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DISCLAIMER 

These materials are provided by the Hawaii Employers Council for illustrative 

and general informational purposes only, are not intended to constitute legal advice, 

and should not be interpreted by you as legal advice.  Because legal advice is 

dependent upon the specific circumstances of each situation, and because relevant 

law often changes and the situation is rapidly evolving, you should consult with 

competent legal counsel before relying upon or using any informational materials 

provided to you. 

COPYRIGHT NOTICE 

© 2020 Hawaii Employers Council.  All rights reserved.  This publication 

contains propriety and copyrighted material of the Hawaii Employers Council.  

These materials are being provided to HEC member organizations for internal use.  

Member organizations may not reproduce, redistribute, disclose, share, utilize, 

email, or otherwise transmit any part of these materials to any other individual or 

entity, without prior written permission of the Hawaii Employers Council. 
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COVID-19 Plan 

 

(As of DATE) 

 

Employers and employees alike are concerned about COVID-19.  Employers should begin by 

assessing if they are prepared for COVID-19.  In addition, many employers would like to put 

together a plan in response to COVID-19.  Below are sample guidelines for employers to draw 

upon when implementing a workplace health and safety plan in response to COVID-19.  

Companies will need to tailor these guidelines to reflect their individual circumstances.1  

Because the COVID-19 public health emergency is rapidly evolving, these guidelines are subject 

to change.  Companies should rely upon official sources, such as The Centers for Disease 

Control and Prevention and the Hawaii State Department of Health for up-to-date information 

and recommendations.  As always, the Hawaii Employers Council is available to work with you 

to craft a solution that best suits your workplace. 

Protecting the health and well-being of our employees is our top priority.  Toward that end, we 

have developed a proactive plan designed to minimize the impact of COVID-19 on our 

workplace.  We will roll the plan out in phases as necessary, beginning immediately.  Because 

the COVID-19 public health emergency is rapidly evolving, this plan is subject to change.  

Thank you for your cooperation. 

Phase One: Immediately 

Effective immediately, and until further notice, employees must: 

 Maintain good hygiene by regularly washing your hands with soap and water for at least 

twenty seconds.  If handwashing is not possible, employees should regularly use a hand 

sanitizer containing at least 60% alcohol. 

 Avoid touching your face (especially eyes, nose, and mouth). 

 Practice good respiratory hygiene by covering your mouth and nose with a bent elbow or 

tissue upon coughing/sneezing.  Used tissues should be disposed of immediately. 

 Stay home if experiencing any symptoms of a respiratory infection (e.g., cough, runny 

nose, fever, difficulty breathing) until you have been symptom-free for twenty-four 

hours.  Employees who are able to work remotely should discuss the possibility of remote 

work with their supervisor. 2  

                                                           
1  Every company will have different needs based on its risk, budget, and values.  Industries such as health care, 

shipping, airlines, and education should check governmental resources such as The Centers for Disease Control’s 

interim guidance for industry-specific recommendations. 
2  Employers who do not have a formal telecommuting policy should implement one before allowing employees to 

work remotely.  The Hawaii Employers Council offers a sample telecommuting policy in pages 147-151 of A Guide 

to Preparing an Employee Handbook and Sample Handbook Policy Statements – Rev. January 29, 2020. 

https://www.hecouncil.org/features-of-the-month/feature-of-the-month/are-you-prepared-for-covid-19/224023/
https://www.hecouncil.org/features-of-the-month/feature-of-the-month/are-you-prepared-for-covid-19/224023/
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 Discuss any and all business travel plans with your supervisor.  Depending on the risk 

level assigned to your destination (and any layovers) by the CDC/U.S. Department of 

State/Hawaii Department of Health, your travel may be cancelled or postponed.3 

 Notify your supervisor before you commence personal air travel and contact your 

supervisor before you return to work.  Depending on the risk level assigned to your 

destination (and any layovers) by the CDC/U.S. Department of State/Hawaii Department 

of Health, you may be required to self-quarantine for up to 14 days and/or obtain 

clearance from a healthcare provider before returning to work.  Employees who are able 

to work remotely should discuss the possibility of remote work with their supervisor.   

Effective immediately, and until further notice, the Company will: 

 Provide additional cleaning for common physical surfaces (e.g., doorknobs, counters, 

etc.). 

 Provide employees with tissues and hand sanitizer. 

 Provide employees with disposable wipes to clean commonly used surfaces. 

 Provide employees with up-to-date information regarding the Company’s COVID-19 

Plan. 

 Send home employees displaying visible symptoms of a respiratory infections (e.g. 

cough, runny nose, fever, difficulty breathing). 

 Appoint _______ as the point of contact within the Company for questions about 

COVID-19 to ensure a coordinated and consistent response. 

 Organize an employee communication system (e.g., text/email chain) to communicate 

COVID-19 updates to employees. 

Phase Two: Community Spread 

Effective upon verified community spread in Hawaii, employees must: 

 Continue following all guidelines outlined in Phase 1. 

 Practice “social distancing” when appropriate (e.g., avoid close physical contact with 

colleagues and/or customers). 

 Notify your supervisor if anyone in your household gets sick with respiratory symptoms.  

Depending on the situation, you may be required to self-quarantine for up to 14 days 

and/or obtain clearance from a healthcare provider before returning to work.  Employees 

who are able to work remotely during this time may do so.   

Effective upon verified community spread in Hawaii, the Company will: 

 Continue following all guidelines outlined in Phase 1. 

 Offer remote work to employees where feasible and appropriate. 

                                                           
3  Many employers are choosing to delay or cancel business travel, depending on the destination.  In making this 

decision, employers frequently rely upon the CDC/U.S. Department of State risk level along with their particular 

business needs and their tolerance for medical and legal risks.    
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 Identify opportunities to replace in-person meetings with videoconferencing and/or 

telephone calls. 

Phase Three: Direct Impact 

Effective upon verified direct impact to the Company, employees must:  

 Continue following all guidelines outlined in Phases 1 and 2. 

Effective upon verified direct impact to the Company, the Company will: 

 Notify employees of exposure if employee is confirmed to have COVID-19 while 

maintaining the confidentiality of employee health information pursuant to applicable 

law. 


