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OFFICE REOPENING

STAFF SAFETY 
TOOLS AND RESOURCES



• Concentrated Sanitizing Solution Dispenser(s)

• Cleaning Stations

• Hand Sanitizer

• Nanoseptic Surfaces

• Signage

• Pexi-glass Dividers and Cubicle Wall Extensions

WHAT YOU WILL FIND



CONCENTRATED SANITIZING
SOLUTION

• Generally located in or near kitchens

• Used to refill SANITIZER SPRAY BOTTLES 

• Refilled regularly - CINTAS



CONCENTRATED SANITIZING
SOLUTION

One Pump

Fill With 
Water



CLEANING STATIONS

• Located in or near common use areas

• Linens refilled regularly - CINTAS



CLEANING STATIONS

GYM EQUIPMENT RULE: Wipe down before and after use

Meeting/Interview Space

Kitchen Appliances/Surfaces

Copy Area Surfaces and Xerox

Water Coolers

Visiting Office/Workspace



DO NOT SPRAY SANITIZER 
DIRECTLY ON ELECTRONICS OR 

TOUCH SCREENS!!

NO!!!



SPRAY ON CLOTH AND THEN 
WIPE EQUIPMENT

YES!



HAND SANITIZER

Temporary measure until CINTAS 

is able to install actual 

dispensers

Refilled regularly



NANOSEPTIC SURFACES

Self cleaning adhesive 
surfaces for high touch 

areas



NANOSEPTIC SURFACES

Door Knob Sleeves and Wraps



NANOSEPTIC SURFACES

Push Pads



NANOSEPTIC SURFACES

Touchscreen Covers for Xerox 
and Water Coolers

COMING SOON!!



PLEXI-GLASS DIVIDERS AND CUBE 
EXTENSIONS

• Will vary per site

• Dependent upon Office Reopening Plan

• Cube walls extended to 6ft



PLEXI-GLASS DIVIDERS AND CUBE 
EXTENSIONS



LANDLORD QUESTIONNAIRE

• Answers are currently being reviewed

• Follow-up

• HVAC – Air Intake/Filtration

• Cleaning procedures

• Bathrooms (shared and in-office)



IN ORDER TO REOPEN

• Safety Resources installed

• Landlord questionnaire reviewed

• Office Reopening plan

• Deep Clean



VISUAL DIRECTORY – OFFICESPACE





When?



Staff

Visitors





6 Feet





6 Feet







50% Staff in Office At Any Given Time



CLIENT & WITNESS 
MEETINGS

Health Questions

Contact Information

Designated Conference 
Rooms

Interviewer = Cleaner
• Visitor is not experiencing any Covid-19 

symptoms;
• Visitor has not had “close contact” with an 

individual diagnosed with COVID-19; 
• Visitor has not been asked to self-isolate or 

quarantine by their doctor or a local public 
health official. 



CONTACT TRACING

•Staff:  
•Key Card or 
•Log In

•Visitor Log
•Health Check

•Staff
•Visitors



HUMAN RESOURCES ISSUES:  HEALTH CHECK INS
• Limited to Employees in the Office
• Survey Monkey Check In
• Only HR Has Access to Information
• Not Substitute for Reporting Illness
• Questions:

• Employee is not experiencing any COVID-19 symptoms;
• Employee has not had “close contact” with an individual 

diagnosed with COVID-19;
• Employee has not been asked to self-isolate or 

quarantine by their doctor or a local public health official. 



HUMAN RESOURCES ISSUES



Out of State Travel

• General Rule:  Return from State Not 
Designated as Low Risk by DPH must 
Quarantine for 14 days or Produce a 
Negative Result from COVID‐19 Test 
Administered Within 72‐hours Before 
Arrival.

• Employees Must Notify Managers Before 
Planned Travel to Non‐Low Risk State.  





OFFICE SPECIFIC PLANS

Arrive
Arrive

Arrive

Depart
Depart

Depart



Office Covid‐19 Exposure

• Employees Urged to Notify Manager & HR
• Manager to Notify HR
• Close Office
• Notify Board of Health
• Notify Office Staff
• Deep Cleaning; Disinfecting



CPCS OFFICES               COURTROOMS



Timing & Current Rules

• Reopening Dependent on Virus, Governor Baker Directives & Opening of 
Courts

• While Offices Closed
• Remote Work Whenever Possible
• Masks 
• Manager Discretion
• Ask for Assistance




