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Employees  MUST  wear  face  cover ings !
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Coex istence  Rules
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Clock ing  In  &  Entry  to  Work
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Prior to entering the workplace and facility, there is a requirement for daily verbal check-
in that includes the following:



Self  temperature  check

5

Employees will now perform daily self-temperature check in the 
front lobby of the office before clocking in. For employees entering 
the workplace: 

Required Check-In Process will be as follows:
1. Hand Sanitize / Disinfect Hands
2. Disinfect thermometer handle (suggest to pick up with a 

Clorox wipe)
3. Hold thermometer away from forehead **DOES NOT HAVE TO 

TOUCH OR MAKE CONTACT**
4. Press and hold trigger button, until temperature is recorded. 
5. Notate temperature, time of check, confirm no sick symptoms, 

and employee name on log sheet.
6. Disinfect thermometer handle and place back into cup / mug.
7. Hand Sanitize / Disinfect Hands.
8. Clock In.
9. Hand Sanitize / Disinfect Hands.
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Please remember to stay 6ft apart when checking 
temperature. 

Please remember to disinfect your hands 
before & after taking your temperature.

Please remember to disinfect the thermometer before 
& after use.
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6  Ft  Soc ial  D i stance  Measures
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6  Ft  Soc ial  D i stance  Measures
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D is infectant  suppl ies  and  gu idel ines
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K itchen  &  Lunch  Breaks
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Conference  Rooms &  Other  Spaces
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