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COVID-19 Prevention Program for  
New Heights Charter School 
COVID-19	PANDEMIC	

The	novel	coronavirus,	SARS-CoV-2,	causes	a	viral	respiratory	illness	called	COVID-19,	which	can	make	people	
sick	with	flu-like	and	other	symptoms.	The	virus	spreads	easily	when	an	infected	person	sneezes,	coughs,	or	
speaks,	sending	Ony	droplets	into	the	air.	These	droplets	can	land	in	the	nose,	mouth,	or	eyes	of	someone	
nearby	and	cause	illness.	The	virus	can	also	be	caught	from	airborne	virus,	when	small	parOcles	of	infecOous	
virus	remain	suspended	in	the	air	and	people	inhale	them.	People	can	also	become	infected	if	they	touch	an	
infecOous	droplet	on	a	surface	and	then	touch	their	own	nose,	mouth,	or	eyes.		

Some	of	the	symptoms	of	COVID-19	are	cough,	fever,	shortness	of	breath,	and	new	loss	of	taste	or	smell.	
Some	people	with	mild	cases	may	have	no	symptoms	at	all	yet	sOll	can	spread	the	virus.	Staying	at	least	six	
feet	away	from	people	outside	of	your	household,	covering	your	nose	and	mouth	with	a	face	covering,	and	
washing	hands	oSen	with	soap	and	water	can	help	stop	COVID-19	from	spreading	in	the	workplace.		

COVID-19	PREVENTION	PROGRAM	

New	Heights	Charter	School	is	commiVed	to	protecOng	our	employees	and	prevenOng	the	spread	of	COVID-19	
at	our	workplace.	We	developed	this	program	to	reduce	our	workers’	risk	of	catching	and	spreading	this	virus.	
We	encourage	employees	to	share	informaOon	about	potenOal	COVID-19	hazards	at	our	workplace	and	assist	
in	evaluaOng	these	hazards.	We	will	invesOgate	all	workplace	illnesses	and	correct	hazards	that	are	idenOfied.	
We	stay	informed	on	the	virus	presence	in	our	community	as	well	as	recommendaOons	made	by	naOonal	and	
local	health	agencies.	We	review	and	update	this	plan	as	necessary.	This	plan	was	last	reviewed	on	01.28.21.	

DESIGNATION	OF	RESPONSIBILITY	

Jamie	Parada,	Director	of	OperaNons	has	the	authority	and	responsibility	for	implemenOng	this	plan	in	our	
workplace.	All	managers	and	supervisors	are	responsible	for	implemenOng	this	plan	in	their	assigned	work	
areas	and	ensuring	employees’	quesOons	are	answered	in	a	language	they	understand.		

All	employees	are	required	to	follow	the	policies	and	procedures	laid	out	in	this	plan,	use	safe	work	pracOces,	
and	assist	in	maintaining	a	safe	work	environment.		

IDENTIFICATION	AND	EVALUATION	OF	COVID-19	HAZARDS	

We	evaluate	our	workplace	and	operaOons	to	idenOfy	tasks	that	may	have	exposure	to	COVID-19.	The	
evaluaOon	includes	all	interacOons,	areas,	acOviOes,	processes,	equipment,	and	materials	that	could	present	
potenOal	exposure	to	COVID-19.	Assessments	include	employee	interacOons	with	all	persons	who	may	be	
present	in	the	workplace:		contractors,	vendors,	customers,	and	members	of	the	public.	EvaluaOons	include:	

• IdenOficaOon	of	places	and	Omes	when	people	may	gather	or	come	in	contact	with	each	other,	even	if	
they	aren’t	working.	Examples:	meeOngs,	trainings,	workplace	entrances,	bathrooms,	hallways,	aisles,	
walkways,	elevators,	break	or	eaOng	areas,	cool-down	areas,	and	waiOng	rooms.	

• Employees’	potenOal	workplace	exposure	to	all	persons	at	the	workplace.	We	will	consider	how	
employees	and	others	enter,	leave,	and	travel	through	the	workplace.	Examples:	co-workers,	
employees	of	other	businesses,	the	public,	customers	or	clients,	and	independent	contractors.		

• ExisOng	COVID-19	prevenOon	measures	and	whether	we	need	different	or	addiOonal	control	measures.		
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Employee	Par7cipa7on	-	We	encourage	employees	to	parOcipate	in	this	evaluaOon.	They	can	contact	Jamie	
Parada	to	share	informaOon	on	potenOal	COVID-19	hazards	at	our	workplace	or	to	assist	in	evaluaOng	these	
hazards.	

We	will	evaluate	how	to	maximize	the	amount	of	outdoor	air	entering	our	indoor	spaces	and	if	it	is	possible	to	
increase	the	filtraOon	efficiency	to	the	highest	level	possible	for	our	venOlaOon	system.		

Employees	may	confiden7ally	inform	us	if	they	have	a	higher	risk	for	severe	illness	from	COVID-19,	such	as	
those	with	condi7ons	like	lung	disease,	obesity,	or	cancer.	They	will	have	priority	for	lower	exposure	job	
assignments	or	working	from	home	whenever	possible.		

The	jobs/tasks/acOviOes	at	New	Heights	Charter	School	have	been	assessed	as	follows:	

Table	1	–	Risk	Assessment	

CORRECTION	OF	COVID-19	HAZARDS		

We	treat	all	persons,	regardless	of	symptoms	or	negaOve	test	results,	as	potenOally	infecOous.	We	select	and	
implement	feasible	control	measures	to	minimize	or	eliminate	employee	exposure	to	COVID-19.	We	review	
orders	and	guidance	COVID-19	hazards	and	prevenOon	from	the	State	of	California	and	the	local	health	
department,	including	general	informaOon	and	informaOon	specific	to	our	industry,	locaOon,	and	operaOons.	
We	correct	unsafe	or	unhealthy	condiOons,	work	pracOces,	policies,	and	procedures	in	a	Omely	manner	based	
on	the	severity	of	the	hazard.		

[Below	this	table	are	three	types	of	exposure	controls	that	can	be	used	to	reduce	risk.	Some	of	these	controls	
may	be	best	in	some	situaOons	but	not	in	others.	We	recommend	copying	the	Job	Title/Task/Work	Area	from	

Job	Title	or	Task Descrip7on	of	Exposure	Risk

Entering	workplace Low	risk	with	few	employees,	arriving	at	staggered	Omes	with	space	to	
walk	with	social	distancing.

Screening	staff	and	visitors PotenOal	for	close	contact	unless	markings	for	social	distancing	are	clear	
and	masks	are	worn.

DistribuOng	packaged	meals	to	
parents

Low	risk	due	to	outdoor	set-up	with	plasOc	screen	and	ability	to	
maintain	distance	as	food	can	be	leS	on	a	table	6	feet	away	from	the	
server.

SupporOng	parents Close	interacOon	with	another	person	for	extended	period	of	Ome.

SupporOng	students	who	get	
injured

Close	interacOon	indoors.

Teaching	students	in	the	
classroom

Close	interacOon	with	another	person	for	extended	period	of	Ome.

Serving	lunch	to	students Students	eat	without	masks.

Working	in	the	school	offices Close	interacOon	in	pathways,	between	desks	and	pathways.

EaOng	on	the	school	campus EaOng	indoors	without	a	mask.

Using	the	school	restrooms Students	use	restrooms	with	mulOple	stalls	(adults	use	single	restrooms)

Using	the	school	copier	machine One	machine	for	mulOple	users
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Table	1,	and	then	using	the	provided	control	list	to	fill	in	the	controls	as	shown	in	the	example	text.	Not	all	
exposures	will	have	all	three	control	categories.]	

Table	2	–	Controls	to	Reduce	Exposure	

Job	Title/Task/Work	
Area

Engineering	Controls Administra7ve	Controls PPE

Example:	Entering	
workplace

Example	controls:	Use	
natural	venNlaNon;	
have	screening	staNon	
set	up	outdoors

Example	controls:	Stagger	
work	shi^	start	Nmes	when	
possible;	provide	visual	cues	
and	enforce	physical	
distancing;	face	coverings	
required

Example	control:	
Provide	face	shield	
for	screener	

Example:		Checking	out	a	
retail	customer

Example	control:	Install	
Plexiglas	barriers	
between	employee	and	
customer

Example	controls:	face	
coverings	required;	encourage	
contact-less	payment	

Example	controls:	
Provide	nitrile	gloves	
for	handling	money

Entering	workplace Use	natural	venOlaOon;	
markings/signs	to	
enforce	physical	
distancing

Stagger	work	shiS	start	Omes	
when	possible;	provide	visual	
cues	and	enforce	physical	
distancing;	face	coverings	
required

Face	masks	required.

Screening	staff	and	
visitors

Use	natural	venOlaOon;	
have	screening	staOon	
set	up	outdoors

Face	coverings	required;		visual	
cues	to	enforce	physical	
distancing

Provide	face	shield	for	
screener	in	addiOon	
to	face	mask

DistribuOng	packaged	
meals	to	parents	for	
student	breakfast	and	
lunch

Food	is	distributed	
outdoors.

Face	coverings	required;	
encourage	contact-less	
distribuOon,	physical	
distancing,	and	plasOc	barrier

Provide	gloves	for	
handling	sealed	
packages	of	food.	
Provide	hair	covering	
and	face	mask	as	
needed.

SupporOng	parents	 Parents	are	not	allowed	
inside	school	buildings.	
All	support	is	handled	
outside.

Provide	visual	cues	and	
enforce	physical	distancing;	
face	coverings	required

Provide	gloves	for	
handling	computers/
supplies	to	share	with	
parents

SupporOng	students	who	
get	injured

Have	first	aid	set-up	
outside

Face	coverings	required,	6	feet	
distance	when	possible

Provide	face	shield	in	
addiOon	to	face	mask,	
full	body	medical	
gown,	and	nitrile	
gloves.
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Teaching	students	in	the	
classroom

Lower	Campus:	
Touchless	faucet	
installed	at	hand	
washing	staOon.	
AddiOonal	hand	
saniOzing	staOng	in	
each	classroom.	
Upgrades	HVAC	air	
filtering	system.	
AddiOonal	individual	air	
filter	system	in	rooms	
as	needed.

Face	coverings	required,	
physical	distancing	through	
table/chair	placement	and	
pathway	markers/signs,	signs	
for	frequent	washing,	and	
plexi-glass	teacher	barrier	as	
needed

Face	coverings	
provided	as	needed.	
Face	shields	provided	
as	requested.	Gloves	
provided	as	needed.

Serving	lunch	to	students Water	fountain	is	
closed	for	use.	Tables	
are	spaced	outdoors	
with	10	or	more	feet	
distance

Face	coverings	required;	
encourage	contact-less	
distribuOon,	physical	
distancing,	and	plasOc	barrier;	
reminder	to	students	of	per	
hand	washing	prior	to	eaOng

Provide	gloves	for	
handling	sealed	
packages	of	food	and	
face	coverings.

Working	in	the	school	
offices

Lower	Campus:	
Touchless	faucet	
installed	at	hand	
washing	staOon.	
AddiOonal	hand	
saniOzing	staOng	in	
each	room.	Upgrades	
to	HVAC	air	filtering	
system.	AddiOonal	
individual	air	filter	
system	in	rooms	as	
needed.

Face	coverings	required,	
physical	distancing	through	
table/chair	placement	and	
pathway	markers/signs,	signs	
for	frequent	washing,	and	
plexi-glass	teacher	barrier	as	
needed

Face	masks	required.

Staff	eaOng	on	the	school	
campus

Lower	Campus:	
Touchless	faucet	
installed	at	hand	
washing	staOon.	
AddiOonal	hand	
saniOzing	staOng	in	
each	room.	Upgraded	
HVAC	air	filtering	
system.	AddiOonal	
individual	air	filter	
system	in	rooms	as	
needed.

Face	coverings	required;	
saniOze	hands	or	wear	gloves	
before	touching	shared	
microwave	and	shared	frig,	
physical	distancing,	frequent	
disinfecOng	of	all	shared	
surfaces,	proper	hand	washing	
prior	to	eaOng

Gloves	for	use	on	
shared	surfaces
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We	inspect	periodically	to	check	that	controls	are	effecOve,	to	idenOfy	unhealthy	work	condiOons	or	pracOces,	
and	to	ensure	compliance	with	this	plan.	Any	deficiencies	are	corrected	right	away,	and	we	update	this	plan	if	
needed.		

Engineering	Controls	–	Equipment	and	Building	Systems	to	Minimize	Exposures	

Our	engineering	controls	for	COVID-19	include:	(Add	or	delete	bullets	below	as	applicable	to	your	business.)		
• Maximizing	outdoor	air	for	venOlaOon	as	much	as	feasible	except	when	EPA’s	Air	Quality	Index	is	

greater	than	100	or	when	increasing	outdoor	air	would	cause	harm	to	employees,	such	as	excessive	
heat	or	cold.			

• Installing	cleanable,	solid	parOOons	between	coworkers	or	between	workers	and	customers	when	6	
feet	of	distance	cannot	be	maintained.		

• Upgrade	to	HVAC	system	and	portable	air	filters	as	needed.	

Administra7ve	Controls	–	Policies,	Procedures,	and	Prac7ces	to	Minimize	Exposure			

Our	administraOve	controls	for	COVID-19	are:	(add	more	detail	to	these	as	needed	to	explain	how	they	will	be	
implemented	at	your	workplace.)	

• Limi$ng	Access	to	the	workplace	to	only	necessary	staff.	Employees	work	from	home	whenever	
possible.	

• Screening	Employees	and	Visitors	to	our	facility	through	the	following	methods:	(Choose	all	that	
apply.)	

✓ Home	Screening	-	Employees	self-screen	using	a	symptom	screening	form	prior	to	leaving	for	
work.	Parents	are	also	given	a	home	screening	tool	to	use	with	their	children.	

✓ Onsite	Screening	-	Face	coverings	are	required	during	the	screening	process	and	non-contact	
thermometers	are	used.			

✓ Self-Screening	of	Visitors	-	We	have	a	symptom	screening	sign	posted	at	the	entrances	to	our	
campus	and	ask	visitors	to	self-screen	before	entering	the	campus.		

We	prohibit	any	employee	or	visitor	sick	with	any	potenOally	contagious	from	entering	the	campus.	
Anyone	exhibiOng	any	potenOal	symptoms	of	COVID-19	should	contact	Jamie	Parada	and	leave	the	
campus.			

Using	the	school	
restrooms

Outside	door	remains	
open	on	student	shared	
restroom.	Lower	
Campus:	Touchless	
faucets	and	flush	
installed	in	adult	and	
student	restrooms.

Students	use	the	restroom	
(with	mulOple	stalls)	one	at	a	
Ome,	adults	use	single	stall	
bathroom.

Gloves	for	use	on	
shared	surfaces;	
cleaner	and	
disinfectant	for	use	
before	and	aSer	use	
in	adult	bathroom,	
face	masks	required

Using	the	school	copier	
machine

Air	filtraOon	system	
turned	on

1	person	at	a	Ome	at	the	
copier,		face	coverings	
required,	physical	distancing	
and	pathway	markers/signs,	
signs	for	frequent	washing	of	
hands	and	disinfecOng	of	
machine	controls

Hand	saniOzer/
washing	staOon	near	
the	machine.
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• Physical	Distancing:	Everyone	must	keep	a	six-foot	distance	from	others	at	all	Omes	except	where	we	
can	show	that	it	is	not	possible	or	for	brief	Omes	during	the	movement	of	people	in	the	workplace.	
When	six	feet	of	distance	cannot	be	maintained,	people	will	be	as	far	apart	as	possible.	Methods	for	
physical	distancing	include:	

o Reducing	the	number	of	persons	in	an	area	at	one	Ome	(including	visitors)	

o Visual	cues	such	as	signs	and	floor	markings	to	show	employee	locaOons	and	paths	of	travel	

o Staggered	arrival,	departure,	work,	and	break	Omes	

o Adjusted	lunch	and	bathroom	breaks	for	students	to	allow	greater	distance	between	employees	

o Telework	or	other	remote	work	arrangement	
• Wearing	a	Face	Covering:		We	provide	face	coverings	to	all	employees	and	require	they	be	worn	when	

indoors,	when	outdoors	all	the	Ome,	unless	eaOng	outdoors.	Although	staff	must	remain	six	feet	away	
from	anyone	else	while	eaOng	outdoors.	We	will	not	prevent	any	employee	from	wearing	a	face	
covering	when	required	unless	it	would	create	a	safety	hazard,	such	as	interfering	with	the	safe	
operaOon	of	equipment.	The	face	coverings	provided	will	be	cloth	or	woven	material,	fit	snuggly,	and	
completely	cover	the	nose	and	mouth.	Face	coverings	must	be	clean	and	undamaged.	Face	coverings	
are	not	respiratory	protec7on	and	do	not	replace	physical	distancing	requirements.		

Employees	are	not	required	to	wear	a	face	covering	in	the	following	situaOons:		

o When	an	employee	is	alone	in	a	room.	

o While	eaOng	or	drinking	at	the	workplace,	provided	employees	are	at	least	six	feet	apart	and	
outside	air	supply	to	the	area	has	been	maximized	to	the	extent	possible.	

o When	employees	wear	respiratory	protecOon	in	accordance	with	SecOon	5144	or	other	Title	8	
safety	orders.	

o When	employees	cannot	wear	face	coverings	due	to	a	medical	or	mental	health	condiOon	or	
disability.	This	includes	a	hearing-impaired	person	or	someone	using	sign	language	to	
communicate.	Employees	exempted	from	wearing	a	face	covering	due	to	medical	condiOons,	
mental	health	condiOons,	or	disability	must	wear	an	effecOve	non-restricOve	alternaOve,	such	
as	a	face	shield	with	a	drape	on	the	boVom	that	we	will	provide,	if	their	condiOon	or	disability	
allows.		

o When	a	specific	task	cannot	be	performed	with	a	face	covering.	This	excepOon	is	limited	to	the	
Ome	period	in	which	such	tasks	are	being	performed,	and	the	unmasked	employee	shall	be	at	
least	six	feet	away	from	all	other	persons	unless	unmasked	employees	are	tested	at	least	twice	
weekly	for	COVID-19.	

Employees	not	wearing	a	face	covering,	face	shield	with	drape,	or	respirator,	for	any	reason,	will	stay	at	
least	six	feet	away	from	all	other	people	in	the	workplace	unless	they	are	tested	twice	a	week	for	
COVID-19.	

Signs	are	posted	at	the	entrance	to	the	workplace	to	communicate	the	requirement	for	face	coverings	
by	any	non-employees	entering	the	workplace.	We	provide	face	coverings	to	members	of	the	public	if	
necessary	and	instruct	employees	to	remain	at	least	six	feet	away	from	members	of	the	public	who	will	
not	wear	a	face	covering.		

• Prac$cing	Good	Hygiene.	Wash	hands	with	soap	and	water	for	at	least	20	seconds,	or	use	alcohol-
based	hand	saniOzer	with	at	least	60%	alcohol.	Hand	saniOzer	staOons	and	hand	hygiene	signage	are	
placed	throughout	the	campus.	Jamie	Parada/Sandra	Gonzalez	and	Lizbeth	Soria	are	responsible	for	
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ensuring	hand	hygiene	staOons	are	readily	accessible	and	stocked	with	soap	and	paper	towels,	or	
saniOzer.		

• Prohibi$ng	the	Sharing	of	PPE	and	Other	Workplace	Equipment	such	as	phones,	computers,	and	
tools.	If	items	must	be	shared,	they	are	disinfected	between	uses	by	different	people.	Sharing	of	
vehicles	is	minimized	as	much	as	possible.		

• Cleaning	and	Disinfec$ng	Frequently.	Surfaces,	especially	frequently	touched	surfaces,	will	be	
disinfected	with	products	that	meet	the	EPA’s	criteria	for	use	against	coronavirus.	Disinfectants	are	
used	according	to	manufacturer’s	direcOons.	Employees	are	trained	on	the	hazards	of	the	
disinfectants,	to	use	only	in	well-venOlated	areas,	any	PPE	that	is	required,	and	to	never	mix	chemicals.	
Surfaces	are	disinfected	according	to	the	following	schedule:	(complete	the	table	below,	add/delete	
rows	as	needed)		
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Table	3	–	Disinfec7on	Prac7ces	

Personal	Protec7ve	Equipment	(PPE)	–	Equipment	Worn	by	Employees	to	Minimize	Exposure	

In	general,	employees	WILL	NOT	use	respirators	at	New	Heights	for	protecOon	from	COVID-19.	If	a	hazard	
assessment	determines	respirators	are	needed,	they	will	be	used	in	accordance	with	Title	8,	SecOon	5144.	Any	
PPE	used	to	protect	from	COVID-19,	such	as	gowns,	face	masks,	and	gloves,	is	selected	based	on	funcOon,	fit,	
and	availability.	Employees	are	trained	when	and	why	PPE	is	necessary,	how	to	properly	put	on	and	take	off	
PPE,	and	how	to	clean,	maintain,	and	store	reusable	PPE.	Job	hazard	assessments	are	performed	by	

Surface/Area	 Disinfec7on	Method/Product Frequency

Bathrooms-	sinks,	soap	and	
paper	towel	dispensers,	door	
handles	stall	locks,	toilet	seat	
and	flush,	toilet	paper	
dispensers

1. Use	water	and	bleach	to	disinfects	
and	deodorizes	toilets	and	urinals	
(1/3	cup	bleach	per	gallon	of	room	
temp	water).	

2. Apply	water	and	Turbo-kill	(highly	
acOve	all-purpose	disinfectant	
cleaner	and	deodorizer)	for	all	
other	surface	cleaned	to	sight	and	
touch.	

3. Allow	to	sit	for	1	minute.	
4. Wipe	dry	with	a	clean	paper	towel.	

3	to	4	Omes	a	day	(no	
students	present)

Classrooms-	desks,	sinks,	
area,	trashcans,	laptops	in	
classrooms

1. DisinfecOng	wipes	to	clean	all	touch	
surfaces.	

2. Take	trash	out	and	replace	liners.	
3. Wipe	laptops	with	special	device	

cleaning	wipe.	

Twice	a	day.	
Laptops	once	a	week

Office	and	Break	Area-	Sink,	
desk,	telephones,	Kitchen	
area/refrigerators/	
microwave/	table	other	
appliances,	and	trashcan

1. All	hard	surfaces	are	wiped	with	
disinfecOng	wipes.	

2. All	other	appliances	are	clean	with	
Turbo-kill	(all-purpose	disinfecOng	
liquid)	and	disinfecOng	wipes.	

3. Take	trash	out	and	replace	liners.	
4. Wipe	phones	with	special	phone	

wipes.	

One-Ome	everyday	(no	
students	present

Outdoor	eaOng	area,	lunch	
tables,	lunch	program	
refrigerators,	outdoor	
trashcans	

1. Turbo-kill	(all-purpose	disinfecOng	
liquid)	

2. DisinfecOng	wipes	
3. Replace	trash	can	liners	aSer	

dumping	trash.

Twice	a	day	(with	no	students	
present).	
Refrigerators	2	Omes	a	week

Entry	way,	doors/handles,	
glass	doors,	intercom	on	
entrance

1. DisinfecOng	wipes	for	door	handles	
and	intercom.	

2. Windex	for	glass	doors.

3	Omes	a	day

Safe	At	Work	California	|	www.SafeAtWorkCA.com	 	 ©	2020	State	CompensaNon	Insurance	Fund8

https://www.dir.ca.gov/title8/5144.html


supervisors	to	idenOfy	any	PPE	required	for	a	specific	job.	Supervisors	are	responsible	for	ensuring	that	
adequate	supplies	of	PPE	are	available.		

INVESTIGATING	AND	RESPONDING	TO	COVID-19	CASES	IN	THE	WORKPLACE	

Illness	at	the	Workplace	

We	invesOgate	all	COVID-19	cases	in	the	workplace.	Our	invesOgaOon	includes	verifying	COVID-19	case	status,	
obtaining	informaOon	on	COVID-19	test	results	and	symptom	onset,	idenOfying	and	recording	COVID-19	cases,	
and	reporOng	when	required	by	the	regulaOons.	

We	maintain	a	daily	log	or	other	method	to	keep	track	of	all	employees	and	visitors	at	our	workplace.	This	
includes	name,	contact	number,	date,	Ome	in,	Ome	out,	person(s)	contacted,	and	area	of	the	workplace	
accessed.	We	will	use	this	informaOon	to	idenOfy	individuals	to	contact	following	noOficaOon	of	a	COVID-19	
case	at	our	workplace.		

We	will	not	reveal	any	personally	idenOfiable	informaOon	or	employee	medical	informaOon	to	any	person	or	
enOty	unless	required	by	law	(such	as	Cal/OSHA,	local	health	department,	and	local	law	enforcement).	

No7fica7on		

Employees	must	alert	Jamie	Parada	and/or	Amy	Berfield	if	they	are	having	symptoms	of	COVID-19,	had	a	
possible	COVID-19	exposure,	were	diagnosed	with	COVID-19,	or	are	awaiOng	test	results.	We	do	not	
discriminate	or	retaliate	against	employees	for	reporOng	posiOve	test	results	or	symptoms.	

Following	noOficaOon	of	a	posiOve	test/diagnosis,	we	will	immediately	take	the	following	acOons:		

1. Determine	the	day	and	Ome	the	COVID-19	case	was	last	present	at	the	workplace,	the	date	of	the	
posiOve	test/diagnosis,	and	the	date	the	COVID-19	case	first	experienced	symptoms.		

2. Determine	who	may	have	had	exposure	to	the	COVID-19	case	by	reviewing	the	case’s	acOviOes	during	
the	high-risk	period.	The	high-risk	period	for	persons	who	develop	symptoms	is	from	two	days	before	
they	first	develop	symptoms	unOl	10	days	aSer	symptoms	first	appeared	and	24	hours	have	passed	
with	no	fever,	without	the	use	of	fever-reducing	medicaOons,	and	symptoms	have	improved.	The	high-
risk	period	for	persons	who	test	posi7ve	but	never	develop	symptoms	is	from	two	days	before	unOl	
10	days	aSer	their	first	posiOve	test	for	COVID-19	was	collected.		

3. Within	one	day	of	becoming	aware	of	a	posiOve	diagnosis,	Jamie	Parada	(or	designee)	will	noOfy	in	
wriOng	all	employees	and	their	authorized	representaOves,	independent	contractors	and	other	
employers	onsite	who	were	potenOally	exposed.	Individuals	with	close	contact	will	be	instructed	to	
quaranOne	at	home.	CDC	defines	close	contact	as	being	within	six	feet	of	an	infected	person	for	15	
cumula7ve	minutes	or	more	over	a	24-hour	period,	star7ng	2	days	prior	to	symptom	onset	un7l	the	
sick	person	is	isolated.	When	providing	noOce	under	this	secOon,	we	will	not	disclose	the	idenOty	of	
the	infected	person(s).	

4. We	will	provide	employees	with	potenOal	COVID-19	exposure	informaOon	about	access	to	COVID-19	
tesOng,	which	will	be	offered	at	no	cost	during	working	hours,	and	isolaOon	requirements	resulOng	
from	a	posiOve	test.		

5. InvesOgate	whether	any	workplace	factors	contributed	to	the	infecOon	and	how	to	further	reduce	that	
potenOal	exposure.		

We	will	provide	informaOon	about	COVID-19	related	leave	benefits.	Confiden7ality	will	be	maintained	at	all	
7mes.		
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We	keep	a	record	of	and	track	all	COVID-19	cases	to	include:	employee’s	name,	contact	informaOon,	
occupaOon,	locaOon	where	the	employee	worked,	the	date	of	the	last	day	at	the	workplace,	and	the	date	of	a	
posiOve	COVID-19	test.	This	informaOon	is	kept	confidenOal.		

Disinfec7on	acer	Posi7ve	Test/Diagnosis	

If	it	has	been	less	than	seven	days	since	the	sick	employee	has	been	in	the	facility,	we	will	close	off	any	areas	
used	for	extended	periods	of	Ome	by	the	sick	individual	and	allow	to	air	out	up	to	24	hours.	The	area	will	then	
be	thoroughly	cleaned	and	disinfected.		

Exclusion	from	the	Workplace	

The	following	employees	will	be	excluded	from	the	workplace:	
• Employees	that	have	been	exposed	to	COVID-19	unOl	10	days	aSer	the	last	known	exposure.		
• Employees	who	test	posiOve	for	COVID-19	unOl	the	Return	to	Work	criteria	in	the	next	secOon	are	met.	

Employees	excluded	from	work	due	to	a	posiOve	diagnosis	from	a	workplace	exposure,	or	idenOfied	as	
exposed	in	the	workplace,	but	are	otherwise	able	and	available	to	work	will	maintain	their	earnings,	seniority,	
and	all	other	rights	and	benefits.	InformaOon	on	available	benefits	will	be	provided	at	the	Ome	of	exclusion.		

Return	to	Work	

Criteria	for	returning	to	work	aSer	tesOng	posiOve	for	COVID-19	are	as	follows:		
• Employees	who	tested	posiOve	and	had	symptoms	can	return	to	work	when:	

o At	least	10	days	have	passed	since	symptoms	began,	AND	

o At	least	24	hours	have	passed	with	no	fever	(100.4°F	or	above)	without	the	use	of	fever-
reducing	medicaOons,	AND	

o Other	COVID-19	symptoms	have	improved.	
• Employees	who	test	posiOve	but	never	have	symptoms	can	return	to	work:		

o ASer	at	least	10	days	have	passed	since	the	date	of	posiOve	specimen	collecOon.	
• Employees	who	have	completed	an	order	to	isolate	or	quaranOne	by	a	local	or	state	health	official.	If	

the	period	of	Ome	was	not	specified,	then	it	is	10	days	from	the	issuance	of	an	order	to	isolate	or	an	
order	to	quaranOne.		

• Employees	that	have	approval	from	Cal/OSHA	on	the	basis	that	removal	of	the	employee	would	create	
undue	risk	to	a	community’s	health	and	safety.	In	these	instances,	effecOve	control	measures	such	as	
isolaOon	or	respiratory	protecOon	will	be	implemented	to	prevent	infecOon	of	other	employees	at	the	
workplace.		

A	negaOve	test	result	is	not	required	for	an	employee	to	return	to	work.		

REPORTING,	RECORDKEEPING,	AND	ACCESS	

Repor7ng	

ReporOng	to	the	Local	Health	Department	(LHD)	–	This	requirement	also	complies	with	AB	685.		

Within	48-hours	of	knowledge,	Jamie	Parada	will	noOfy	the	local	health	department	(	LHD),	Department	of	
Public	Health,	through	email	at:	ACDC-EducaOon@ph.lacounty.gov	or	by	phone	at	888-397-3993	or	
213-240-7821,	of	any	workplace	outbreak	of	COVID-19.	An	outbreak	reportable	to	our	LHD	is	defined	as	at	
least	three	COVID-19	cases	among	workers	at	the	same	worksite	within	a	14-day	period.	We	will	work	with	the	
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LHD	to	carry	out	contact	tracing	and	follow	all	LHD	recommendaOons	including	temporary	closure	of	our	
business	if	advised.			

ReporOng	to	our	Claims	Administrator	–	SB	1159		(This	secOon	applies	to	employers	with	five	or	more	
employees)	

Jamie	Parada	will	report	to	Arthur	J.	Gallager	&	Co.	Insurance	Brokers	of	CA	when	an	employee	has	tested	
posiOve	for	COVID-19.	This	report	will	be	made	within	three	days	of	knowledge	of	an	employees’	posiOve	test	
result.	

CAL/OSHA	Recording/ReporOng	-	We	will	record	on	our	300	log	all	work-related	COVID-19	cases	that	meet	one	
of	the	following	criteria:	death,	days	away	from	work,	restricted	work	or	transfer	to	another	job,	medical	
treatment	beyond	first	aid,	loss	of	consciousness,	significant	injury	or	illness	diagnoses	by	a	physician	or	other	
licensed	health	care	professional.		

We	will	report	any	serious	COVID-19	illness	that	required	inpaOent	hospitalizaOon	or	resulted	in	death	to	our	
local	Cal/OSHA	office	as	soon	as	possible,	but	in	no	case	more	than	eight	hours	aSer	knowledge.		

Recordkeeping	

New	Heights	maintains	records	of	the	steps	taken	to	implement	this	wriVen	program.	These	records	include	
but	are	not	limited	to	training,	inspecOons,	hazard	idenOficaOon,	etc.	

We	keep	a	record	of	and	track	all	COVID-19	cases.	These	records	include	the	employee’s:	
• Name	
• Contact	informaOon	
• OccupaOon	
• LocaOon	where	the	employee	worked	
• Date	of	the	last	day	at	the	workplace	
• Date	of	posiOve	COVID-19	test	

All	medical	informaOon	will	be	kept	confidenOal.	The	log	of	COVID	cases,	with	names	and	contact	informaOon	
removed,	will	be	made	available	to	employees,	authorized	employee	representaOves,	or	as	otherwise	required	
by	law.	

Access	

This	program	will	be	made	available	at	the	workplace	to	employees,	authorized	employee	representaOves,	
and	to	representaOves	of	Cal/OSHA.		

COMMUNICATION	SYSTEMS	

We	ask	all	employees	to	confidenOally	report,	without	fear	of	discriminaOon	or	retaliaOon,	any	symptoms,	
potenOal	exposures,	and	possible	hazards	relaOng	to	COVID-19	at	the	workplace.	Employees	should	make	
these	reports	to	Jamie	Parada.		

We	explain	to	all	employees	how	we	accommodate	employees	at	higher	risk	of	severe	COVID-19	illness.	An	
employee	can	make	a	confidenOal	report	of	his/her	own	high	risk	condiOon	to	Jamie	Parada.			

If	an	employee	is	suspected	of	having	a	workplace	exposure	to	COVID-19,	we	will	provide	informaOon	about	
access	to	COVID-19	tesOng	at	no	cost.	We	will	inform	affected	employees	of	the	reason	for	tesOng	and	the	
potenOal	consequences	of	a	posiOve	test.	Local	COVID-19	tesOng	is	available	in	our	area	through	the	following:	

• Valencia	Labs	(on	campus)	

Safe	At	Work	California	|	www.SafeAtWorkCA.com	 	 ©	2020	State	CompensaNon	Insurance	Fund11

https://www.dir.ca.gov/dwc/Covid-19/FAQ-SB-1159.html#:~:text=SB%25201159%2520provides%2520that%2520the,employer%2520may%2520dispute%2520that%2520conclusion.
https://www.statefundca.com/Home/StaticIndex?id=https://content.statefundca.com//employers/SB1159.asp
https://dir.ca.gov/dosh/coronavirus/Reporting-Requirements-COVID-19.html


• St.	John’s	Well	Child	and	Family	Center,	4251	Crenshaw	Blvd.,	323-541-1685	
• To	Help	Everyone	Health	and	Wellness	Centers,	323-730-1920,	ext.	3008,	3834	S.	Western	Ave.	

Note:	AddiOonal	communicaOon	requirements	may	apply	depending	upon	severity	of	outbreak.	See	Appendix	
A	for	mulOple	COVID-19	infecOons	and	outbreak	procedures.	See	Appendix	B	for	major	outbreak	procedures.		

We	communicate	informaOon	about	COVID-19	hazards	and	our	COVID-19	policies	and	procedures	to	
employees	and	other	employers,	persons,	and	enOOes	that	come	in	contact	with	our	workplace.		Other	
employers	must	ensure	their	employees	follow	our	plan	or	equivalent	to	ensure	protecOon	of	both	their	and	
our	employees.	When	our	employees	are	at	another	worksite,	we	will	verify	that	procedures	at	the	other	
worksite	are	protecOve	of	our	employees,	such	as	mask	wearing	and	social	distancing.	

EMPLOYEE	TRAINING	AND	INSTRUCTION	

We	provide	all	employees	training	and	instrucOon	on	the	symptoms	of	COVID-19	illness	and	exposure	control	
methods	in	place	at	New	Heights	including:	

• InformaOon	on	how	COVID-19	spreads	and	infects	people.		
• Symptoms	of	COVID-19		
• The	importance	of	getng	a	COVID-19	test	and	staying	out	of	the	workplace	if	you	have	symptoms.	
• Our	symptom	screening	procedures	for	employees	and	all	other	visitors	to	the	workplace	
• Risk	of	exposure	to	COVID-19	on	the	job.	
• Cleaning	and	disinfecOon	schedules	and	procedures	for	our	workplace.		
• Control	measures	to	protect	employees	from	exposure	and	infecOon:		

o Requiring	employees	to	stay	home	when	sick.		

o Physical	distancing.	Employees	must	maintain	at	least	6’	of	separaOon	from	other	individuals	in	
the	workplace.	Since	infecOous	aerosols	can	travel	further	than	6’,	face	covering	are	required	
along	with	physical	distancing	at	all	indoor	workplaces.		

o Frequent	handwashing	with	soap	and	water	for	at	least	20	seconds,	or	using	hand	saniOzer	
when	handwashing	sinks	are	not	readily	accessible.		

o Proper	use	of	a	face	coverings	and	the	fact	that	a	face	covering	is	NOT	respiratory	protecOon.	

o Covering	coughs	and	sneezes.		
• Acceptable	PPE	and	proper	use.		
• What	to	do	if	they	are	sick	and	how	to	obtain	a	COVID-19	test.		
• InformaOon	on	COVID-19-related	leave	benefits	available	under	workers’	compensaOon	law,	the	

federal	Families	First	Coronavirus	Response	Act,	Labor	Code	secOons	248.1	and	248.5,	Labor	Code	
secOons	3212.86	through	3212.88,	local	governmental	requirements,	the	New	Heights	Charter	leave	
policies,	and	leave	guaranteed	by	contract.		

• The	contents	of	this	plan.		
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APPENDIX	A	-	MULTIPLE	COVID-19	INFECTIONS	AND	OUTBREAKS	

The	following	procedures	will	be	followed	whenever	there	are	three	or	more	COVID-19	cases	in	our	workplace	
within	a	14-day	period	or	the	workplace	has	been	idenOfied	by	the	Local	Health	Department	(LHD)	as	the	
locaOon	of	a	COVID-19	outbreak.	These	procedures	can	be	stopped	only	aSer	no	new	COVID-19	cases	are	
detected	at	our	workplace	for	a	14-day	period.		

Tes7ng		

Through	Valencia	Labs	(and	the	clinics	listed	above),	New	Heights	will	provide	tesOng	to	all	employees	at	no	
cost	during	working	hours	except	for	those	not	present	during	the	outbreak	period	defined	above.	This	tesOng	
will	be	done	immediately	aSer	determinaOon	of	an	outbreak,	and	then	again	one	week	later;	negaOve	test	
results	will	not	change	the	quaranOne	or	health	order	status	of	any	individual.	Following	these	two	tests,	we	
will	provide	conOnuous	tesOng	to	employees	in	the	workplace	during	the	defined	outbreak	period	at	least	
once	a	week,	or	more	frequently	if	recommended	by	the	LHD.	We	will	provide	addiOonal	tesOng	as	required	
by	the	Division	in	accordance	with	any	special	order	from	Cal/OSHA.	

Exclusion	from	the	Workplace		

The	following	employees	will	be	excluded	from	the	workplace	during	an	outbreak:	
• PosiOve	cases	unOl	return	to	work	requirements	are	met.	
• Employees	that	have	been	exposed	to	COVID-19	unOl	10	days	aSer	the	last	known	exposure.		

Employees	excluded	from	work	due	to	posiOve	diagnosis	or	exposure	but	otherwise	able	and	available	to	work	
will	maintain	their	earnings,	seniority,	and	all	other	rights	and	benefits.	InformaOon	on	available	benefits	will	
be	provided	at	the	Ome	of	exclusion.		

Workplace	Inves7ga7on,	Review,	and	Hazard	Correc7on		

We	will	invesOgate	all	workplace	illness	to	determine	potenOal	factors	in	the	workplace	that	could	have	
contributed	to	the	COVID-19	outbreak.	AddiOonally,	we	will	review	our	relevant	COVID-19	policies,	
procedures,	and	controls	and	we	will	implement	changes	needed	to	prevent	further	virus	spread.		

All	invesOgaOons	and	reviews	will	be	documented	to	include:	
• InvesOgaOon	of	new	or	conOnuing	COVID-19	hazards.	
• Review	of	our	leave	policies	and	pracOces,	including	whether	employees	are	discouraged	from	staying	

home	when	sick.	
• Review	of	our	COVID-19	tesOng	policies.	
• InvesOgaOon	of	the	sufficiency	of	outdoor	air.	
• InvesOgaOon	of	the	sufficiency	of	air	filtraOon.	
• InvesOgaOon	into	feasibility	of	physical	distancing.	

These	reviews	will	be	updated	every	30	days	that	an	outbreak	conOnues	with	new	informaOon,	new	or	
previously	unrecognized	COVID-19	hazards,	or	as	necessary.	We	will	make	changes	based	on	invesOgaOons	and	
reviews	to	reduce	the	spread	of	COVID-19	and	consider	such	acOons	as	moving	work	tasks	outdoors,	allowing	
employees	to	work	remotely,	increasing	outdoor	air	supply	to	our	indoor	workplaces,	improving	air	filtraOon	
to	the	highest	MERV	raOng	compaOble	with	our	air	handling	system,	increasing	physical	distancing	as	much	as	
possible,	providing	respiratory	protecOon,	or	other	possible	control	measures.		
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No7fica7ons	to	the	Local	Health	Department	(LHD)		

As	soon	as	possible	but	at	least	within	48-hours	of	knowledge,	Jamie	Parada	will	noOfy	our	LHD,	Los	Angeles	
County	Health	Department,	whenever	there	are	three	or	more	COVID-19	cases.	We	will	work	with	the	LHD	to	
carry	out	contact	tracing	and	follow	all	LHD	recommendaOons	including	temporary	closure	of	our	business	if	
advised.	We	will	provide	the	LHD	the	total	number	of	cases	and	for	each	case	the	following:	

• Name	
• Contact	informaOon	
• OccupaOon	
• Workplace	locaOon	
• Business	address	
• HospitalizaOon	and/or	fatality	status	
• North	American	Industry	ClassificaOon	System	(NAICS)	code	of	the	workplace	
• Any	other	informaOon	requested	

We	will	conOnue	to	update	the	LHD	with	addiOonal	case	informaOon	during	the	outbreak	period	unOl	there	
have	been	no	detected	COVID-19	cases	for	14	days.			
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APPENDIX	B	–	MAJOR	COVID-19	OUTBREAKS	

The	following	procedures	will	be	followed	whenever	there	are	20	or	more	COVID-19	cases	in	our	workplace	
within	a	30-day	period.	These	procedures	can	be	disconOnued	only	aSer	no	new	COVID-19	cases	are	detected	
at	our	workplace	for	a	14-day	period.		

Tes7ng		

New	Heights	will	provide	tesOng	to	all	employees	present	at	the	workplace	during	the	relevant	30-day	period	
and	who	remain	at	the	workplace	at	no	cost	during	working	hours.	TesOng	will	be	provided	twice	a	week	or	
more	frequently	if	recommended	by	the	Local	Health	Department	(LHD).	

Exclusion	from	the	Workplace		

The	following	employees	will	be	excluded	from	the	workplace:	
• PosiOve	cases	unOl	return	to	work	requirements	are	met.		
• Employees	that	have	been	exposed	to	COVID-19	unOl	10	days	aSer	the	last	known	exposure.	
• Employees	excluded	from	work	due	to	posiOve	diagnosis	or	exposure	but	otherwise	able	and	available	

to	work	will	maintain	their	earnings,	seniority,	and	all	other	rights	and	benefits.	InformaOon	on	
available	benefits	will	be	provided	at	the	Ome	of	exclusion.		

Inves7ga7on	of	Workplace	COVID-19	Illnesses		

We	will	implement	effecOve	procedures	for	verifying	COVID-19	case	status,	receiving	informaOon	regarding	
COVID-19	test	results	and	onset	of	COVID-19	symptoms,	and	idenOfying	and	recording	COVID-19	cases.	Upon	
noOficaOon	of	a	COVID-19	case,	we	will	do	the	following:		

1. Determine	the	day	and	Ome	the	COVID-19	case	was	last	present	at	the	workplace,	the	date	of	the	
posiOve	test/diagnosis,	and	the	date	the	COVID-19	case	first	experienced	symptoms.		

2. Determine	who	may	have	had	exposure	to	the	COVID-19	case	by	reviewing	the	case’s	acOviOes	during	
the	high	risk	period.		
• The	high-risk	period	for	persons	who	develop	symptoms	is	from	two	days	before	they	first	develop	

symptoms	unOl	10	days	aSer	symptoms	first	appeared	and	24	hours	have	passed	with	no	fever,	
without	the	use	of	fever-reducing	medicaOons,	and	symptoms	have	improved.	

• The	high-risk	period	for	persons	who	test	posi7ve	but	never	develop	symptoms	is	from	two	days	
before	unOl	10	days	aSer	their	first	posiOve	test	for	COVID-19	was	collected.		

3. Within	one	day	of	becoming	aware	of	a	posiOve	diagnosis,	Jamie	Parada	will	noOfy	in	wriOng	all	
employees,	and	subcontracted	employees,	who	were	potenOally	exposed	and	instruct	individuals	with	
close	contact	to	quaranOne	at	home.		
• CDC	defines	close	contact	as	being	within	six	feet	of	an	infected	person	for	15	cumula7ve	minutes	

or	more	over	a	24-hour	period	star7ng	2	days	prior	to	symptom	onset	un7l	the	sick	person	is	
isolated.		

4. Employees	with	potenOal	COVID-19	exposure	will	be	provided	with	informaOon	about	access	to	
COVID-19	tesOng,	which	will	be	offered	at	no	cost	during	working	hours,	and	the	possible	
consequences	of	a	posiOve	test.		

5. InvesOgate	whether	any	workplace	factors	contributed	to	the	risk	infecOon	and	how	to	further	reduce	
that	potenOal	exposure.		
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We	will	ensure	that	all	personal	idenOfying	informaOon	and	employee	medical	records	are	kept	confidenOal	
and	that	tesOng	and	medical	services	will	be	provided	in	a	manner	that	ensures	confidenOality	of	our	
employees.	Non-redacted	informaOon	on	COVID-19	cases	shall	be	provided	to	the	local	health	department,	
CDPH,	the	Division,	the	NaOonal	InsOtute	for	OccupaOonal	Safety	and	Health	(NIOSH),	or	as	otherwise	
required	by	law	immediately	upon	request.		

COVID-19	Hazard	Correc7on		

In	addiOon	to	the	engineering	controls,	administraOve	controls,	and	PPE	provisions	of	our	COVID-19	
PrevenOon	Program,	we	will	do	the	following:	

• Filter	recirculated	air	with	Minimum	Efficiency	ReporOng	Value	(MERV)	13	or	higher	efficiency	filters	if	
compaOble	with	our	venOlaOon	system.	If	MERV	13	or	higher	efficiency	filters	are	not	compaOble	with	
our	system,	we	will	use	the	highest	MERV	rated	filter	possible.		

• Evaluate	the	benefits	that	portable	or	mounted	High	Efficiency	ParOculate	Air	(HEPA)	filtraOon	units,	or	
other	air	cleaning	systems,	may	offer	in	reducing	the	risk	of	transmission	and	implemenOng	wherever	
possible.		

• Evaluate	the	need	for	respiratory	protecOon	or	changes	to	current	respiratory	protecOon	in	use.	Any	
respiratory	use	will	be	in	accordance	with	8CCR5144.	

• Implement	any	other	control	measures	necessary	by	the	issuance	of	an	Order	to	Take	Special	AcOon	by	
the	Division	in	accordance	with	8CCR332.3.	

No7fica7ons	to	the	Local	Health	Department	(LHD)		

As	soon	as	possible	but	at	least	within	48-hours	of	knowledge,	Jamie	Parada	will	noOfy	our	LHD,	Los	Angeles	
County	Health	Department,	whenever	there	are	three	or	more	COVID-19	cases.	We	will	work	with	the	LHD	to	
carry	out	contact	tracing	and	follow	all	LHD	recommendaOons	including	temporary	closure	of	our	business	if	
advised.	We	will	provide	the	LHD	the	total	number	of	cases	and	for	each	case	the	following:	

• Name	
• Contact	informaOon	
• OccupaOon	
• Workplace	locaOon	
• Business	address	
• HospitalizaOon	and/or	fatality	status	
• North	American	Industry	ClassificaOon	System	(NAICS)	code	of	the	workplace	
• Any	other	informaOon	requested	

We	will	conOnue	to	update	the	LHD	with	addiOonal	case	informaOon	during	the	outbreak	period	unOl	there	
have	been	no	detected	COVID-19	cases	for	14	days.			
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