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Coronavirus (COVID 19)  
Preparedness Policy 
Overview: 
In the wake of the growing national concern over the Coronavirus (COVID 19) and its potential spread, 
we wanted to take a moment to address the issue and assure you, our employees and your families,  our 
customers, and our business partners, that WS Aiken is taking every precaution to keep our community 
and those we serve healthy. We also remain engaged with global, federal, state, and local health 
organizations in our continued effort to obtain the most current information on the virus and to 
understand and implement the most current recommendations. 

We are requring WS Aiken employees and subcontractors to take precautionary measures both at work 
and at home. We want you to stay healthy! Please read these guidelines very carefully. 

Please know that this policy will be updated as more guidance is issued by the World Health 
Organization (WHO), the Centers for Disease Control and Prevention (CDC), or the Commonwealth of 
Massachusetts.   

Each employee is given the authority to make a personal health and safety decision based on each 
individual situation the employee is in, with the intention of decreasing transmission and increasing 
public health.  If it doesn’t feel right stop.  If you need to talk it out get on the phone with your 
supervisor.  We are unified in the goal of providing a safe working environment for our team 
members, our clients, and the families of all. 

Feeling sick? 
If you or any of your household members feel sick, stay home.  If you have an elevated body 
temperature (fever), please remain home until you are fever free for 24 hours without the aid of 
medications.  Employees who arrive at work and appear to be sick will be sent home immediately. 

If you or a household member feels sick and your health care provider recommends testing for 
COVID-19, let your manager know as soon as possible. We will work with you to identify who (if anyone 
else) may have been exposed through your work activities. And we will work to ensure you can focus on 
getting well. 

Self-quarantined, sick, or returning from travel? 
If you are under doctor’s orders to self-quarantine, have travelled to a high-risk country, or you 
are feeling sick, you should not come in to work. For some office personnel, working from home 
may be an option. Please check with your manager. 
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Cancel unnecessary travel / switch to remote meetings 
All non-essential travel should be suspended at this time. If you fly or take a train trip 
domestically or internationally, we require you to consult with your manager before returning to 
work. If you visit a high-risk country, you will not be allowed into a WS Aiken facility or on a 
customer site for 14 days after your return. As much as possible, hold business-related meetings over 
the phone or using Zoom, rather than traveling in person.  

 

Health and hygiene 
 Avoid close contact with people who are sick. (“Close contact” means standing 

within 6 feet of someone). 

 Avoid touching your eyes, nose, and mouth if you haven’t washed your hands. 

 Stay home if you are not feeling well. 

 Wash your 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. 

 Support your immune system with healthy foods and exercise.  

 Don’t share drinks or eating utensils like forks and spoons. 

Extra prevention in the field or on the job site 
 Avoid shaking hands. Don’t stand too close to people on the job site. When working 

in residences, be especially respectful of those who are elderly or vulnerable.  

 Avoid touching frequently touched objects like elevator buttons or handrails. Use a 
knuckle to push elevator buttons, or your shoulder to push revolving doors. Wash your hands or 
use hand sanitizer immediately after touching these objects. 

 Sanitize your vehicle/tools: Use a Clorox wipe or a paper towel soaked in disinfectant spray to 
clean your car or truck steering wheel, gear shift, door handles, and tools once a day or more 
often if necessary.  

 Ask before you enter: Communicate with the building manager before you enter a building to 
find out if anyone in the building is feeling sick, is on quarantine, or if there is any chance that a 
customer may have come into contact with the coronavirus. 

 Do not enter apartments with quarantined residents : Do not under any circumstances enter a 
residential unit or dorm room where a resident is sick or under quarantine.  

 Practice proper hygiene:  Whether in the office or on a building site, avoid touching surfaces 
and be mindful to not touch your face. Clean your hands often, especially after using the 
restroom, before eating, after blowing your nose, coughing, or sneezing. 
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Extra prevention in the office 
To minimize the risk of accidental exposure should one of our team members be sick, please 
follow all the guidelines under “Hygiene” and “Extra prevention in the field.” In addition: 

 We’re arranging for extra cleaning so that doorknobs, light switches, the alarm 
keypad, the bathrooms, and the kitchen counters will be cleaned once a day. 

 If you’re the first person to come in, please use a Clorox wipe or a paper towel soaked in 
disinfectant spray to disinfect the outside doorknob (both sides) and the alarm keypad.  

Supplies 
WS Aiken will maintain a stock of Clorox wipes, hand sanitizer, work gloves, etc. for your use 
in the field. If you need additional supplies to work safely, please contact your foreman or 
manager immediately. 

Keep our core values in mind 
Treat everyone with dignity 
Recognize that we all may have different feelings about the Corona Virus depending on our 
work circumstances, our family circumstances, and our own inner resources. If you disagree 
with someone else’s approach, be respectful and honor their point of view. If you experience a conflict 
that you can’t resolve on your own, ask your manager or foreman for help and don’t be afraid to leave 
the worksite if you feel unsafe. 

Take the time to do it right 
Take the time needed to employ healthy precautions. The most important thing is to stay healthy and 
keep the people who live in and use our buildings healthy. 

Be impeccable with your word 
This value takes on new meaning, as we are promising our clients and each other that we will honor the 
health and safety precautions outlined here. Don’t skimp on this stuff. 

Always do your best 
We recognize that you may have extra challenges on top of your normal workload that come from the 
Corona virus outbreak. Bring your best self to every situation, recognizing that your best will be different 
depending on what else you’re up against.  

Don’t make assumptions 
If you see something, say something. If you see a co-worker or anyone in your environment doing 
something that you feel would expose others to the virus, speak to your supervisor immediately. Don’t 
assume it’s been handled. If you don’t feel comfortable, leave the worksite. You will not be penalized for 
taking actions to protect yourself and others. 
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Don’t take things personally 
Challenging situations can contribute to everyone feeling a little bit stressed-out, and this can also tempt 
us to take things personally. Now is a time to be extra forgiving – both of yourself and of others. 

Additional Resources 
 Mass DPH - https://www.mass.gov/2019coronavirus  
 CDC’s complete Corona Virus website – coronavirus.gov 
 Video with coronavirus basics 
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