Any change in status will be communicated each Friday and will govern 

for the following week. 

 Individuals whose vaccination status may be undetermined (visitors who cannot produce proof of 

vaccine), must wear a mask while in the CTPF office. 

 Masks may be removed while eating or drinking in a private workspace (cube or office) or while eating or 

drinking in a location where physical distancing can be maintained, for individuals required to wear a 

mask. 

 Individuals who have received an exemption from vaccination, must wear a mask while in the office. 

 

15.1. Mask Guidance   

Employees can optimize protection by ensuring proper mask fit and filtration. The CDC recommends 

wearing the most protective mask you can that fits well and that you will wear consistently. Surgical 

masks or better (see appendix A with definitions) are suggested. At a minimum, masks must meet the 

following criteria: 

 Completely cover the nose and mouth. 

 Fit snugly against the sides of the face without gaps. 

 Masks with vents or unfiltered exhalation valves are not permitted. 

 Neck gaiters and woven cloth masks are not acceptable. 

— A face shield is not a substitute for a face mask. 

http://www.cdc.gov/coronavirus/2019-ncov.
https://www.chicago.gov/city/en/sites/covid-19/home/covid-dashboard.html
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15.2  Voluntary Respirator Use 

CTPF has determined that N95 respirators are not required in our workplace. CTPF also acknowledges that 

some employees may choose to wear an N95 respirator while in the office. Employees who choose to wear a 

NIOSH certified N95 respirator must complete OSHA required training and review the OSHA Document in 

Appendix C, to ensure that these respirators are worn properly and safely. 

 

Training is available at shorturl.at/hjkJT 

 

16. Physical Separation  
To the extent possible, the following measures will be taken in each CTPF workplace irrespective of vaccination 

status: 

 Workspaces will be reconfigured to maintain at least six feet separation and to ensure employees 

are not facing directly toward each other as practicable. 

— CTPF plans to return at 50% occupancy, which generally allows for six-feet of distance 

between all employees while seated at their normal work area. See seating charts, in 

Appendix B, for further guidance. 
 Where seating is not a suitable means of limiting occupancy, such as conference or meeting 

rooms, occupancy limits will be posted at the entrance of each common area. 

 Lunch breaks may be staggered to ensure the kitchen is not overcrowded. Employees may also eat 

at their desk, in the third-floor conference area, or on the front, outdoor patio. 

 Physical barriers will be installed at both reception desks. 

 

17. Cleaning and Disinfection  

 Routine Cleaning and Disinfection — The janitorial maintenance contractor at 425 S. 

Financial Place handles daily cleaning and disinfection responsibilities and completes all CDC 

recommended cleaning and disinfection tasks. 

 Remove personal items from your workstation to allow for easier cleaning and fewer touchpoints. 

 Wipe down your workstation when you begin and end your day. 

 Post COVID-19 Exposure Incident — All cleaning and disinfection of an office space after occupied 

or used by a person with known or suspected COVID-19 will be completed by the contracted janitorial 

service. If necessary, a CTPF representative will request enhanced cleaning and disinfection through 

building management. 

 

18. Business Travel  
Travel increases your chance of getting and spreading COVID-19. If you must travel for business purposes, 

adhere to the CDC's COVID-19 Travel Guidance at https://www.cdc.gov/coronavirus/2019-  
ncov/travelers/index.html.  

 

19. Incident Initial Actions and Notification  
In the event an individual is exposed or potentially exposed to a person with possible, suspected, or confirmed case of 

COVID-19. prompt actions must be taken by the individual and Supervisor to ensure the protection of other 

colleagues and clients. 

 An individual displaying symptoms of COVID-19 (with or without positive COVID-19 diagnostic 

test) or who has a confirmed positive COVID-19 diagnostic test during the workday must be isolated 

from others and arrangements made for their safe transport home irrespective of vaccination status. 

 An individual displaying symptom of COVID-19 (with or without positive COVID-19 diagnostic test) or 

who has a confirmed positive COVID-19 diagnostic test outside of work must stay home and isolate from 

others irrespective of vaccination status. 

  

https://www.cdc.gov/coronavirus/2019-ncov/travelers/index.html.
https://www.cdc.gov/coronavirus/2019-ncov/travelers/index.html.
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 An individual who has had close contact with an individual with a confirmed or suspected COVID-19 case 

should follow CDC quarantine and isolation guidance. 

 Management of the incident exposure and return to work process is handled by the HR team. 

 

20. Return to Office  
All CTPF employees must meet CDC guidance for discontinuation of home isolation or quarantine at 

https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/end-home-isolation.html as appropriate AND receive 

approval from their Supervisor and the Human Resources Team prior to returning to the office following an exposure or 

incident. 

 

21. Employee Rights  
CTPF does not discriminate, threaten, retaliate against, or take adverse action against any employee for: 

 Exercising their rights under this plan; 

 Reporting federal, state, or local violations to any state, local, or federal government entity, public 

officer or elected official; 

— For the purposes of this paragraph an employee shall be protected from retaliation for 

reporting a violation if they reasonably believe(d), in good faith, that a violation occurred. 
 Reporting an airborne infectious disease exposure concern to, or seeking assistance or intervention with 

respect to infectious disease exposure concerns, to their employer, state, local, or federal government entity, 

public officer or elected official; or 

 Refusing to work where such employee reasonably believes, in good faith, that such work exposes him or her, 

or other workers or the public, to an unreasonable risk of exposure to an infectious disease due to the existence 

of working conditions that are inconsistent with laws, rules, policies, orders of any governmental entity, 

provided that the employee, another employee, or employee representative notified the employer, of the 

inconsistent working conditions and the employer failed to cure the conditions or the employer had or should 

have had reason to know about the inconsistent working conditions and maintained the inconsistent working 

conditions. 

 

22. Medical Confidentiality  
All health-related information and documentation will be kept in a secure manner with limited access in accordance 

with CTPF policy and required regulations. 

 

23. Training Requirements  
All employees will be provided with initial and refresher training. If changes in policies, procedures, or tasks affect 

the employee's occupational exposure, additional training will be offered, prior to the annual refresher. Such 

additional training will be limited to addressing the new or changed exposures. 

 

24. Workplace Communication  
Signage will be displayed at the entrance to each office stating face covering and social distancing requirements, and 

health screening requirements. 

 

25. Recordkeeping   

25.1. Recordable   

Currently, OSHA is considering COVID-19 to be a recordable illness if an employee is infected as a result 

of performing their work-related duties. OSHA has stated however, employers are only responsible for 

recording cases of COVID-19 if all the following are met: 

1. The case is a confirmed case of COVID-19 (see CDC information on persons under 

investigation and presumptive positive and laboratory-confirmed cases of COVID-19); 

2. The case is work-related, as defined by 29 CFR 1904.5; and 

https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/end-home-isolation.html
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3. The case involves one or more of the general recording criteria set forth in 29 CFR 1904.7 

(e.g., medical treatment beyond first-aid, days away from work). 

For purposes of OSHA’s recording requirements, only those employees who have a laboratory-confirmed 

case are recordable. Persons under investigation (PUIs) and presumptive positives are not confirmed cases. 

An employee who has symptoms of COVID-19 or is a suspected case of COVID-19 does not meet the 

CDC definition of "confirmed case" and the illness is not recordable under OSHA. 

 

A COVID-19 case will be reported to OSHA if the employee passes away or is hospitalized as an in-

patient because of COVID-19 contracted from performing work-related duties. An employee fatality 

will be reported within 8 hours and any amputation, loss of an eye, or hospitalization of an employee 

within 24 hours. 

 

25.2. COVID-19 Vaccination Records  

CTPF will maintain a record of each employee's vaccination status and preserve acceptable proof of 

vaccination for each employee who is fully or partially vaccinated. CTPF's Human Resource Team 

will maintain a roster of each employee's vaccination status. 

 

These records and roster are considered to be employee medical records and will be maintained as such 

records in accordance with OSHA standards (29 CFR §1910.1020) and will not be disclosed except as 

required or authorized by OSHA standards or other federal law. These records and roster are not subject to 

the retention requirements of §1910.1020(d)(1)(i) but must be maintained and preserved while this section 

remains in effect. 

 

25.3. COVID-19 Test Records  

The Human Resource Team will maintain a record of each test result provided by each employee under 

this program. These records and roster are employee medical records and will be maintained as such 

records in accordance with OSHA standards (29 CFR §1910.1020) and will not be disclosed except as 

required or authorized by OSHA standards or other federal law. These records and roster are not subject 

to the retention requirements of §1910.1020(d)(1)(i) but must be maintained and preserved while this 

section remains in effect. 

 

26. Appendices   
Appendix A  – Definitions and Face Covering Reference 

Appendix B  – Recommended Seating Plan 

Appendix C – OSHA Respirator guidance 
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Date of Prior Amendments: N/A 



Appendix A - Definitions 

Term Definition 

CDC An acronym for the U.S. Centers for Disease Control and Prevention. A major operating 
1 

component of the Department of Health and Human Services. 

Close Contact Close Contact through proximity and duration of exposure: Someone who was less than 

6 feet away from an infected person (laboratory-confirmed or a clinical diagnosis) for a 

cumulative total of 15 minutes or more over a 24-hour period (for example, three 

individual 5-minute exposures for a total of 15 minutes). An infected person can spread 

SARS-CoV-2 starting 2 days before they have any symptoms (or, for asymptomatic 

people, 2 days before the positive specimen collection date). 

Coronaviruses A large family of viruses that are known to cause illness ranging from the common cold 

to more severe diseases such as Middle East Respiratory Syndrome (MERS) and Severe 

Acute Respiratory Syndrome (SARS). This family of viruses are known to originate in a 

range of animals. 

Coronavirus  

Disease 2019  

(COVID-19) 

A respiratory illness that is caused by the new coronavirus, SARS-CoV-2; the disease 

is easily spread from person to person. 

COVID-19 

Continuity Team 

Members of CTPF senior leadership team and other individuals designated by 
the Executive Director, responsible for managing the CTPF COVID-19 policy. 

Confirmed 

COVID-19 Case 

A person with laboratory confirmation of COVID-19 infection, irrespective of clinical 

signs and symptoms. Commonly referred to as “known” COVID-19 case. 

COVID-19 Test A test for SARS-CoV-2 that is cleared, approved, or authorized, including in an 

Emergency Use Authorization (EUA), by the FDA to detect current infection with the 

SARS-CoV-2 virus (e.g., a viral or diagnostic test) that meets all of the following criteria: 

 Administered in accordance with the authorized instructions. 

 Not both self-administered and self-read unless observed by the employer or an 

authorized telehealth proctor. 

Examples of tests that satisfy this requirement include tests with specimens that are 

processed by a laboratory (including home or on-site collected specimens which are 

processed either individually or as pooled specimens), proctored over-the counter 

tests, point of care tests, and tests where specimen collection and processing is either 

done or observed by an employer. 

Face Cover/ 

Face Covering 

A well-secured paper or cloth that consists of two or more layers of a breathable fabric that 

is tightly woven (i.e., fabrics that do not let light pass through when held up to a light source) 

and completely covers a wearer’s mouth (secures under the wearer’s chin) and nose to 

protect nearby personnel from the wearer’s respiratory emissions such as large droplets, 

splashes, or sprays of bodily fluids. It must also meet all of the following criteria: 

 Be secured to the head with ties, ear loops, or elastic bands that go behind 

the head. 
 

1 Centers for Disease Control and Prevention (CDC). https://www.cdc.gov/coronavirus/2019-ncov/index.html  
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   Be a solid piece of material without slits, exhalation valves, visible 

holes, punctures, or other openings. 

NOTE: Face coverings are not considered a respirator or a type of personal 

protective equipment. This definition includes clear face coverings or cloth face 

coverings with a clear plastic panel that, despite the non-cloth material allowing light to 

pass through, otherwise meet this definition. The use of single layer gaiters or face 

shields as a face covering is not recommended per CDC guidance. 

Fever Medically defined by the United States Centers for Disease Control and Prevention 
(CDC) as a temperature of 100.4°F or higher. 

FDA An acronym for the U.S. Food and Drug Administration. 

Isolation The separation of a person or group of people known or reasonably believed to be 

infected with COVID-19 and potentially infectious from those who are not infected to 

prevent spread of the communicable disease. Isolation for public health purposes may be 

voluntary or compelled by federal, state, or local public health order. 

Mask Definitions Refer to last page of this document for Mask Definitions. 

Mass Gathering Defined by the CDC as a planned or spontaneous event with a large number of people in 

attendance that could strain the planning and response resources of the community 

hosting the event. 

OSHA An acronym for the U.S. Occupational Safety and Health Administration. 

Person Under  

Investigation  

(PUI) 

A person presenting with symptoms of COVID-19 who is under investigation 

and/or monitoring by public health officials. 

Personal 

Protective 

Equipment (PPE) 

Various types of protective equipment and clothing worn to minimize exposure to hazards 

that cause serious workplace injuries and illnesses. These injuries and illnesses may result 

from contact with chemical, radiological, physical, electrical, mechanical, or other 

workplace hazards. It is the least effective of the recognized hazard control measures. 

Proof of  

Vaccination  

Status 

Acceptable proof of vaccination includes one of the following: 

 The record of immunization from a health care provider or pharmacy. 

 A copy of the CDC COVID–19 Vaccination Record Card. 

 A copy of medical records documenting the vaccination. 

 A copy of immunization records from a public health, state, or 

tribal immunization information system. 

 A copy of any other official documentation that contains the type of 

vaccine administered, date(s) of administration, and the name of the health 

care professional(s) or clinic site(s) administering the vaccine(s). 

Quarantine In general, means the separation of a person or group of people reasonably believed to have 

been exposed to SARS-CoV-2 but not yet symptomatic, from others who have not been 

so exposed, to prevent the possible spread of the communicable disease. 

SARS-CoV-2 A new coronavirus that was first discovered in Wuhan, China following an investigation 

surrounding clusters of pneumonia cases; it is also known as the 2019 Novel 

Coronavirus. Scientists are still trying to determine how SARS-CoV-2 spread to people. 
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Appendix A - Definitions 

Social Distancing Remaining out of congregate settings, avoiding mass gatherings, and maintaining 

distance, at least (6) feet or two (2) meters, from others when possible. Staying at least six 

feet away from other people lessens the chances of COVID-19 infected droplets from 

landing in the eyes, mouths or noses of people who are nearby or possibly being inhaled 

into the respiratory system. 

Suspected 

COVID-19 Case 

A suspected COVID-19 case can be one of the following: 

A. A patient with acute respiratory illness (fever and at least one sign/symptom of 

respiratory disease, e.g., cough, shortness of breath), AND a history of travel to 

or residence in a location reporting community transmission of COVID-19 

disease during the 14 days prior to symptom onset. 

B. A patient with any acute respiratory illness AND having been in contact with a 

confirmed or probable COVID-19 case in the last 14 days prior to symptom onset. 

A patient with severe acute respiratory illness (fever and at least one sign/symptom of 

respiratory disease, e.g., cough, shortness of breath; AND requiring hospitalization) AND 

in the absence of an alternative diagnosis that fully explains the clinical presentation. 

Symptomatic 

Person 

A person that is exhibiting symptoms related to a disease. In the case of COVID-19 and 

this plan, a symptomatic person has a fever, cough, or difficulty breathing, among 
others; consult the CDC’s website https://www.cdc.gov/coronavirus/2019-ncov/symptoms-  
testing/symptoms.html for the most recent list of COVID-19 symptoms. 

Up-to-Date with 

Vaccinations 

Means a person has received all recommended COVID-19 vaccines, including any booster 

dose(s) when eligible. See CDC’s website for more information: 

https://www.cdc.gov/coronavirus/2019-ncov/vaccines/stay-up-to-date.html  

  
Virus Small infectious agents that must replicate inside the cells of other organisms. 

WHO An acronym for the World Health Organization 
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Mask Definitions 
Masks are made to contain droplets and particles, so they are not spread to others. If they fit closely to the 

face, they can also provide some protection from particles spread by others, including the virus that causes 

COVID-19. Respirators are made to filter the air and fit closely on the face to filter out particles, including 

the virus that causes COVID-19. Find additional mask guidance from the CDC: 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/types-of-masks.html 

 

 

Cloth Masks can be made from a variety of fabrics and 

many types of cloth masks are available. While any mask 

is better than not wearing a mask, cloth masks are 

generally not recommended in the office. If worn, cloth 

masks should have a proper fit over the mouth and chin, 

and consist of multiple layers of tightly woven fabric that 

blocks light when held up to a bright light source. 

 

A surgical mask is a loose-fitting, disposable device that 

creates a physical barrier between the mouth and nose of 

the wearer and potential contaminants in the immediate 

environment. These masks do not provide the wearer with 

a reliable level of protection from inhaling smaller 

airborne particles and are not considered respiratory 

protection. 

 

 

KN95 masks meet the Chinese standard for filtration 

devices, but do not meet U.S. NIOSH standards so they 

are not approved for use in medical settings in the USA. 

These masks offer more protection than surgical and cloth 

masks. These masks are designed to filter out at least 

95% of airborne particles. 

 

 

N95 respirators are protective devices designed to 

achieve a very close facial fit and very efficient filtration 

of airborne particles. These devices are regulated by 

NIOSH, and have a certification printed on them. The 

edges of the respirator are designed to form a seal around 

the nose and mouth. These masks are designed to filter 

out at least 95% of airborne particles. 
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APPENDIX C 

Occupational Safety and Health Administration (OSHA) Non-Required 

Respirator Information 
 

Appendix D to § 1910.134 (Mandatory) Information for Employees Using Respirators When Not 

Required Under the Standard 

Respirators are an effective method of protection against designated hazards when properly selected and 

worn. Respirator use is encouraged, even when exposures are below the exposure limit, to provide an 

additional level of comfort and protection for workers. However, if a respirator is used improperly or not 

kept clean, the respirator itself can become a hazard to the worker. Sometimes, workers may wear 

respirators to avoid exposures to hazards, even if the amount of hazardous substance does not exceed the 

limits set by OSHA standards. If your employer provides respirators for your voluntary use, or if you 

provide your own respirator, you need to take certain precautions to be sure that the respirator itself does 

not present a hazard. 

You should do the following: 

1. Read and heed all instructions provided by the manufacturer on use, maintenance, cleaning and 
care, and warnings regarding the respirators limitations. 

2. Choose respirators certified for use to protect against the contaminant of concern. NIOSH, the 

National Institute for Occupational Safety and Health of the U.S. Department of Health and 

Human Services, certifies respirators. A label or statement of certification should appear on the 

respirator or respirator packaging. It will tell you what the respirator is designed for and how 
much it will protect you. 

3. Do not wear your respirator into atmospheres containing contaminants for which your respirator 

is not designed to protect against. For example, a respirator designed to filter dust particles will 
not protect you against gases, vapors, or very small solid particles of fumes or smoke. 

4. Keep track of your respirator so that you do not mistakenly use someone else's respirator. 

[63 FR 1152, Jan. 8, 1998; 63 FR 20098, April 23, 1998] 

 


