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In an effort to make the office environments as safe and sanitary as possible during the continuing 

Covid-19 Pandemic, The Arc Southwest Indiana will adhere to the following protocol.  Doing so will allow 

offices to reopen, with an approach to Covid-19 transmission reduction that follows best practices and 

recommendations from the most informed sources available, including, but not limited to, the CDC and 

the Indiana State Department of Health. 

 

 Signage will be posted covering COVID-19 safety guidelines and best practices. 

 Staff will wear masks any time they are not in their individual office with the door 

closed.  This includes any common areas of The Arc Southwest offices. 

 Increased sanitation practices in the service areas.  This will include extra attention to 

heavily trafficked areas or pieces of equipment and furniture.  Conference rooms, break 

areas, entry ways, restrooms, copy machines, door handles and vending machines are 

examples of areas / items that should receive extra scrutiny. 

 Assessment of staff prior to entering an office will occur.  This will include temperature 

checks and screening questions.  Staff that are displaying symptoms of Covid-19, or who 

have a fever, will not be permitted to work until they are fever free, without the 

assistance of fever reducing drugs, for the recommended number of days. 

 Good hand washing and sanitation techniques will be observed by staff at all times. 

 Maintain social distancing by ensure at least 6 feet between guests and employees.  

 Limit the number of in-person meeting participants. 

 Limit congregation in office spaces.   

 Staff should attempt to reduce sharing of work materials to the greatest extent possible. 

 Travel should be limited as much as possible. 

 When possible, it is beneficial to utilize natural workplace ventilation, such as opening a 

window. 

 Vulnerable Employees and Consumers – Those 65 and over and individuals with 

identified high-risk conditions are particularly vulnerable to coronavirus. These 

individuals should continue remote work as much as possible and should refrain from 

visiting businesses as much as is possible. 

 

 

 

*This protocol will be made available to all staff persons of The Arc Southwest Indiana 


