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maintain social distancing as required by the CDC, NYS and 
Chautauqua County Health Department





CORNELL COOPERATIVE EXTENSION - COVID-19 REOPENING SAFETY PLAN

CCE-  Specific Procedures/Protocol: 

Legal / General Considerations 
CCE-  re-opening will be minimally compliant with all legal requirements at the federal, state
and local level.
Consideration towards flexibility will be made as possible during this time.

o Childcare or other personal family needs.

Safety Team/Overall Leadership 
Definition of “reopening”

o Staff are present in the building on a limited/rotating basis to allow for continued social distancing.
o Office will be open the public, appointments are encouraged. Office intercom will be used to greet 

visitors
Staff Considerations

o Staff Schedule
 A staff schedule will be kept; any staff wishing to modify or adjust their schedule must request 

permission form their supervisor
o Use of common areas is restricted

Conference room meetings should be signed out for use via the JCC use request forms, and 
cleaned and  disinfected after use
The kitchen is to be used on a limited basis and preference of use is given to nutrition educators 
preparing for classes. Room should be cleaned and disinfected after use.

Face covering and other PPE Requirements (per NYS and CDC)
o Association has secured face coverings for staff or staff may use handmade coverings.
o Gloves must be used when handling money or 
o

Health screening process.
o Monitoring for symptoms with Daily Questionnaire – digital.

o Staff are required to take temperature in the morning before they leave home. If
they have a fever, they are not to come to the office.

o Wash hands  immediately upon entering the building.
Business Travel

o Currently no business travel will be allowed without prior permission from the 
Executive Director.



CORNELL COOPERATIVE EXTENSION - COVID-19 REOPENING SAFETY PLAN

Facilities 
 The CCE-  office will be open to the public.

o  is available for lab diagnostics program  

o Staff may enter using ANY door, so as not to create a flow of traffic in the front office area.
o JCC will keep doors on one end of the building unlocked during regular business 

hours. (currently 8am - 5 pm)
o Staff should continue to note on  their location (in office/out).

o Outside gardens and sheds
o PPE and 6 feet apart
o Must be approved by program leader

Office Cleaning/Maintenance

o J Cleaning Service will continue to do maintenance cleaning 
o Workday Cleaning

o Any common equipment touched by a staff member must be wiped immediately after
use.
 Refrigerator, Microwave, Coffee Machine, Cupboards, Bathrooms
 Disinfectant spray/paper towel

o All individual offices must be wiped down completely at the end of each work day.
 Desks, Chairs, Tables, Door Handles, Phone, etc.
 Disinfectant spray/paper towel
 Use IT cleaning procedures for computer, mouse, and other equipment.

o Do not enter another person’s office unless necessary to access equipment.
o Last person to leave is responsible to disinfect office entrance door knob before

exiting the building.
o General Disinfecting

 The office team will be responsible to wipe down common areas
 and door at the beginning of

each day
o Kitchen

o There will be no shared snacks or food.
o All equipment must be cleaned after use by each staff member.
o



CORNELL COOPERATIVE EXTENSION - COVID-19 REOPENING SAFETY PLAN

Communications 
Internal to staff

o Individual discussions with each staff to determine “return to work” needs.
o COVID-19 SOP developed and updated

External to community, stakeholders, funders, etc.
o Newsletter update
o Social Media
o Website
o Volunteer email

Information Technology 

Phone systems - messages and forwarding updated to reflect current status.

Human Resources 

Safety First
o Implementation and enforcement of these standards are important, especially if COVID-19

outbreaks return, as some experts predict.
o Employees that are concerned protocol is not being followed may contact the Executive Director

without repercussion.
o Business Continuity Plan

 If a staff member begins to exhibit symptoms or tests positively for COVID-19 they are
required to:

o Contact the CCE-  Executive Director immediately.
o Call (888) 364-3065 or visit covid19screening.health.ny.gov

 Contact tracing will take place and individuals in contact within the work setting (staff,
visitors, clients) will be notified.

 An internal notice will be sent to all staff and Board of Directors.
 If the staff member was working at the office, the office will be closed for commercial

disinfection purposes and re-opened as appropriate.
 If the Health Department places the county/state on PAUSE again, all staff will return to

Work from Home so programs can continue uninterrupted.
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Work from Home
o Under specific circumstances WFH be permitted, with formal plan in place. 
o Employee requests to work from home (isolation, care for a family member, social-distancing 

precaution, reasonable accommodation)
o Required by the employer (density reduction, social distancing, isolation/signs of illness, returning 

from travel, exposed to a contagious individual)

Harassment/Anti-Retaliation policies
o Association must prohibit harassment or discrimination based on COVID-19–positive test results
o Other Leave policies (vacation, sick, personal, Unpaid Leave, FMLA) continue.

Board and Governance 
 Board and Committee meetings will continue to be run through

Zoom, with an in person option when available. 
 BOD minutes will continue to be 

Signature Page 

Affirm you have reviewed and understand the state-issued industry guidelines, and that you will 
implement them. 

Employee: _____________________________________ Date: _________________________ 

Executive Director: ___ ______________ Date: _____ ne 1, 021_______ 




