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1. [bookmark: _Executive_Summary]Executive Summary

Are UK Businesses prepared for the change in dynamics to come in the events of Covid-19? How will the effects of the Pandemic influence shifts in workplace behaviour? 
These are some of the concerns many organisations are currently undergoing during such uncertain times. However, they can most certainly start acknowledging the ‘new normal’ and start to apply critical thinking to the health and safety of their employees and work environments in order to maintain efficient and effective. In this report we looked at how Egg Free Cake Box has managed to maintain their business in the Food Industry. As they anticipate the changes in employees’ beliefs, attitudes and values, this report highlights how this organisation has taken action to ensure employees are supported as well as the hygiene safety of their products and customers. And how the R.E.D Model can assist them in further critical thinking methods. So how will the maintain production and service throughout the event of Covid 19? We identify how the ‘Scanlon Plan Theory’ is an effective management plan for Egg Free Cake Box to sustain their business and continue to grow as they become more resilient towards the impacts of the Pandemic.


2. [bookmark: _Introduction]Introduction

The sudden approach of Covid-19 caused non-essential organisations to close for business, this instilled fear into employees, who were now worried about working alongside colleagues, travelling to work and most of all the impact these factors could have on their health.
It was now under extensive circumstances that critical thinking was applied within the workplace, forcing employees to consider all the internal factors that could have a heavy effect on the organisation. Under the Food Safety Act 1990, the well-being of staff in the workplace had to be reassessed under the new Health and Hygiene Guidelines.
The Franchises (branches/Kiosks) also, was at risk of losses, based on the fact that they were not considered essential. This would’ve affected owners in various ways such as; ownership liabilities (rent and utilities,) personal finances and change in circumstances causing potential debt and loss in investments. Shareholders were also at risk of losing shares in the organisation, if a new structure wasn’t applied immediately.

The purpose of this report is to analyse how introducing changes that are in accordance with the new Government guidelines for Covid-19, will create solution for the external factors that are currently creating challenges for organisations internally. It is important that these solutions for change create a positive impact on both employees and employers, preparing them for any future economic changes.
This study could benefit all types of businesses, as all industries in the working sector have had to adjust during this time. The negative impact on organisations including, employees not wanting to wear PPE or just simply being exempt from PPE, not wanting to get tested and follow self-isolation procedures, has resulted in many employers losing their staff due to becoming sick, bereavements, other staff wanting to protect their family at home, working parents who have had to stop working due to no childcare because schools and nurseries have closed etc.
The various beliefs, values and attitudes within the workplace have been disturbed amongst employers and employees, heavily impacting on the organisation’s ethos.

In the first section of this report, we will be looking at a Public Limited Company and Franchisee by the name of Egg Free Cake Box (Cake Box holdings PLC) and their history. Also, an in-depth critical analysation on the impact of Covid-19 on individuals’ day-to-day lives, health and well-being as well as returning to the workplace. We gathered some information on Egg Free Cake Box in regard to the rapid changes that they have taken into consideration, via the Health and Safety Manager’s COVID-19 Update video. This gives us an insight on the workplace changes and how this will impact on workplace behaviour.

It would be intriguing to determine this organisations strategic planning for the next annual period… so the second section of this report is where we will look at the importance of critical thinking as a Leader of an organisation and why using the ‘R.E.D Model’ can assist in Egg Free Cake box’s future performance, especially with sustaining the impact of Covid-19.

Further to these findings, in the third section I will discuss how the ‘Scanlon Plan Theory’ is suitably connected to the organizations structure and supports the critical thinking strategy I would deem logical for this particular workplace behaviour. In this report it is our aim to finalize ideas that maybe beneficial to this organisation, in order to maintain their brand and develop sustainability in the market.

                                                                              
3. Egg Free Cake Box

Egg Free Cake Box (Cake Box holdings PLC) is a Public Limited Company and a Franchise in the UK. This brand began on their journey in 2008 when they opened their first small store, now currently having 174+ branches in 2020, they’ve continued to open more branches to this date.
ECB is family orientated ran business, who believe that holding on to family values results in the success of Egg Free Cake Box. They take great pride in ensuring that their customers’ benefit from these values by baking and decorating cakes with love, and delivering exceptional customer service knowing that they are being allowed into a person’s family, when making a cake for their special occasion.
All of their products are 100% egg free and cater to a strict lacto vegetarian diet, making it a safe option for anyone with egg allergies at parties. (Egg Free Cake Box, 2020)

Operational Highlights

· 133 franchise stores in operation as at 31 March 2020 
· 20 new franchise stores added in the period (2019: 27 new franchise stores) 
· As part of a trial 12 kiosk stores opened in the year in various shopping centre locations 
· Successful launch of new product ranges including salted caramel and red velvet cakes 
· Recruitment of four regional area managers to help support further growth 
· New Bradford warehouse and distribution facility in operation (Egg Free Cake Box, 2020)

Franchise Model

Our franchise model has underpinned our success as a business to date, as we have grown to 133 franchise stores operated by 70 franchisees since opening our first shop in 2008. We believe that the focus we have on our people and our franchisees who, as owner occupiers, are driven to increase sales and offer exceptional customer service with the support of Head Office, will allow us to continue delivering resilient sales growth. (Egg Free Cake Box, 2020)


[bookmark: _3.1_Covid-19]3.1 Covid-19

In less than three months, COVID-19 has radically redefined how we relate to space and to each other. Compare today to March of this year: face masks are now an everyday accessory. We wait to enter grocery stores in six-foot-spaced queues without a second thought. And we cross the street to avoid people not as a snub, but to protect our health and others’. Sustained periods of hardship are known to change human psychology and behaviour, sometimes permanently. Pandemic mitigation itself requires mass, coordinated behavioural change to succeed. As people return to offices in the coming months, we should expect those who have adapted to social distance and working from home to bring a set of new concerns, expectations and even unconscious reactions to situations that previously seemed harmless and normal. The importance of business continuity through the pandemic makes it incumbent upon employers to reshape the workplace to make workers feel comfortable, supported and able to do their jobs effectively.
The challenge is clear. Workplaces must adapt. Yet, how do we design a workplace that responds not just to fear and anxiety, or the invisible threat of germs, but the full range of learned behaviours and attitudes that have evolved through the COVID-19 crisis?
In the last decade, employers have increasingly prioritized employee wellness, including mental health, understanding that happiness and productivity go hand in hand. Many employers are initiating workplace assessments to identify where physical changes can help mitigate germs. If they go one step further to examine the problem holistically from the user perspective, taking into account COVID-19-related attitude and behavioural shifts, they will succeed in creating a powerful support tool for worker morale, public health and business continuity.
We’ve narrowed down a list of five behaviour and attitude shifts we predict will have the heaviest impact on the corporate workplace along with recommendations for meeting these challenges. (Cerutti & Grodoski, 2020)

1. Individuals will now have an intense awareness to public spaces, surfaces and other individuals.
2. Individuals are now conscious and consistently concerned about their personal safety.
3. An increase in need of support for Individuals’ mental health and well-being.
4. Social Distancing will build a stronger community
5. Individuals will now deem work flexibility a compulsory requirement rather than just an advantage.


[bookmark: _Egg_Free_Cake]Egg Free Cake Box – Covid-19

The COVID-19 pandemic has been unprecedented in scale and impact, and we have taken swift and decisive action to protect our customers, colleagues, franchisees, and the communities in which we operate, by implementing the necessary steps to safeguard our business through the crisis, in line with UK Government guidelines. Whilst we remain in an uncertain and difficult situation for the country, Cake Box’s values have ensured that we do things in the right way. I am very grateful and proud of the efforts of all our staff in Enfield and franchisees across our store estate, who have been supporting the effort in their local communities by sending thousands of our cakes to front line workers, especially the NHS. There remains much uncertainty about the virus and how long it will continue to impact our business, our customers, and the wider public and economy, but I am confident that we have the financial and operational resilience to withstand the various challenges, emerge from the crisis and return to serving our loyal customer base whilst continuing to pursue our growth plans. (Egg Free Cake Box, 2020)


Covid-19 Update

Our Food Safety Management System ensures that we pay careful attention to personal and environmental hygiene, especially where our cakes are baked and prepared.    We believe that food should always be safe for consumption.   With COVID-19, we have increased operational levels to include social distancing, (as far as is reasonably practicable) provided a range of PPE, and stepped-up surveillance of both hand and personal hygiene measures to ensure that there are no margins for error or cross contamination.  All staff have been trained by various internal media of our new strategies, and we will continue to put safety at the forefront of our business. Our people will continue to work safely and carefully whilst they bake and create celebration cakes to be consumed safely by our customers. (Egg Free Cake Box, 2020)

According to Health and Safety Manager Nevita Irish (Irish, 2020), it is important that the organisation continues to produce delicious cakes as well as cakes that are safe to eat. In alignment with the Government, NHS and Food Safety Industry Guidelines, they have implemented new measures to minimize risks to staff and customers as they re-open their branches. 

Some of the measures include:
· Social Distancing
· New PPE for everyday use
· Extra cleaning and Sanitizing 
· Educating staff on new safety measures and guidelines
· Required sign posts around workplaces and branches
· External Cleaning and sanitizing areas for warehouse equipment
· External Handwashing sink
· Protected desk screens in office areas (Irish, 2020)
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Appendix A

As mentioned Earlier in this report, ECB take great pride in working as a team with family-like values. It is important that as a CEO your beliefs are very transparent to employees, as this is the behaviour that sets the president for the environment and overall success of the brand.
Just like ‘Family Values’ workplace values will define your brand as a whole. Therefore, it is important that everyone in the workplace’s values is in alignment, as this encourages great working relationships, excellent communication and understanding which helps focus on the main purpose of the organisation.
If these values are not shared amongst the workplace, it is highly likely that the overall performance of the organisation will be affected, due to lack of efficiency in job roles, variated views and opinions and different targets/goals, which will most possibly lead to the organisations main goal not being achieved.
So, ECB working as a team in a family like manner has so far played a huge part in their success this far, allowing them to maintain great quality products and consistency in customer service.

When employees share the same beliefs as their employer, their work performance is deemed efficient. To maintain such efficiency employers usually encourage employees to complete Personal Development Plans to help them set goals/targets that can be reviewed after an appropriate period of time. These types of methods help both employees and employers to track work performance, build value and maintain efficiency. As well as these types of methods, employees need to be clear on how their job position contributes to the organisational performance. It is also important that as a leader of an organisation your customers/clients see both you and your teams’ passion and belief in the brand and its ethos, because if you don’t value your own brand, who will?

What is Attitude?
An attitude is a psychological state of mind. It is the way a person thinks about situations, and it ultimately determines a person's behaviour. In the workplace, employees can have either a positive or negative attitude about specific work tasks, products or services, co-workers or management, or the company as a whole.
Bad attitudes result in apathy to daily tasks. Employees are easily agitated by minor problems. Tasks are completed at substandard levels.

Positive attitudes among employees make workdays more enjoyable. Tasks are performed to a higher standard and without complaint. An example of a positive employee attitude occurs when an employee views a negative customer service call as an opportunity to change the narrative for the customer from a bad experience to a good one.

What is Behaviour?
Behaviour is defined by the actions of a person based on specific stimuli. At work, employee behaviour is triggered by actions such as greeting customers, talking to co-workers and interacting with management. Managers note employee reactions to deadlines, difficult work tasks and problems. An example of a negative employee behaviour occurs when an employee tells an upset customer to "take their business somewhere else" if the customer isn't happy. (Leonard, 2019)


As a leader of your organisation, it is your responsibility to scope for like-minded individuals who can maintain a healthy lifestyle balance, which includes personal and at work. As well as beliefs and values contributing to employees’ workplace attitudes and behaviours, it is also a known fact the personal circumstances and issues outside of the workplace can have an impact on an employees’ job role. Some of these circumstance and issues could be:

· Childcare
· Being a Carer for Elderly Family Member
· Housing Issues
· Health – Temporary Disabilities, Minor Disabilities etc.
· Maternity

This means, that the organisation should have support in place for these employees as by law, they are not within in their rights to fire them under these circumstances. These are problems that may not always be visible when undergoing the recruitment process, but developed over time or during employment, certain laws and regulations have been put in place by the government to guide organisations on how they need to support their employees, such as the Equality Act 2010 – Discrimination against Disability, Discrimination against working mums, flexible working and more.

Employers can attempt to prevent negative attitudes and behaviours in the workplace by focusing on the things they CAN control in terms of how employees are feeling IN the workplace.
As you may already be aware, some employers have a thorough recruitment process that helps them to scope for individuals who already carry similar workplace beliefs and values, as this often determines the type of attitude and behaviour, they will have towards their job role. Some interview techniques consist of:

· Customer Focused Interview Questions
· Workplace Scenario Questions
· Assessment based Interview
· Group Interviews



[bookmark: _3.3_Critical_Thinking]3.3 Critical Thinking

Appendix B

Critical thinking is important in an organisation as this is the process applied to make healthy decisions in the workplace that will benefit organisational performance. Some individuals are natural critical thinkers and are also considered Empaths, often pre-assessing individuals’ state of minds, emotions and intentions. These are the type of individuals often find solutions to most issues whether they are directly involved or not. However, not all individuals have this natural ability therefore, it becomes a skill that has to be indoctrinated in the workplace and applied within the workplace culture.

According to NCTE Ambassador Lindsay Schneider (Schneider, 2020), empathy is the highest level of critical thinking. Leaders often spend a lot of time undergoing research and creating plans to help individuals develop critical thinking. However, the highest and most imperative reasoning we can study is ‘empathy.’ In order to analyse and understand individuals’ behaviour via environmental settings, intellect etc. we need to first implement a critical analysis and expose ourselves to the feelings and life experiences of others.

Through critical thinking, writing, reading, and re-reading, we analyse texts and authors’ craft in order to both gain empathy for lives we have not lived and for experiences we have not had, all while meeting a new character whom we come to care for deeply. (Schneider, 2020)


[bookmark: _3.4_Egg_Free]3.4 Egg Free Cake Box

[bookmark: _Response_to_COVID-19]Response to COVID-19 

Like other businesses across the UK and around the world, managing the impact of COVID-19 has been a primary focus for the Group since the outbreak of the pandemic. Our first priority has remained the health, safety and wellbeing of our customers, colleagues, franchisees and their staff and the communities in which we operate across the country. 
Following updated UK Government advice on 23 March 2020, we closed all of our franchise stores as we looked to protect our staff, franchisees and customers and also to help relieve any further pressure on our NHS. 
We looked at all possible routes to support franchisees amidst the crisis, in particular, assisting them in applying for the Government's Retail, Hospitality and Leisure Grant which has and will continue to provide a significant level of support. We have also been providing franchisees with advice and assistance relating to the furloughing of staff, whilst providing flexibility in certain payment terms where appropriate. In addition, we welcomed the UK Government’s announcement that our franchisees will not have to pay business rates for 12 months. 
At Group level, we applied to the Government's Job Retention Scheme in relation to Head Office, Warehouse and Bakery staff in order to protect the jobs of the workforce due to the closure during the current crisis. We also took all other appropriate cost saving measures, including cutting discretionary marketing spend. 
As a result of the above, noting that our franchise stores have relatively low levels of rent and overheads, we are very confident that our franchisees will be able to navigate this unprecedented period. 
As the COVID-19 situation and Government guidance has evolved since the end of March, we have made careful steps to gradually re-introduce a limited service to customers, through our Click & Collect service. As announced on 11 May 2020, having reviewed our operations, consulted with our franchisees and listened to their employees and customers, we finalised new ways of working that allowed franchisees to begin to open their stores, whilst ensuring the safety of our franchisees and their employees by putting into place social distancing measures and issuing appropriate personal protective equipment (PPE) to all franchisees for their staff. 
Accordingly, as at 1 June 2020, we had 131 of our 133 franchise stores open, offering a limited menu of products. Initial demand from customers has been encouraging, with 75% of stores trading at pre COVID-19 levels. 
Production has now resumed across all sites, where we have also implemented new health and safety procedures and are operating with reduced staffing levels to maintain the appropriate distancing. 
We will continue to keep all measures under review, prioritising the safety of all of our stakeholders. (Egg Free Cake Box, 2020)
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Watson-Glaser Development 1926-2013 

The Watson-Glaser has a distinguished history, dating back to its initial development in the 1920s and regular revisions and enhancements have ensured that the test still remains a leading critical thinking appraisal tool today. It has been used in thousands of private and public sector organisations worldwide as a selection and development tool and in academic settings. It is widely used throughout the law sector to help organisations recruit new employees. (TalentLens, 2013)


Critical thinking can be organised into a "RED Model," an organising framework to facilitate learning: 

Recognise Assumptions

During Covid-19, ECB have a clear understanding that as a Food Business, it is important that their staff are practicing exceptional hygiene, health and safety, in both the warehouse and store branches. 
According to the Government Guidelines, extra health and safety measures must be implemented in the workplace due to Covid-19, to help minimize risks of Coronavirus spreading amongst staff and the public.
Since implementing the new guidelines as outlined in Egg Free Cake Box – Covid-19 by the Health and Safety Manager, ECB will need to ensure that all staff are briefed on factual information and new workplace practices/procedures. This can be done via team meetings, with a follow up of emails/letters sent out with meeting minutes, which will include direct website links to the Government and NHS guidelines, and be kept up to date as and when required.
Although as an organisation it is their responsibility to follow Government guidelines, there are loop holes in factual information given, that may push employees’ workplace beliefs, values, attitudes and behaviour to differ. 
The key shareholders have analysed the current circumstances and are in no question as to whether there is still a demand for ECB’s products in the market. They proceed on to follow the appropriate guidelines, ensuring that all staff are supported and safe, so that the business can stay producing products for their customers.


Evaluate Arguments

Over the last year, living through a Pandemic has changed many individuals, in terms of their mind set, beliefs and morals. Some issues may rise with those staff whose beliefs may vary from the majority due to difference in culture, religion etc. as they are viewing Covid-19 as a ‘Conspiracy’ and do not believe in wearing PPE, social distancing or taking the vaccine.
Such as the fact that although guidelines are being followed amongst the public, outside, in homes and in workplaces, people are still being tested positive for Covid-19, some losing their loved ones as well as their own lives, even those who have been vaccinated. The difference in views will heavily affect attitude and behaviour in the workplace.
Whilst the Government has issued appropriate exemption badges, there is no strict eligibility or definitive guidelines for who can wear one in public. For example, a simple exemption sign can be shown via a mobile phone or applied for free of charge via the TFL website. 
It is therefore important that ECB create a strict policy where necessary, ensuring that a GP’s certificate is received by Human Resources to confirm their exemption from wearing PPE.
Before implementing any new polices, the responsibility falls on the Health and Safety Manager and HR Team to have a meeting with Managers and Directors on how they are going to handle these issues in the best possible way.
Any new procedures/policies will have to be made prominent as the staff return to work in a staggered form. This means a meeting every time someone else returns, with follow up emails.


Draw Conclusions 

ECB can continue to provide great standards of service to customers, as long as they ensure that all staff are working safely and taking the new Government and NHS guidelines seriously moving forward. 

Here are the main things they need to have in place to be prepared for future changes throughout the Pandemic:

· Employee Health and Food Safety Checklist for Human and Animal Food Operations During the Covid-19 Pandemic
· Covid-19 Workplace Checklist
· Health and Safety Risk Assessment
· Information on personal and surfaced hygiene
· Information on Ventilation in the workplace
· Vulnerable Employee Guidance and Support
· Furlough Employee Guidance and Support
· Guidance and Support for Employees working from home
· Clear and informative annual reports and updates for Investors and Shareholders

Appendix C

Appendix D
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One of the systems implemented in most organisations, is a ‘Profit Sharing Plan,’ where the system automatically pays employees once overall target performance goals have been met (making profit over an annual period. This plan however, differs to ‘Gainsharing Plans,’ where systems are implemented in the workplace for employees to grasp the concept of ‘work and reward’ amongst themselves and their colleagues. In order to reach the organisations overall key targets, the incentive of receiving bonus pay outs as a reward every month, is motivated by regular review of employee/team performance and feedback to encourage motivation, growth and efficiency, which reflects o the overall organisations performance.

Various Gainsharing Plans:
· Scanlon Plan
· Improshare
· Rucker Plan
· Custom Plan


The Scanlon Plan

The Scanlon Plan (SP) is a systematic approach to enhancing organizational effectiveness through a formal participation program and a financial bonus. It has met with varying degrees of success. The present study is an investigation of factors that account for this variation in success. SP success was found to be positively related to the average level of participation in decision making reported by employees, to the number of years a company had had an SP, managerial attitudes, chief executive officer's attitudes, and expected level of SP success; but not related to company size. (White, 1979)  

Advantage 

· Profit Increase
· Profit Sharing
· Motivated Employees
· Work and Reward 
· Financial Growth
· Increased Productivity
· Increased Efficiency

Disadvantage

· Installation of the plan – Time Consuming
· Requirement of Vital Data Sharing - Finances

Though information on whether ECB currently uses a Profit Sharing or Gainsharing Plan, for the nature of the business, it’s fair to assume that as a PLC and Franchisee, they would most probably use a Profit Sharing Plan, as it involves less risks and encourages Investors to buy into shares and employees/public interests to buy into a franchise.
However, a Gainsharing Plan such as the Scanlon Plan, will also be very beneficial to ECB in this current time, especially as individuals are vastly becoming demotivated by the impact of Covid-19.

As time moves forward, the uncertainty of where things are heading at this moment are unclear, and unfortunately many businesses have had to suffer the worst end this Pandemic already. Therefore, it is important that organisations who have managed to survive this far, now look at how they can prepare for future changes in the market and the economy.
ECB have the advantage of being a part of the Food Industry, which stays in high demand. This doesn’t mean however, that business can’t become at risk in the near future.
The core employees of this organisation are those who are situated in the ECB warehouse where their delicious cakes are baked and distributed to store branches. With the Covid-19 restrictions now in place, as well as individuals highly concerned about their health and well-being, financial stability is an additional worry for employees now more than ever, so sustaining a job during this time is very important. 

So how can ECB ensure that they create a win-win management plan for the sustainability of their business?
Implementing the Scanlon Plan would consist of a Management Team meeting (Managers, Directors, Human Resources) to first apply critical thinking to the well-being of employees and the sustainability of the organisation. Then to propose and discuss the plan and bring everyone board, as this is going to be a time-consuming process and will require sharing of vital data, that the organisation has to be willing to share to ensure full implementation of the Scanlon system.
Once agreed that this plan will contribute to the organisation sustainability, Employees are entitled to a team meeting, where this gainsharing plan will be discussed including what is expected of them to increase their opportunity of being rewarded, their actions will also be a contribution to the overall organisation performance and profits. These actions can include team meetings, that allow employees to initiate and share ideas that can facilitate organisational performance and growth. With the consistency of these actions, employees will start to see the benefits of working as a team and this will lead to increased productivity, increased profits, and receiving rewards on a monthly basis. This will impact on the ECB’s annual performance, and help the to sustain a healthy business moving forward in the midst of the Pandemic.




[bookmark: _4._Conclusion_and]4. Conclusion and Recommendations

Based on the information gathered in this report, Egg Free Cake Box has proven to be a thriving organisation who has the potential to sustain a great business, even with the impact of Covid-19 in the initial stages. The future of their business looks remarkably promising.
During this current climate, workplace beliefs, values and attitudes will be more of a challenge for managers than before, however with careful due diligence, suggesting they use the R.E.D Model, most organisations including ECB, can indubitably create a safe and harmonious work environment for all employees and reduce as much levels of work-stress possible. Although this will still be challenging with the external issues having a major impact, ECB can only attempt to grasp stability of the internal issues, likewise other businesses. As discussed in 3.6 Gainsharing Plans the Scanlon Plan would be an effective plan for management and employees moving forward.

Future businesses aiming to be a part of the Food industry can definitely use the findings and suggestions in this report for future reference, to get a head start at gaining a prosperous business venture in the long-term that can create a healthy workplace culture and sustainability.
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Task1

What do you understand by beliefs, values, attitudes and emotions?
"How have these factors influenced in shaping your personalities?
What i the importance?

What i the impact on organisational performance?

Our beliefs, values, attitudes and emotions are a natural instinct in which we use our
judgement of people and situations. By default, we gravitate towards people who share the
same if not similar core values and beliefs as us like religion, moral values, cultural
backgrounds etc.

It could possibly have us at  loss, if we choose not to be opened minded and respect others’
beliefs, Values, attitudes and emotions, i different from our own can either cause
controversy and conflct, or f in fact people hold the same standards, cause a harmonial
environment where everyone can relate and work well together.

+The Importance of beliefs, values, attitudes and emotions is that they can be used to
innovate, maintain and produce an outcorme, Therefore, we can often lear from others,
socialise with others, adapt to different environments, as well as finding like-minded
individuals, either way it llows us to live in our chosen purpose comfortably.

+ Inan organisational environment, beliefs, values, attitudes and emotions often need to be in

alignment with the workplace culture, which is normeally set by the CEO. It therefore.

important that when employers are hiring new staf, they look for individuals who are like
minded to their beliefs, values, attitudes and emotions or are willing to adapt. If employees
are not hired accordingly, this can cause confiict in the workplace due to employees having
different core values, moral standards, cultural backgrounds, religion etc. which then affects
the employees work performance, which then has an impact on the overall organisational
performance causing staff resignations, taff shortage, inefficiency, high staff turnover and

‘many more,
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] WEEK ONE
] 15621
i Task1
E Give an Example/Experience of when you have used Critical Thinking...
] My brand focuses on natural feminine products for feminine hygiene, so1 applied criticalthinking by
o building a specific page on my website to inform women of the noticeable symptoms & bacteria my
i products WILL NOT aid. This s to ensure that they have medical check done prior to using my
- products, which will avoid any disatisfaction with the use of any ~ including negative reviews and
] feedback on the brand as whole, as this could potentially ruin the reputation. So | make sure that all
B product descriptions are thorough and direct customers to the care page, encouraging them to read
] through before purchase. Additionally, | send information and instruction leaflets along with the
El products that require extra care, and | am also happy to speak with customers via emal, telephone,
] Social media etc. directly to ensure that they have a given the best guidance possible and are
£l purchasing sutable products to aid the right symptoms. This allows the customer to feel
- comfortable and trust in the brand due the warm customer service they receive. It builds a great
4 rapport and loyalty and keeps my female customers purchasing regularly as they see it more as an
] investment for self-care rather than an unnecessary expense. Win-Win!
4 3P’sof CSR
B > Ppeople
] > profit
5 > Planet
] 7P's of Extended Marketing Mix
K > product
B > Price
] > Place
E > Promotion
] > People
a > Process
] > Physical Evidence
a
E 3vs
4 > Variety
& > velocity
M > Volume =
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'COVID-19 Safe Workplace Checklist

Asthe Government and NI Executive contemplate easing COVID-19related workplace restrictions,
‘employers must start considering how best to cope withan array ofssuesincluding how to restart
‘operations, reconfigure the workplace,reintegrate remote- working o furloughed employees,
implement new safe working practices, ensure on-going compliancetosocial dstancing measures etc.
Employers who proactively plan fo these challenges willbe best positioned to adapt to the “newnormal”, . Workplace Risk Management and Mitigation

COVID-19 Checklist Contents

. Workplace Risk Assessment

‘While not exhaustiv this checkist i focused on helping employers dentify practical measures to consider . Preparing the Workplace
inorder tomake their workplace safe. You must, of course,ensure that your business s complying withall

thelatest quidance,rules and estrictions on when and how it can operate. We thereforesuggest thatyou
‘complete thischeckiit in tandem with reading the guidance below and any other guidance that s relevant
toyourbusiness / sector.

. Workplace Social Distancing
a. Comingtoworkand leaving work

www.govuk ‘govuk guidance COVID-18 working safely b. Movingaround buidings andworksites

NIDirect nidirect govuk COVID-19
Workplaces and Workstations

nibusinessinfo.co.uk nibusinessinfo.co.uk

Health and Safety Executive NI hseni Meetings

Public Health Agency pha e. Commonreas

HealthandSafety Executive #. Securityandother incidents

Hierarchy ofRisk . Workplace Management o Customers,Visitors, Contractors, Supplerstc
Risks should b reduced tothelowestreasonablypracticableevel by taking preventativ messures.

The tablebelow sets out the order o fllow when pianning orecucetheisk from COVID-19, Consider . Workplace Cleaning and Sanitising
the headingsinthe oder shown, oot simpy mp o the easies control measuretoimplement

providing PPE. . Workplace PPE
Redesign theob, workplace orvorkflow so ht the hazard s emoved
oreliminated. For example,create ne.-way flows andmovetables, desks,
equipment o espect respect thesocialdstancing requirements

WorkForce Management:

a. Organise workto minimise contact between employees
Replace the material process or practicewith aless hazardous one.

2 Substitution Care should be taken'to ensure the alternative ssafer than the original b Workrelated travel, field workers, accommodation andvisits

Use equipment o other means to controlisk. Separate the hazard from

3 Engineering Controls | orkers by methodsschas enclosing, guarding, screeningec . Wokplace-~Inbound and Outbound Goods

Reduce thetime employees are exposed to the hazard. For example
jobrotation, spiit shifts, stagger start / inish times / breaks tc.,
increase safety signage and performing regularrsk assessments,

"PPEshould ot be yourstarting point.If chosen, PPE should be selected

5. Personal Protective andfitted by the person who uses it. Your people must e trainedinthe

Clothingand Equipment | corrct function and fimitations of each tem of PPE, including - correct
donningand dofing.
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Businesses need toask some ritcal questions about their workplaces and
"howtheywillbe able to comply with COVID-19socil distancing measues.

when they resumewrking. Use this checklis toidentify possible areas that

youwillneed to action to comply with COVID-19measures and retrictions

intheworkplace.

Consider the ollowing questions and answier ether YES or NO. Where you have answered NO this might
identify potential actions you need to considerto protect your employees and workplace. You can use
the lanning templateafter each section o capture action areas youneedto consider

1.COVID-19 Workplace Risk Assessment:
Have you ead the latest quidelines on making your workplace COVID-19secure?
1FNO please followthelinks on thefront page ofthis checklist and any other relevant guidelings
Have you condiucted a COVID-19riskassessment forthe workplace and associated areas?
Didyouinvolveworkers, Trade Unions et in theriskassessment?
Have you communicated the esults from theisk assessment?
Have you ncorporated or acted on any feedback eceived?
Have you estabished  process for continuing isk assessment a quidance changes?

Have youidentified a rocess and systemto conduct COVID-19.daly / weekly checks or audits?

2.COVID-19 Workplace Risk Management and Mitigation:
Have youestabiished an action plan based onthe resuts from your COVID-I9riskassessment?
Have you communicated this action plan toyour employees?
Have you implemented this panin full

Have you reviewed the effectiveness of the measuresimplementedin reducing therisk?

Have youirvoived youremployees in provding eedback on heeffechensssf these

Have you a process nplace for people to aise concerns orimprovement ideas?

‘Whereyou have responded NO what are the areas /issues you need to consider for action?

Area/ Issue to Considerfor Action

3.COVID-19 Preparing the Workplace:

Have you considered whos essentialto be on-site? . officestaff should work from home.
ifatallpossible.

Have you planned o the minimum numberof people needed onsite to operate safely
andeffectively?

Have you considered bringingn shift patterns soless staffarein theworkplaceat once?

Isthereacommunication plan for keeping those who are working from home updated
helpingthemstay connected with therrestof the workforce?

Have you established a comprehensive operational plan t reopen the workplace which
covers essential maintenance, air conditioning,legionela,safety testing etc.?

Haveyou activated this plan?

Have you considered introdcing some basic checks before permitting entry .
thermalscreening?

Ifyes have you considered how you might do this in a practicable manner?

Whereyou have esponded NO what are the areas / issues you need to consider for action?

Area/Issueto Consider for Action Who When
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4.COVID -19 Workplace SocialDistancing:
a.Coming to work and eaving work:

Have you considered staggering arival and departure times at work to reduce crowding
onroutes toandfrom the workplace?

Have you considered providing additional parking, bike-rack failties etc.to comply with
Socialdistancing requirements?

Have you considered reducing queus, for example by having more entry points to
theworkplace?

Have you considered introducing some basic checks prior to permitting entry ..
thermalscreening?

Have you considered providing more storage for employeesfor lothes and bags?
Have you considered using markings and ntroducing one-way flowat entry and exit points?

Have you considered providing hand sanitation at entry / exitpoints and reduced usage of
touch-based security devices suchas keypads?

Have you considered defined process alternatives for entry / et points where appropriate.
(e.9-deactivating turnstiles requiring pass checks n favour of showing a pass tosecurity
personnel atadistance) etc.?

Have you considered limiting passengers n corporate vehicls (e.g. work minibuses).
forexample leaving seats empty?

b. Moving around buildings and worksites:

Have you reduced movement by discouraging non-essentialtips within buildings andsites?
Foreampl, restricting access to some reas, encouraging use of racios o telephoneetc?

Have you reducedjob andlocation otation?
Have youintroduced one-way flowthrough buldings / workplaces?

Have you evised maximum occupancy forfs andways of peratingfts?

Have you reduced occupancy of vehices usedor onsite trave (e.g.vans, busesetc)?
€ Workplaces and Workstations:

Isitstill possible o get toand from tolets, canteen, photocopier, etc.whilestillmaintaining
social distancing from those at their workstations?

Are workstations assigned o anindividual and not shared?
Ifthey needto be shared are they shared by the fewest possible number of people?
Arethey ceaned / sanitised before a change of personnel?

‘Whereitis not possible tokeep workstations suitably separated, has exira attention been
paidtoequipment cleaning and hygienetoreducerisk?

Has therebeen areviewof layouts orine et ups o processes o et employees work frther
apartfrom each other?

Have you used loor tape, paint or marking reas o help maintain socialdistancing?

Have you avoided employees working face-to-face for example, working side-by-side,
back-to- backor facing away from each ther?

Have you used abuddy system f people have to workin close proximity (e.g.during
two-person assembly,orfting or maintenance activites that cannot beredesigned)?

Have you put up posters around the workplace on maintaining social distancing?

Have you nominateda person on the work floor to be responsible forreinforcing the
requirement to maintain socialdistancing?

Have you considered how to remove the need to touch solid surfaces .e. doors - wedge open,
remove handies, affxtoe bracketsfor opening etc. and il comply with fir safety requiations?

Have you considered mobile screen enclosires for instances when close inspection /
proximityis required?

Have you erectedsigns atthe entrances olifts and meeting rooms to ensure the maximurm
safecapacity s not exceeded?
d.Meetings

Do youuse remote working tools to avoid arge numbers inmeetings?

Ifmeatings are necessary, doyou maintain social distancing and ensure they donot / cannot
share objects, such s pens, paper?

Have you instructed workers tohave meetings by phone or online instead offace-to-face?
Ifthisis not possible, can you ensure they meet ina large space, meetings are kept short
andsocialdistancing s maintained?

. Common Areas
Have you staggered break times toreduce pressure on the break ooms or canteens?
Haveyou / canyouuse outsideareas for common areas?

‘Canyou create additional space from other parts of the worksite or building freed upby
remote working?

Have you used protective screening for taffin reception orsimilar areas?
Have you considered using pre-packaged meals orsimilar toavoid opening canteens?

Have you reconfigured seating and tables o optimisespacing and reduce face toface
situations?

Have you encouragedtaffostay on-site during working hours? (.e.not leavingsiteat breaks)
£Security and other incidents:

‘Areall people aware that inan emergency (fire, break-inetc ), people donot have tomaintain
Socialdistancingfit would be unsafe?

Whereyouhave responded NO what are the areas / issues you need to consider fr action?

Area/ Issuue o Consider for Action Who When
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5.COVID-19 Workplace Management of Customers, Visitors, Contractors, Suppliers etc:
Have you eviewed requiar defiveries and equested contacless delivery?
Can you establish appointment ios fordefveries where possible?
Are checksystems for e-invoicing i place?
Have you limited/ restrictedvisitor numbers atany onatime?
Have you encouraged visits via remote connction / working wherefeasibie?
Have you suspended, reduced or rescheduled non- essentialservices by utside contractors?

For essentialservices, have you determined f schedules could berrevised to reduce
interaction/ overlap withworkiorce?

Have you a system to maintain an audittrail of allvisitors? Including collecting
‘and maintaining contact details of alvsitors i case there's acase on ite?

‘Willyou provide and explain available up-to-date guidance?

Wheresiteviits e required, e.g.inbound supplier delveriesor safety critcalvisitrs, s site
quidance explained on or before arival?

Have you established host responsiblitiesrelating to COVID-13, poviding any necessary
training for peoplewho act s hostsforvisitors?

Have you allocated a dedicated entry and exit outefor customers, visitors and contractors,
‘minimising contact with the workforce?

Have you nstalled social distancing markers on the floorin areas where customers ineup.
orwhere workers performtasks?

Ifvisitors are expected towear PPE dovisitors have to supply their own or do youneed
tosupply this? Doyou et them know the requirements n advance?

Are your staff empowered torefuse access f the visitor(s) appears unwell?
Have you consideredintroducing some basic checks prior topermitting entry ..
thermalscreening?

‘Whereyou have responded NO what are the areas / issues you need to consider for action?

Area/ Issue to Considerfor Action

YES N

6.COVID-19 Workplace Cleaning and Sanitising:
Have you caried out an assessment of cleaning and santisation requirements?
Doyouhave appropriate stock of ceaning and sanitisation supplies and an ongoing supply?
Have you scheduled th irst and regulardeep ceans of buding, equipment and urfaces?
Have you considered how and where you canimprove ventiation and i cculation?

Have you documented / amended the general and equipment specific leaning procedures
torefiecttheincreasedneeds?

Haveallstaffbeen trained i the proceduresfor proper cleaning and sanitising?
Doyour staff have easy access to cleaning and sanitising supplies and equipment?

Have you dentified areas forimprovement o cleanliness such as reduced door handle
contact, less shared equipmentor lear workspaces?

Doyouhave adequate deaning tations near door handies, shared equipment or workspaces?
Doyouhave appropriate signageto reinforce good hygiene and sanitisation practice?

Doyouhave appropriate areas for handwashing, drying and skin care forall employees?

7.COVID-19 Workplace PPE:

Have you reviewed and exhausted the use of social distancingin each of your workspaces,
including staggered shifts?

Have you reviewed and exhausted the use of engineered, physical bariersin each of your
workspaces?

Have you reviewed and exhausted all opportunities for employees towork from home?
Haveyou completed an assessment on the heightened PPE requirements for your business?

Haveyou checked thelatest officialadvice regarding PPE? Your isk assessment should eflect
thefact that therroleaf PPE in providing additional protection may be extremelylmitec.

Doyouhavea current stockaof the standard of PPE required and an ongoing supply route.
inplace?

Isthe appropriate PPE easily accessible to the employees and visitor that are required
touseit?

Doyour work policy and procedures reflect the use of PPE as equired?
Doyouhave heightened PPE audits to ensure 100% compliance?
Whereyou have esponded NO what are the areas / issues you need to consider for action?

Area/Issueto Consider for Action When
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8.COVID-19 Work Force Management:
a.0rganise work to minimise contact between employees:
Canyou spitstaffintoteams orshift groups?

Canyoufixtheseteams o shift groups so that where contact s unavoidable, this happens
betweenthesamepeople?

Have you dentified areas where people have o directly pass things to each other (e.g.job
information,spare parts, samples,raw materials)?

Ifyou haveidentified areas where people have todirectly pass things to each other have
you considered how o eliminate the need to o identified ways toreduce therisk?

‘Shared tools and equipment: Can you ook for ways toremove direct contact throughuse
of drop-off points o transfer zones?.

Doyouhaveanominated person or team dedicated to nfection control?

b. Workrelated travel, ield workers, accommod:

‘Avoiding unnecessary work travet
Have you considered what wouldjustify ravel between locations?

fyourfield workers have to share vehicles between shifts orrotas, do you have a cleaning
routine for the vehicles between each use?

‘Wherestaff may be required tostay away from their residence overnight, o you keep records?
Doyouaudit / checkthis accommodation to ensure they can meet social distancing
‘&hygienerequirements?

‘Whereyou have responded NO what are the areas /issues you need to consider for action?

Area/ Issue to Considerfor Action ho

X

Qax »@

5.COVID-19 Workplace - Inbound and Outbound Goods:

Have you considered how to helpstaff maintain socialdistancing guidelines and hygiene
practices when they have to deliver to, o receive from other sites or customer premises?

Have you considered procedures t allow drivers tominimise contact during defveries?

‘reyour staff empowered torefuse defivery / acceptanceif the recipient / deiverer
‘appears unwell?

Have you considered using electronic payment methods and electronicallysigned

‘andexchanged documentsto liminate contact during payments and exchange of
ocumentation?

Whereyouhave responded NO what are the areas / issues you need to consider fo action?

Area/Issueto Consider for Action Who When

oiscLamer
his checkdt s o uidance purpses onlyand doas ot consttute norshoud b regarded 5, asubstitutefo adviethat

{5 taoredoyour particurcheumStances. Pleasenote, i checkit s providedon he nderstanding that youunderake
yourown ndependentresearchninewith theup o date government gidelnes inffect ot

accuracy.You assumesoleesponsibiityforthe s of s checkls and theresultsobained and conclusions drau fomis use

1fyou have any queries or would ke to discuss further please contact opexquery@inve:
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Food and Drug Administration [FDA) and Occupational Safety and Health Administration (OSHA]

Purpose: The Food and Drug Administration (FDA) and the Occupational Safety and Health
‘Administration [OSHAJ are providing this checklist for FDA-regulated human and animal food
operations to use when assessing operations during the COVID-19 pandemic, especially when re-
starting' operations after a shut down or when reassessing operations because of changes due to
the COVID-19 public health emergency caused by the virus SARS-CoV-2. Some or allof ths checklist
may be useful to persons growing, harvesting, packing, manufacturing, processing, or holding human
and animal food regulated by FDA. This includes produce, seafood, milk, eqgs, grains, game meat,
and other raw materials or ingredients, as well as their resulting human or animal food products:.
This checklist is not exhaustive of all things human and animal food operations may do for employee
health and food safety during the COVID-19 pandemnic and can be used in conjunction with additional
information from the Centers for Disease Control and Prevention (CDC), OSHA, and other federal,
state, local, tribal, and territorial authorities. Not all of the tems are relevant to all types of food
operations; there s additional sector-specific information available .., quidance from CDC and the
US. Department of Labor for el

161, and
[71. Some human and animal food operations producing food subject to FDA regulations are located
in foreign countries, though these operations are not subject to OSHA requirements discussed in this
document. This checklist provides information useful for foreign facilties that manufacture, process.
pack, or hold food for consumption in the United States.

Employee Health and Social Distancing Checklist

‘This checklist includes considerations for employee health, screening, and operation configuration
for social distancing to prevent or minimize the spread of COVID-19, More information about what
practices or steps might be appropriate within your operation can be found in FDA's document titled

[8], as well as in the
1], 5]
16], and [l

11 you are resuming aperations afte a shutdown, guidance on reapening is available from entites such as COC and
0SHA[123.4]

2. Animal food means food for animals other than man and includes pet food, animal feed, and raw materials and
ingredients [21 CFR 5073

3. The OSH Act covers mast private sector employers and their workers, in additon to some public sector employers
and workers, inthe 50 states and cerlain territories and jurisdictions under federal authority. Those jurisdictions
include the District of Columbia, Puerto Rico, the Virgn lslands, American Samoa, Guam, Northern Mariana Islands,
Wake Istand, Johnston Istand, and the Outer Continental Shelf Lands as defined in the Outer Continental Shelf Lands
Act

X | G employee healthand food safet, X ) Employee Health and Food Safe X

Employee Health

Ensuring employees remain healthy is key to maintaining continuity of operations and, under
the Occupational Safety and Health Act of 1970, employers must provide a safe and healthful
working environment free of serious recognized safety and health hazards. If you have an on-site
‘occupational health [OH) service or OH consultant, please seek their advice for managing your
workforce health during the COVID-19 pandemic. Any employee who has COVID-19, regardless of
whether the employee has signs and/or symptoms, should be isolated away from the facility,

[5]. Employers should consider the following questions when
assessing operations during the COVID-19 pandemic.

Have you developed a as recommended by CDC and OSHA
24
Have you identified a workplace coordinator to coordinate COVID-19 employee health and sacial

distancing actvities, as recommended for such a plan?

Have you provided employees a clear point of contact le.g, the workplace COVID-19 coordinator] to
] report [11]and (2] consult with when an employee who has been sick with
COVID-19 symptoms meets the CDC 217

Have you established practices to assess employee health and minimize the spread of COVID-19
in accordance with recommendations from federal agencies such as . and any
applicable state, local, tribal and/or territorial authorities?

Do these practices cover:
« assessing employee health [e.g., assessing
« what o do when an employee is symptomatic (has symptoms of COVID-19] o has tested
positive for the virus that causes COVID-19
what to do when an employee has been exposed to ca-warkers or other people (e.g. family or

) prior to and/or upon arrival to work;

friends) who have symptoms consistent with COVID-19 or who have tested positive for the virus
that causes COVID-19;

practices to protect workers at Such as older adults and
people of any age with a chronic medical condition [addressed based on consultation with
occupational medicine and human resource professionals (912

Have you reached out to state and/or local public health fficials and occupational safety and
health professionals to establish ongoing communications to make sure you are getting relevant
and up-to-date information concerning COVID-19 912

L0DC has developed a thatincludes a faclty assessment checklist
itended for use by facility management and/or occupalional safety and health professionals to assess a facilty’s
(COVID-19 control plan and dtermine whether control measures i place align with COC/OSHA guidance (10
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Have you ensured that the work environment is generally free of recognized safety and health
hazards, e.g 3

Particularly when re-starting operations after a shut down, have you taken steps to ensure the
temporary shutdown or reduced operation of a faciliy, including reductions in normal water use,
have not created hazards, including those related to mold n the facility and inwater
systems, for returning occupants (217

Have personnel [workers and supervisors) been provided basic COVID-19 infection prevention
information and training in a Language and at a iteracy level they understand, as
o1

Have you posted flyers [e.g., by lockers,in break rooms] with

that use infographics to faciltate employee understanding of COVID-19 infection cantral
practices [9]2
Have you displayed simple posters in the languages that are common in the worker population that
encourage staying home when sick lor after testing positive for the virus that causes COVID-19)
ough and sneeze etiquette, and proper hand hygiene practices,

o1

Have you considered using 1141 to provide prevention information to your
workers?

Have you made available enough facilties e.g., handwashing stations], materials le.g. soap, paper
towels, hand sanitzer with at least 60 percent alcoholl and trash receptacles [preferably no-touchl
S0 workers can implement [15] and, to the
extent feasible, social distancing while implementing hygiene practices [9]7

Have you enhanced l.e, increased the scope and frequency of] cleaning and disinfecting lusing
disinfectants [16]) of frequently touched
Surfaces such as timeclocks, door handles, faucets, control panels, vending machine touchpads,
and handles on refrigerators and microwave ovens in break rooms,

o1

Have you reduced the surfaces that employees touch by adding “no touch” features to otherwise
frequently touched surfaces, such as clock infout stations, hand sanitizer stations, doors, trash
cans, and faucets, where feasible [9]?

Do you have procedures for 912

Have you done an assessment to determine whether (PPE)is
necessary to protect workers [9]7

Do you have procedures for when and how to wear
(17)and * 18], or PPE lsuch as and face shields)

as recommended by 191, and policies for complying with applicable religious

accommadation Laws?

1 practices include the use of PPE andor or changes to these uses

have you provided training on proper wearing, removal, and cleaning (i applicable] of PPE and face

coverings, o1

Have you analyzed your sick Leave policies as described by CDC and OSHA to make sure that ill
‘workers, including asymptomatic workers infected with SARS-CoV-2, are not n the workplace and
to ensure employees are not penalized for taking sick Leave if they have COVID-19 917

Does your plan consider whether you are able to offer vulnerable workers lolder adults and people
of any age who have 19}
L2on
« Have you consulted the regarding
‘compliance with the Americans with Disabilties Act during the pandemic [21]7
Do your procedures include situations in which you provide shared transportation to workers, ..,
between establishments or to the fields, when appropriate [5]? As recommended by CDC and OSHA
5.6, if shared transportation such as carpooling or using company shutle vehicles is a necessity
for workers:
« Have you limited the number of people per vehicle to provide as much space as feasible between
riders (which may mean using more vehicles or making more frequent trps]?
s everyone i the vehicle required to wear a mask or face covering and use hand santizer on
entrylexit?
‘Are windows open to increase ai flow, when feasible?
‘Are commonly touched surfaces, such as door handles, handrails, and seatbelt buckles, cleaned
and disinfected after each carpool or shuttle trip?
Have you provided workers with information on how to protect themselves when using shared
transportation (2217

I workers live in facilties le.g., seasonal farm workers) have you
developed measures on COVID-19 infection prevention, including personal preventive measures and
approaches for social distancing [particularly in shared rooms such as kitchens, bathrooms, and
sleeping quarters),as described by COC [5, 6, 2317

5CDC recommends wearing cloth ace coverings as aprotective measure n additionto social distancing [ . staying at
Least  feet away from others], and notes tha they may be especiallyimportant when socialdistancing s not possible
or feasible based on wrking conditions (9]
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Are procedures in place that require symptomatic warkers to stay home or go home if they develop
‘symptoms during the work day [6, 917

Are procedures in place to physically isolate a symptomatic person from others, including identifying
designated isolation area, prior to the sick person being transported from the facilty 19, 2017

Are procedures in place to provide alternate transportation in a manner that does not expose others f
an employee that develops symptoms arrived via shared transportation [5]7

Are procedures in place to collect information about the sick person's contacts [up to 2 days prior to
‘symptom onset] to identify other workers who could be considered exposed [e.g. people who were in
close contact with less than 6 feet froml the symptomatic worker for at Least 15 minutes]? (A close
contact s defined in COC's 1241

Are procedures in place to inform fellow workers of their possible exposure to COVID-19 when a sick
person s confirmed infected (maintaining confidentialiy as required by the
120,211

Do your procedures instruct exposed workers about how to proceed based on the
a2

Do you have workers’ home contact information to facilitate contact about health status and/or sharing
information about their potential contact with 2 symptomatic or diagnosed individual?

Do you have procedures to surtaces using disinfectants
[16]in al areas used by a ick person, as recommended by
coc izl
= Do these procedures include closing off areas used by the sick person [before cleaning and
disinfecting) for at least 26 hours whenever feasible, and opening outside doors and windows to
increase air circulation n the area . i
Do these procedures include measures to protect the person doing the cleaning, such as wearing
skin protection and, where needed, eye protection for potential splash hazards [1]7
Do the measures address cleaning and disinfecting the vehicles in which the sick person arrived at
and departed from work, when feasible [5]7

Do you know how to contact your 126] should
you have questions or suspect an outbreak in your operation?

X | G employee healthand food safet, X ) Employee Health and Food Safe X

Have you decided how you will determine when an employee should be tested for COVID-197
“This is an important consideration for your COVID-19 assessment and control plan. CDC provides
a summary of considerations and current recommendations regarding SARS-CoV-2 testing
inits [271. In addition, COC has developed two aditional
guidance documents on testing: (1]

- 128], which presents considerations for use of a strategy and categories
of people for SARS-CoV-2 testing: and (2]

129,

‘which presents options for testing strategies for exposed coworkers for use when public health
organizations and employers determine testing is needed to help support existing disease
prevention measures. A strategy aimed at reducing introduction of SARS-CoV-2 into the work
setting through early identification could reduce the risk of widespread transmission. COC has
recommended without known or suspected
SARS-CoV-2 exposure for early identification in special settings [27, 26]. High-density critical
infrastructure workplaces, such as food processing facilities where continuity of operations is a
high priority. are settings for which these approaches could be considered

Note that CDC advises that
at their regular duties following potential exposure to COVID-19 [30], provided they remain
asymptomatic and are implemented to protect themselves, their
coworkers, and the community, including continued screening for symptoms [20, 301. However,if
tested, their results must be negative for them to continue working [see CDC's

[30]). These aditional precautions
are necessary because those exposed to individuals with COVID-19 may develop

anywhere from 2-14 days later or may be infected but remain asymptomatic,
shed virus, and transmit SARS-CoV-2 to other individuals] that, for critical
infrastructure workers who have had an exposure to COVID-19 but remain asymptomatic
employers measure employees’ temperatures and assess symptoms prior to their starting work
[0 that exposed employees wear a face mask or employer-approved
cloth face coverings [these are [17]) at all times while i the workplace for
14 days after Last exposure and practice social distancing aslongas the
employee doesn't have a fever or symptoms, they should sel-monitor for symptoms and
fever under the supervision of their employer's occupational health program. In addition, any
employee who becomes sick during their work shift should immediately be sent home and/or
seek further care from a healtheare provider [30]

Does your COVID-19 assessment and control plan include procedures to identify
of those exposed to a person with confirmed COVID-19 through case investigation and
typically conducted by state or local health departments (3112
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Do you have a procedure for establishing priority for testing lfor example,
based on an assessment of risk n the workplace and other factors, such as high rates of
'COVID-19 transmission in the surrounding community o workers’ households [29]7

Does your COVID-19 assessment and control plan include procedures for
(a0

Does your plan provide for exposed workers [i.e., workers who have had close contact with a
person confirmed as positive for COVID-19] that are asymptomatic to be pre-screened and to
self-monitor daily for onset of symptoms related to COVID-19,as faon2

Does your plan include procedures for when to test workers, as described by CDC [27, 28 29,2

Does your plan address the specific procedures for testing workers le.g., the type oftest,
who will conduct the tests, and where they will be conducted) when testing is warranted,

and what actions might be taken based on test results? (I you have a worker that has been
confirmed as positive for COVID-19, consult with your local health agency and/or COC for current
recommendations on using test-based strategies as part of your strategy to identify and/or
prevent workplace transmission]

Do you have procedures for reintegration of workers who have tested positive for COVID-T9,
including those workers who have remained asymptomatic, as described in CDC's nterim
guidance titted ”

and " “02,3207

The configuration of the wark enviranment can help mitigate the risk of spread of COVID-19 among
workers.

Have you identified and addressed conditions where social distancing may be compromised, such
as: near timeclocks; in hallways; at handwash stations, entrances and exits, vending machines,
and microwaves; and in cafeterias, restrooms, common areas/breakrooms, and outdoor
gathering areas?

Can you configure the work environment in your operation o that the warkers are spaced at
least 6 feet apart, wherever feasible? For example, as described in
« Canyou modify the alignment of work stations (e.g., for 1slor
19 50 that workers are at least 6 feet apart in al irections [e.g., side-to-side and when
facing one another]?

X | G employes health and food safety X T} Employes Health and

Can the workstations be modified to achieve an ideal alignment in which workers do not
directly face one another?

Iftis not feasible to maintain a é-foot distance between workers, can you use physical
barriers, such as plexiglass or other impermeable, easily cleanable, dividers or partitions, to
‘separate workers from each other?

Can you provide unidirectional paths through the operation, where feasible, including stars,
hallways, and cafeterias, to reduce contact n narrow areas?

Is it feasible 10 use floor markings to show proper distancing and floor traffc directions?

Can you consult with a heating, ‘and air conditioning engineer to ensure adequate
ventilation and/or adjust ventilation in work areas to help increase circulation of outdoor air as.
‘much as feasible to minimize workers’ potential exposure without compromising food safety [9
201

I pedestal fans or hard-mounted fans are used in the facilty, can you take steps to minimize air
from fans blowing from ane worker directly at another worker, as
w1

Have you remaved personal cooling fans from the workplace to reduce the potential spread of
any respiratory droplets, as 2
« Have you accounted for the effect of this change on warkers' isk of e

Have you adopted practices to encourage social distancing outside of production areas (..,
entry at the operation, break rooms, restrooms, locker rooms, changing rooms, and other areas
where people may congregate or form lines)? For example, as.
« Canyou remove or rearrange chairs and tables, or add partitions to tables, in breakrooms.
and other areas workers may frequent to increase worker separation?
Can you identifyalternative areas to accommodate overflow volume, such as training and
conference rooms, or use outside tents for break and lunch areas?

Can you adopt personnel practices that limit the exposure of individuals to other individuals by,
for example, staggering work times, staggering break times, assigning the same personnel to
the same shitt, or placing farmwrkers residing together n the same warkgroups ["cohorting
workers), as recommended by CDC and OSHA 5,917

Have you provided instructions for work configuration or social distancing in common languages,
using infographics to faciltate employee understanding, and at a literacy level appropriate for
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& According ta CDC, evidence supports a symptom.-based strategy to determine when to discontinue home isolation
or precautions. For persons who are severely immunacompromised. a test-based strategy could be considered in
consultation with infectious diseases experts. For al others, a test-based strategy is no longer recommended except
to discontinue solation o precautions earlier than would occur under the symptom-based sirategy (28]

7. CDC recommends that for most persons with COVID-19 ilness, isolation and precautions can generally be
discontinued 10 days after symplom anset and resolution offever for at least 2 hours, without the use of fever-
reducing medications, and with improvement of other symptams (32

your personnel, as o1
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Work Space Configuration Examples Similarly, examples of ways to create social distancing during operations in fields fe.g, harvesting

weeding) are shown below:
The following diagram, 191 is one example of a way to align

workstations le.g., manufacturing/processing lines, sorting operations, packing lines) to

include social distancing practices. You may have to make adjustments based on your particular At least 6 feet apart

establishment/operation layout.

sln

Not Pratective- Workers are within sx feet of one anather P sy en— @
(without apartiio), including at side-by-side and/or

facing workstations. st

|

Good - Workers are spaced at least six feet apart,

not facing ane anather. Another setup may be used to ‘ At least 6 feet apart

achieve similar distancing between workers.

(%

Good - Physical barriers, such as partitions, separate
workers from each other.

C|3

Good - Physical barriers, such as partitions, separate
‘workers from each other, including where workers need
to perform tasks in tandem across from one anather.
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Food Safety Checklist

Currently there is no evidence of food or food packaging being associated with transmission of
COVID-19. However, according to . the work environments—processing lines and
other areas in busy plants where workers have close contact with coworkers and supervisors—may
contribute substantially to potential worker exposures [9]. This checklist provides questions for
human and animal food operations to consider when re-starting operations after a shut down or
when reassessing operations to make changes due to COVID-9. It includes questions intended to
help you consider potential impacts of changes, such as those to personnel, suppliers, and incoming
ingredients, on your food safety or Hazard Analysis and Critical Control Points [HACCP plan, a5 well
as current good manufacturing practices [CGMPs).

‘Some of these questions may not be applicable to operations such as those growing, harvesting, or
packing raw agricultural commadities le.g., produce, grains, milk, or eggs]. However, these questions
may still assist those types of operations in thinking through disruptions to their operations that may
have food safety implications

For operations required to have a food safety plan under 21 CFR Part 117 or Part 507 (Current
Good Manufacturing Practice, Hazard Analysis, and Risk-Based Preventive Controls] or a
HACCP plan lie 21 CFR Part 123 [Seafood) and 21 CFR Part 120 Luicell, your planis key to
ensuring you are producing and handling food safely. Some FDA regulations require firms to
evaluate whether changes have an impact on the safety of the food they produce. For example,
21 CFR §§117.1701b11] and 507.50(bl(1) require a reanalysis of the food safety plan as a whole,
or the applicable portion of the food safety plan, whenever a significant change i the activities
conducted at a facility creates a reasonable potential for a new hazard or creates a significant
increase in a previously identified hazard; 21 CFR §123 8lall1 requires a reassessment of the
adequacy of the HACCP plan whenever any changes occur that could affect the hazard analysis
or alter the HACCP plan in any way: and 21 CFR §120.11(b] requires validation that the HACCP
planis adequate to control food hazards that are reasonably Likely to occur whenever any
changes in the process occur that could affect the hazard analysis or alter the HACCP plan in
any way.

Have there been changes to your ingredient suppliers or ingredients that may require you to
‘consider new hazards, or reconsider your evaluation of your hazards, and whether you need to
‘make changes as a result?

Have there been any changes to the food products you make and/or your customers that would
require you to consider whether there are new hazards, or reconsider your evaluation of your
hazards, and whether you need to make changes as a result?

Have there been changes to your operations or processes that require changes to your
procedures or the timing of your procedures? For example, do changes to the frequency of shifts
o number of personnel impact control measures, monitoring, or verification procedures?

X | G food safetyrisk assessment chec X | @ Food Safety Checklist X | G employes healthand food safety X T} Employes Health and Food Safet X | +

Your personnel are key to carrying out safe food manufacturing, processing, packing, and
holding. Certain FDA regulations require that individuals be qualified to perform their assigned
duties [e.g., 21 CFR §§117.4, 507.4) and that individuals that develop food safety plans and HACCP
plans have specific knowledge obtained through experience or an FDA-recognized training
curriculum (21 CFR §§ 117180, 507.53, 12013, 123.10)

Have there been changes to who performs key roles and responsibilities that impact food safety,
such as the Preventive Controls Qualified Individual, HACCP-trained individual, or persons who
perform monitaring, verification, or other duties?

Have you planned how to operate and produce safe food with a reduced workforce if employees
are sick? Do you have backups if your key peaple are unable to come to work?

Have there been personnel changes, such as new personnel or personnel serving in different
roles, that require training in food hygiene and food safety as required by 21 CFR §§117.4 and
507.4),or other training to ensure that personnel are qualified to perform their job duties?

Have there been changes in operations le.g. assigning additional actvities to an employee to
reduce personnel i an areal or procedures le.g., increased frequency of handwashing and hand
sanitizing] that require training, as necessary to produce clean and safe food and to ensure
individuals are qualified to perform their job duties?

Your incoming ingredients and the food safety practices of your suppliers are an important part
of food safety at your operation.

Do you need to reconsider your incoming ingredient or receiving procedures to address changes
to your suppliers or incoming ingredients? For example, do new ingredients o ingredients from
different suppliers have a different look or Labe that needs to be reviewed during receiving to
‘ensure the correct ingredient has been received, and, as appropriate, received from an approved
‘supplier (as required by 21 CFR §§117.420 and 507.1201?

Do you need to reconsider your formulation, ingredient addition or substitution, batching, and/
or mixing procedures to account for the use of different ingredients, or ingredients with different
concentrations?

Do you need to implement new supplier controls, or make changes to your existing supplier

controls fe.g., when needed for compliance with subpart G of 21 CFR Part 117 or subpart E of 21
(CFR Part 507)? For example, do you need to temporarily approve new suppliers?
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It you are temporarily suspending onsite audits of your supplier, what other verification activities
do you need to implement to ensure your incoming ingredients are safe? For auits related
to FDAS preventive controls requirements for human and animal food, see

3]

For human food facilties: Do you need to consider/reconsider practices or procedures related to
addressing allergens with current good manufacturing practices [CGMPs) or preventive controls
in 21 CFR Part 117 because of changes to your suppliers or ingredients?

For animat food facilties: Do you need to consider/reconsider practices or procedures related to
addressing nutrient toxicities or deficiencies with CGMPs or preventive controls in 21 CFR Part
507 because of changes to your suppliers or ingredients?

Your CGMPs provide basic sanitation and food safety protections to ensure food is not
contaminated or adulterated.

Personnel (21 CFR §§ 11710 and 507,14} Have you reviewed your procedures to determine if you
need to modify instructions or increase the frequency of employee handwashing and hand
sanitizing?

Plants and Grounds [21 CFR §§ 11720 and 507.17)

+ Ifyou are reopening operations, have you reviewed your plants and grounds to ensure that
buildings and areas surrounding buildings are appropriately maintained to protect against
the contamination of human and animal food? For example, have you reviewed structures
and roofs for holes that may cause leaks or allow for the entrance of pests and reviewed
surrounding grounds for pest harborages?

Are services or vendors you typically use to maintain your plants and grounds aperational and
actively providing services, or do you need to consider alternative ways to maintain your plant
and grounds?

Are the persons providing services able to conduct their activiies while following appropriate
COVID-19 infection prevention procedures?

Pest Control (21 CFR §§ 117.35 and 50719}

« Are services or vendors you typically use for pest control operational and actively providing
Services, or do you need to make alternative arrangements for pest control?

« Ifyou are resuming operations, have you performed a walkthrough of your aperation to check
traps or bait stations and look for other evidence of active pest infestation and taken any
necessary steps to remove or exclude pests from your operation?

Water and Plumbing [21 CFR §§ 11737 and 507.20): 1 you are resuming operations after a
prolonged closure, have you performed a toensure that itis
functional prior to beginning operations [2]? For example, have you checked water temperature
and pressure, lushed lines if needed, checked plumbing for potential eaks, checked ice
‘manufacturing equipment, and checked that water treatment systems are operational?

X | G employes health and food safety X T} Employes Health and

Sanitary Facilites (21 CFR §§ 117.37 and 507.20)

« Doyou needto increase the number of handwashing stations and hand sanitizer stations to
‘ensure more frequent handwashing/hand sanitizing by employees?

« Is installing touchless handwashing sinks, soap dispensers, sanitizer dispensers, paper towel
dispensers, or trash receptacles feasible?

‘Sanitation (21 CFR §§ 117.35 and 50719}
= Doyou have the necessary cleaning, sanitizing", and
continue your operations?
Do you need to identify alternatives to your usual sanitation chemicals [e.g., to use a
disinfectant for high-touch surfaces where you previously used a sanitizer)?
Do you need to make changes to your cleaning, sanitizing, and disinfecting procedures for
certain areas or to the frequency of conducting them le.g., see CDC's

¢ supplies to restart or

e

For example.

- Are you using products that meet EPATs criteria for use against SARS-CoV-2 e

[16]) where necessary le.g. for high-touch

Surfaces) and are they appropriate for the surface? (Check the product Label guidelines
for if and where these disinfectant products are safe and recommended for use in food
manufacturing areas or food establishments.)
Doyou have or need to use different cleaning, sanitizing, or disinfecting products
lapproved for food surface contact when used on them) that require different mixing
procedures or concentrations?
Do you need updated instructions/training for the use of new cleaning, sanitizing, or
disinfecting chemicals?
Doyou need to perform cleaning, sanitizing, and disinfection of certain areas/surfaces
more frequently?
Do you need to clean, sanitize, and disinfect additional surfaces? For example, have you
considered, 191, cleaning and disinfecting non-food
contact surfaces such as equipment controls, wall switches, hand rails, door pulls, tools,
plastic partitions, and other frequently-touched surfaces that may not impact food safety,
but may be important to minimize the spread of COVID-19?

& FDA defines “sanitize for purposes of 21 CFR Part 17 a5 "to adequately treat cleaned surfaces by 2 process that
is effective in destroying vegetative cells of pathogens, and in substantially reducing numbers of other undesirable
microorganisms, but without adversely affecting the product o its safety for the consumer- (21 CFR §117.3| EPA
indicates that sanitizers are used to reduce, ut not necessarily eliminate, microorganisms from the inanimate
environment to Lovels cansidered safe as dstermined by public health codes or regulations (34].Sanitizing may be
accomplished by proper use of a sanitizer or a isinfectant since dsinfectants are more effective than sanitizers 36])
EPAindicates that disinfectants are used on nonliving surfaces and abjects to destroy or Freversibly inactvate
infectious fungi and bacteria but not necessarily their spores [34]. According to EPA 35),surface disinfectant products
are subject to more rigorous EPA testing requirements and must clear a higher bar for sfectiveness than surface
Sanitizing products. There are no santizr-only products with approved irus claims. For this reason, sanilzer
only products do not qualify forinclusion on EPA. [16]. There are
many products registered with EPA as both sanitizers and disinfectants because they have been tested using both
Standards. These products are eligible for inclusion on EPA's List N because of their disinfectant claims (351
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Developed in cansultation with the Food and Drug Administration [FDAL
Equipment and Utensils (21 CFR §§ 117.40 and 507.22)
= Do you have enough utensils and tools to ensure employees o not need to share them during 171 Interim Guidance from CDC and the Occupational Safety and Health Administration (OSHA)
work shifts, or have a plan to regularly clean and disinfect utensils and taols between uses,
o1 8 FoA
I5 your equipment operating properly to resume operations? For example, have you checked
that coolers, freezers, conveyors, avens, extruders, and other equipment important to food 191 Interim Guidance from CDC and the Occupational Safety and Health Administration (OSHA)
safety are operating as intended and in comliance with 21 CFR §§ 117.40 and 507227 For
faciities with ammonia refrigeration systems that may have been shut down, have you 1ol coc
performed a pre-start up safety review as required by 29 CFR 1910.119(l [05HA's standard 1 coc
[ 1121 COC Interim Guidance:

Processas and Controls (21 CFR §§ 117,60 and 507.25): Do you need to adjust your processes or 1131 0SHA:
controls because of changes to your operations, including because of changes in the number of
people involved in specific operations? 114 coc
11s] coc
11é] EPA:
17 FDA:

Warehousing and Distribution (21 CFR §§ 11793, 507.27, and 507.28)

« Arethere delays in shipping that could impact the safety of your food, especially for
refrigerated or frozen food? Do you have procedures to address delays or problems with your
‘supply chain, contingency plans for the holding or storage of products, and instructions for 18 coc
situations that could affect the product safety of perishable foods? 119 €0o
If distributing in bulk, are there any changes to your shipping vessels that could introduce oy
contaminants?
Do new employees or contractors need to be trained on adequate clean out procedures for
bulk containers or shipping vessels?

1211 USS. Equal Employment Opporturity Commission

1221 coc
Disclaimer 123 coc
[24] coC
125 coc
128] coC
[27] coc
[28] coC
1291 coc

This checklist is not a standard or regulation, and it creates no new legal obligations. It describes
existing recommendations as well as mandatory safety and health standards. The checklist is intended
to assist employers in providing a safe and healthful workplace. The Occupational Safety and Health Act
requires employers to comply with safety and health standards and regulations promulgated by OSHA
or by a state with an OSHA-approved state plan. In addition, the Act's General Duty Clause, Section
5lall1], requires employers to provide their employees with a workplace free from recognized hazards
likely to cause death or serious physical harm ol o
Resources
1 coc
o coc 132 coc
133 FOA
1l coc
@ osHA 14 ea
[d OSHA: 1351 EPA:
5] Interim Guidance from CDC and the U S. Department of Labor: [36] OSHA:
16]  Interim Guidance from CDC and the Occupational Safety and Health Administration (OSHA) 1371 OSHA:
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