
 
 

 

PO Box 186 
New Lenox, IL 60451 www.quadplus.com Office: +1 (815) 740-0860 
 

 

 
 

 
COVID-19 PANDEMIC RESPONSE PLAN 

Created: 26 March 2020 

PURPOSE:  To define the actions Quad Plus LLC and its employee are taking to control the 
spread of COVID -19, provide essential services as necessary, and protect our employees. 

This interim Covid-19 Pandemic Response plan is based on what is currently known about the 
coronavirus disease 2019 (COVID-19) as of 24 March 2020.  The PLAN must remain flexible due 
to the dynamic situations the surround the COVID – 19 virus. 

OBJECTIVE:  The plan is intended to: 

• Reduce transmission among employees, visitors and clients;  
• Maintain a healthy business operation;   
• Maintain a healthy work environment. 

Sick employees are STRONGLY ENCOURAGED to stay home: 

• Employees who have symptoms as defined by CDC should notify their supervisor and 
stay home. 

o Fever 
o Cough 
o Sneezin 
o Shortness of breath) 
o Other symptoms as described by the CDC 

• Sick employees should follow CDC-recommended steps (See Appendix A). Employees 
should not return to work until the criteria to discontinue home isolation (See Appendix 
A) are met, in consultation with healthcare providers and state and local health 
departments. 

• Employees who are well but who have a sick family member at home with COVID-19 
should notify their supervisor and follow CDC recommended precautions (See Appendix B). 

Working employee risk reduction activities: 

• Frequent Hand washing with soap and water is required. 
• Coughs and Sneezes are to be covered 
• Employees should not share phones, tools, desks, and equipment where possible 

https://www.cdc.gov/coronavirus/2019-ncov/about/index.html
https://www.cdc.gov/coronavirus/2019-ncov/about/index.html
https://www.cdc.gov/coronavirus/2019-ncov/about/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/about/steps-when-sick.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/guidance-prevent-spread.html#precautions
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• Report to your supervisor is you become ill, or identify a person with COVID-19 

Symptoms (e.g. coughing, fever, difficulty breathing) 
• Attempt to maintain a 6 foot minimum distance between other people. 
• Inform you manager is you or someone you are in contact with has COVID-19 
• Avoid group gatherings (e.g. Meetings, Smoking breaks,  

Company risk reduction activities: 

• Encourage employees who can perform their job responsibilities remotely to work from 
home. 

• Separate employees with the symptoms of COVID-19 from others, and send home. 
• Maintain or enhance housekeeping activities 
• Post Notices and Information as appropriate to the current situation 

Business Practice risk reduction activities: 

• All Meeting should be conducted via webinars or phone calls 
• In Person meetings will be limited to critical and essential personnel.  In person 

meetings must be approved on a case-by-case basis with the President of the company 
• No person who travels by public conveyance should attend in-person meetings within 

14 days of their travel 
• All employees traveling must follow the appropriate State travel restriction 

proclamations, and Federal Travel restrictions, whichever is more stringent. 
• Travel by employees must be limited to essential travel only.  Training or extraneous 

personnel shall not be permitted to travel 
• Visits to customer sites shall be for essential purposes only.   
• Employees visiting customer sites must follow the same requirements as outlined above 

under Working employee risk reduction activities: 
• Employees visiting customer sites must follow the customer’s Infectious disease 

protocol, or Quad Plus’s, whichever is more stringent.  
• Employs travelling should check the CDC’s Traveler’s Health Notices at the CDC Website  
• Persons traveling on business must check the state to which they are traveling to 

determine if there are travel restrictions. 
• In states with travel restrictions or “Stay in Place” orders, or similar, travel must be 

limited to the support of “Essential Businesses” as defined by the state. 

 

 



PO Box 186 
New Lenox, IL 60451 www.quadplus.com Office: +1 (815) 740-0860 

Communication 

Quad Plus will communicate with employees on develops associated with a Pandemic (COVID 
19 as of 5 April 2020) on issues related to the business and employee safety.  In the interest of 
providing a safe working environment, Quad Plus expects its employees to notified the 
company in the even they are exposed to COVID 19, test positive, or exhibit symptoms.  Quad 
Plus will communicate the appropriate information to management, other em0ployees, sub-
contractors, vendors and clients. 

Company communication 

The company will notify its employees of pandemic related information via “ALL EMPLOYEE” 
emails, postings to the corporate website and/or share point site, and though direct 
communication form their managers and supervisors. 

In the event that an employee notifies the company that they have been exposed, have tested 
positive or have CDC recognized symptoms, the management will  

• Notify all personnel who may have been infected via direct communications (phone,
email, or personal contact)

• Notify customers who may have had contact with the employee with the 14 days
quarantine period as identified by the CDC and Federal government, via email to the
companies Point of Contact at the customer.

• Record the information in the HR department for tracking purposes.

Employee Communication 

The employees and sub-contractors are required to notify the company immediately upon 
determining they likely may have been exposed to the virus, they have tested positive, or they 
have symptoms the CDC has recognized as associated with the virus. 

The employee must; 

• Notify their supervisor as soon as possible via email or direct phone contact.
• Identify employees, sub-contractors or customers that they have had contact with

during the previous 14 days
• Remain away from work until they are cleared, by a medical professional, to return to

work.
• Provide written documentation that they are cleared to return to work.

Customer Communication 
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It is imperative that customers inform the Company immediately upon learning that an 
employee of theirs has likely been exposed, tests positive or has symptoms identified by the 
CDC as associated with the virus. 

The customer should notify the point of contact at Quad Plus via email or a direct phone call, 
with information on the potential contact date with the Quad Plus employee, the name of the 
Quad Plus employee and information as to the reason (Positive test, potential exposure or 
symptoms) 

Operational Communications with Customers 

The company will maintain contact, as appropriate, with customers to keep them informed as 
to the ability of the company to respond to the customers need.  The communications will 
occur between the company management or designated personnel, and the identified Point of 
Contact at the customer.  The communication will occur when changes to the company’s ability 
to respond has been impacted by the pandemic. This may include, but is not limited to; 

• Reduction in available personnel due to illness 
• Revised PPE requirements for personnel visiting customer sites 
• Reduction in personnel to the point of inability to respond 

Specifically excluded for the proactive communications are government published 
requirements, proclamations and orders, which are generally readily available to the public.  A 
couple examples include, but are not limited to State or Federal Government travel restrictions; 
mandated Self Isolation, etc. 

Essential Business Classification 

During the pandemic, State and Federal governments may limit travel to essential business 
only.  In the event that a proclamation, rule, or order to the effect that only persons on 
essential business can be out or traveling, the Company may require a letter, on the customers 
letterhead, stating that their business is considered an essential business. 

 

This Document in no way supersedes Federal, State or Local Laws, regulations or guidance.  
Nor does this policy supersede the recommendations or guidance provided by the Center for 
Disease Control, OSHA, State OSHAs, Medical professional or any other such professional 
with the qualifications to medically or scientifically assess the current COVID-19 situation. 
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GOVERNING GUIDANCE: OSHA 3990; CDC – Interim Guidance for Business and Employers, date March 21, 2020; 
Federal and State Guidance, as aware of effective 26 March 2020. 
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APPENDIX A 

Steps to help prevent the spread of COVID-19 if you are sick 

 

Follow the steps below:  If you are sick with COVID-19 or think you might have COVID-19, follow the 
steps below to care for yourself and to help protect other people in your home and community. 

Stay home except to get medical care 

• Stay home: Most people with COVID-19 have mild illness and are able to recover at home 
without medical care. Do not leave your home, except to get medical care. Do not visit public 
areas. 

• Stay in touch with your doctor. Call before you get medical care. Be sure to get care if you 
have trouble breathing, or have any other emergency warning signs, or if you think it is 
an emergency. 

• Avoid public transportation: Avoid using public transportation, ride-sharing, or taxis. 

Separate yourself from other people in your home, this is known as home isolation 

o Stay away from others: As much as possible, you stay away from others. You should 
stay in a specific “sick room” if possible, and away from other people in your home. Use a 
separate bathroom, if available. 

o See COVID-19 and Animals is you have questions about pets. 

If someone in your home is sick 

Call ahead before visiting your doctor 

• Call ahead: Many medical visits for routine care are being postponed or done by phone or 
telemedicine. 

• If you have a medical appointment that cannot be postponed, call your doctor’s office, and tell 
them you have or may have COVID-19. This will help the office protect themselves and other 
patients. 

If you are sick wear a facemask in the following situations, if available. 

• If you are sick: You should wear a facemask, if available, when you are around other people 
(including before you enter a healthcare provider’s office). 

• If you are caring for others: If the person who is sick is not able to wear a facemask (for 
example, because it causes trouble breathing), then as their caregiver, you should wear a 
facemask when in the same room with them. Visitors, other than caregivers, are not 
recommended. 

Note: During a public health emergency, facemasks may be reserved for healthcare workers. You may 
need to improvise a facemask using a scarf or bandana. 

https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fabout%2Fsteps-when-sick.html#warning-signs
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fabout%2Fsteps-when-sick.html#emergency
https://www.cdc.gov/coronavirus/2019-ncov/faq.html#COVID19animals
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Cover your coughs and sneezes 

• Cover: Cover your mouth and nose with a tissue when you cough or sneeze. 

• Dispose: Throw used tissues in a lined trash can. 

• Wash hands: Immediately wash your hands with soap and water for at least 20 seconds. If soap 
and water are not available, clean your hands with an alcohol-based hand sanitizer that contains 
at least 60% alcohol. 

Clean your hands often 

• Wash hands: Wash your hands often with soap and water for at least 20 seconds. This is 
especially important after blowing your nose, coughing, or sneezing; going to the bathroom; and 
before eating or preparing food. 

• Hand sanitizer: If soap and water are not available, use an alcohol-based hand sanitizer with at 
least 60% alcohol, covering all surfaces of your hands and rubbing them together until they feel 
dry. 

• Soap and water: Soap and water are the best option, especially if hands are visibly dirty. 

• Avoid touching: Avoid touching your eyes, nose, and mouth with unwashed hands. 

Handwashing tips 

Avoid sharing personal household items 

• Do not share: Do not share dishes, drinking glasses, cups, eating utensils, towels, or bedding 
with other people in your home. 

• Wash thoroughly after use: After using these items, wash them thoroughly with soap and water 
or put in the dishwasher. 

Clean all “high-touch” surfaces everyday 

Clean high-touch surfaces in your isolation area (“sick room” and bathroom) every day; let a caregiver 
clean and disinfect high-touch surfaces in other areas of the home. 

• Clean and disinfect: Routinely clean high-touch surfaces in your “sick room” and bathroom. Let 
someone else clean and disinfect surfaces in common areas, but not your bedroom and 
bathroom. 

•  

o If a caregiver or other person needs to clean and disinfect a sick person’s bedroom or 
bathroom, they should do so on an as-needed basis. The caregiver/other person should 
wear a mask and wait as long as possible after the sick person has used the bathroom. 

High-touch surfaces include phones, remote controls, counters, tabletops, doorknobs, bathroom fixtures, 
toilets, keyboards, tablets, and bedside tables. 



 
 

 

PO Box 186 
New Lenox, IL 60451 www.quadplus.com Office: +1 (815) 740-0860 
 

 

 

• Clean and disinfect areas that may have blood, stool, or body fluids on them. 

• Household cleaners and disinfectants: Clean the area or item with soap and water or another 
detergent if it is dirty. Then, use a household disinfectant. 

•  

o Be sure to follow the instructions on the label to ensure safe and effective use of the 
product. Many products recommend keeping the surface wet for several minutes to 
ensure germs are killed. Many also recommend precautions such as wearing gloves and 
making sure you have good ventilation during use of the product. 

o Most EPA-registered household disinfectants should be effective.  

Monitor your symptoms 

• Common symptoms of COVID-19 include fever and cough. Trouble breathing is a more serious 
symptom that means you should get medical attention. 

• If you are having trouble breathing, seek medical attention, but call first. 

o Call your doctor or emergency room before going in and tell them your symptoms. They 
will tell you what to do. 

• Wear a facemask: If available, put on a facemask before you enter the building. If you can’t put 
on a facemask, cover your coughs and sneezes. Try to stay at least 6 feet away from other 
people. This will help protect the people in the office or waiting room. 

• Follow care instructions from your healthcare provider and local health department: Your 
local health authorities may give instructions on checking your symptoms and reporting 
information. 

When to Seek Medical Attention 

If you develop emergency warning signs for COVID-19 get medical attention immediately. 
Emergency warning signs include*: 

• Trouble breathing 

• Persistent pain or pressure in the chest 

• New confusion or inability to arouse 

• Bluish lips or face 

*This list is not all inclusive. Please consult your medical provider for any other symptoms that are severe 
or concerning. 

Call 911 if you have a medical emergency: If you have a medical emergency and need to call 911, 
notify the operator that you have or think you might have, COVID-19. If possible, put on a facemask 
before medical help arrives. 
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How to discontinue home isolation 

• People with COVID-19 who have stayed home (home isolated) can stop home isolation under 
the following conditions: 

o If you will not have a test to determine if you are still contagious, you can leave home 
after these three things have happened: 

 You have had no fever for at least 72 hours (that is three full days of no fever 
without the use medicine that reduces fevers) 
AND 

 other symptoms have improved (for example, when your cough or shortness of 
breath have improved) 
AND 

 at least 7 days have passed since your symptoms first appeared 

o If you will be tested to determine if you are still contagious, you can leave home after 
these three things have happened: 

 You no longer have a fever (without the use medicine that reduces fevers) 
AND 

 Other symptoms have improved (for example, when your cough or shortness of 
breath have improved) 
AND 
you received two negative tests in a row, 24 hours apart. Your doctor will 
follow CDC guidelines. 

In all cases, follow the guidance of your healthcare provider and local health department. The 
decision to stop home isolation should be made in consultation with your healthcare provider and state 
and local health departments. Local decisions depend on local circumstances. 
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APPENDIX B 

Recommended precautions for household members, intimate partners, and caregivers in a non-
healthcare setting1 of A patient with symptomatic laboratory-confirmed COVID-19 

OR 

A patient under investigation 

Household members, intimate partners, and caregivers in a non-healthcare setting may have close 
contact2 with a person with symptomatic, laboratory-confirmed COVID-19 or a person under investigation. 
Close contacts should monitor their health; they should call their healthcare provider right away if they 
develop symptoms suggestive of COVID-19 (e.g., fever, cough, shortness of breath) 

Close contacts should also follow these recommendations: 

• Make sure that you understand and can help the patient follow their healthcare provider’s 
instructions for medication(s) and care. You should help the patient with basic needs in the home 
and provide support for getting groceries, prescriptions, and other personal needs. 

• Monitor the patient’s symptoms. If the patient is getting sicker, call his or her healthcare provider 
and tell them that the patient has laboratory-confirmed COVID-19. This will help the healthcare 
provider’s office take steps to keep other people in the office or waiting room from getting 
infected. Ask the healthcare provider to call the local or state health department for additional 
guidance. If the patient has a medical emergency and you need to call 911, notify the dispatch 
personnel that the patient has, or is being evaluated for COVID-19. 

• Household members should stay in another room or be separated from the patient as much as 
possible. Household members should use a separate bedroom and bathroom, if available. 

• Prohibit visitors who do not have an essential need to be in the home. 

• Household members should care for any pets in the home. Do not handle pets or other animals 
while sick.  

• Make sure that shared spaces in the home have good air flow, such as by an air conditioner or an 
opened window, weather permitting. 

• Perform hand hygiene frequently. Wash your hands often with soap and water for at least 20 
seconds or use an alcohol-based hand sanitizer that contains 60 to 95% alcohol, covering all 
surfaces of your hands and rubbing them together until they feel dry. Soap and water should be 
used preferentially if hands are visibly dirty. 

• Avoid touching your eyes, nose, and mouth with unwashed hands. 

• The patient should wear a facemask when you are around other people. If the patient is not able 
to wear a facemask (for example, because it causes trouble breathing), you, as the caregiver, 
should wear a mask when you are in the same room as the patient. 

• Wear a disposable facemask and gloves when you touch or have contact with the patient’s blood, 
stool, or body fluids, such as saliva, sputum, nasal mucus, vomit, urine. 

https://www.cdc.gov/coronavirus/2019-ncov/hcp/guidance-prevent-spread.html#f1
https://www.cdc.gov/coronavirus/2019-ncov/hcp/guidance-prevent-spread.html#f2
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o Throw out disposable facemasks and gloves after using them. Do not reuse. 

o When removing personal protective equipment, first remove and dispose of gloves. Then, 
immediately clean your hands with soap and water or alcohol-based hand sanitizer. Next, 
remove and dispose of facemask, and immediately clean your hands again with soap and 
water or alcohol-based hand sanitizer. 

• Avoid sharing household items with the patient. You should not share dishes, drinking glasses, 
cups, eating utensils, towels, bedding, or other items. After the patient uses these items, you 
should wash them thoroughly (see below “Wash laundry thoroughly”). 

• Clean all “high-touch” surfaces, such as counters, tabletops, doorknobs, bathroom fixtures, 
toilets, phones, keyboards, tablets, and bedside tables, every day. Also, clean any surfaces that 
may have blood, stool, or body fluids on them. 

o Use a household cleaning spray or wipe, according to the label instructions. Labels 
contain instructions for safe and effective use of the cleaning product including 
precautions you should take when applying the product, such as wearing gloves and 
making sure you have good ventilation during use of the product. 

• Wash laundry thoroughly. 

o Immediately remove and wash clothes or bedding that have blood, stool, or body fluids 
on them. 

o Wear disposable gloves while handling soiled items and keep soiled items away from 
your body. Clean your hands (with soap and water or an alcohol-based hand sanitizer) 
immediately after removing your gloves. 

o Read and follow directions on labels of laundry or clothing items and detergent. In 
general, using a normal laundry detergent according to washing machine instructions and 
dry thoroughly using the warmest temperatures recommended on the clothing label. 

• Place all used disposable gloves, facemasks, and other contaminated items in a lined container 
before disposing of them with other household waste. Clean your hands (with soap and water or 
an alcohol-based hand sanitizer) immediately after handling these items. Soap and water should 
be used preferentially if hands are visibly dirty. 

• Discuss any additional questions with your state or local health department or healthcare 
provider. Check available hours when contacting your local health department. 

 


