
  

CHSOFNJ RETURN TO OFFICE SERVICES PLANNING 
QUESTIONS FROM OUR STAFF 

Draft May 28, 2020 

Communications for Re-opening Offices  

1. When will we re-open? 

Governor Murphy has issued a multi-step plan for restart and recovery in New Jersey 
called “The Road Back: Restoring Economic Health Through Public Health”.  
CHSofNJ will align its plans for re-opening offices and offering in-person services with 
the Governor’s plan, as well as federal and local guidelines.  According to the 
Governor’s plan, the process for lifting restrictions will be guided by six principles and 
related metrics. These principles are: 

• Demonstrate Sustained Reductions in New COVID-19 Cases and 
Hospitalizations 

• Expand Testing Capacity 
• Implement Robust Contact Tracing 
• Secure Safe Places and Resources for Isolation and Quarantine 
• Execute a Responsible Economic Restart 
• Ensure New Jersey’s Resiliency 

For detail, please see the Governor’s webpage: https://www.nj.gov/governor/news/
news/562020/20200427b.shtml  

We believe that CHSofNJ services will return to offices in alignment with Stage 3 of 
the State’s plan. When we begin our return, CHSofNJ will follow a “soft roll-out” 
approach with in-person services phased in gradually.   

The Governor’s plan provides the following about Stage 3.  
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2. Will staff receive something in writing about what’s expected of them before they 
have to return to work? 

Yes, we are developing written plans about how we will manage our facilities and 
client flow and expectations for staff.  Please consult this document and staff 
meeting minutes, as well. It is important to note that CHSofNJ current written policy 
requires all staff who are sick to stay home.  Staff who are sick will be sent home by 
their supervisor.  

Staff Illness and Contact Tracing  

1. What if a staff member gets sick? How will I get paid? 

Employees are asked to notify Human Resources. Staff can use paid time off 
(PTO) accruals or Federal Emergency Sick Leave. 

2. Will CHSofNJ do contact tracing? 

“The Road Back: Restoring Economic Health Through Public Health” 
STAGE 3 

 
Restrictions are relaxed on most activities with significant safeguarding.  
 
Phased-in businesses include: 

• More work activities, including in-person meetings, are allowed at physical locations 
only if they can adhere to safeguarding guidelines and modifications. For example, 
work activities to be phased-in over the course of Stage 3 may include expanded dining, 
critical in-office work, limited entertainment, expanded personal care, and bars with 
limited capacity. 

• All workers who can work from home continue to work from home. For example, 
accounting office workers. 

• Personal care services may be provided on a more extended basis. 

Precautions that apply across all stages include: 
• Work that can be done from home should continue to be done from home. 
• Clinically high-risk individuals who can stay at home should continue to do so. 
• All residents and businesses should follow state and federal safeguarding guidelines: 

1. Wash hands 
2. Wear masks in public 
3. Respect social distancing 
4. Minimize gatherings 
5. Disinfect workplace and businesses 
6. Minimize gatherings  

•
https://www.nj.gov/governor/news/news/562020/approved/20200518a.shtml (downloaded May 
26, 2020) 
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Yes.  Human Resources will notify staff of possible exposure via email. All 
communications will be done in a manner that respects confidentiality. 

Procedures at Reception  

1. When we return to office how will we screen each person coming into our 
building? 

Symptom Questionnaire. All staff and visitors entering our facilities will privately 
complete a brief form about specific covid-related symptoms they or members of 
their household may be experiencing or have experienced in the last week.  
Responses will be confidential and privacy will maintained.  

Temperature Screening. All staff and visitors entering our facilities will have their 
temperature taken with a remote hand-held thermometer or thermal camera you 
can stand under. Anyone with a temperature will be asked to go home and consult 
their doctor.  

Mask Requirement.  Everyone will be required to wear a mask.  CHSofNJ will provide 
all staff members with a cloth mask(s) that are washable. We will give a mask to any 
visitor who does not have one.   

Purell.  Purell hand sanitizer stations will be set up in reception areas and in other key 
locations in our facilities.  Staff and visitors will be asked to sanitize their hands as they 
enter our buildings.  

Contact Information.  CHSofNJ will maintain records of the names of all visitors to our 
offices, the dates and times of the visits, and the program visited.  This information 
will enable us to conduct contact tracing and communicate appropriately, should 
it be necessary.  

Head Start.  Head Start/Early Head Start Centers will have plans for child drop off 
and pick up that minimize contact.   

2. Who will take the temperatures and ask questions? Who will screen the early 
arrivals (before 9am)? 

Each facility will have their own arrival plan.  Some facilities and programs will have 
screening done while families are in their cars, prior to building entry. Questions will 
likely be gathered using a form.  At 635 South Clinton Avenue, we may add a 
second person in the lobby to assist the receptionist.   

3. How will we do screening during morning rush when staff is arriving? 

Staff arrival times will be at slightly staggered times so there to avoid crowding.  
Clients will be mainly arriving by appointment only.  Some programs will have walk-in 
visitors.  
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4. Who is in charge of monitoring the front and making final decisions? 

Each facility plan will designate a primary point person at reception and a back-up.  
Marie Braun is coordinating efforts at 635 South Clinton Avenue and will have 
authority over final decisions.  

5. Who will be monitoring the occupancy in the building? 

A maximum occupancy will be designated for all facilities.  The primary point person 
at reception will monitor occupancy to ensure we do not exceed our planned limit.  

Facility Preparation and Ongoing Cleaning  

1. Will the facilities be cleaned and prepared to open? How will they be prepared? 

All facilities will be undergo a professional deep cleaning/sanitizing before staff are 
asked to return to them. WIC and Ocean County CCR&R, two facilities where staff 
work now, have been professionally cleaned and will be again.  

2. Will the building be cleaned regularly?  

All offices will be maintained in accordance with CDC cleaning recommendations 
every day. We will provide staff with wipes and ask you to use them to keep your 
immediate desk workspace clean all day.  

Personal Safety in the Office 

1. How will CHSofNJ keep me safe? 

CHSofNJ will follow CDC guidelines in developing and implementing plans and 
procedures.   

In addition to the steps outlined above, CHSofNJ will make modifications to reduce 
the number of people in our facilities at a time. The agency facilities may be open 
longer hours to vary shifts of staff, early shift and late shift and Saturday shifts which 
may help staff be able to accommodate childcare needs and still work a full work 
week. Supervisors will work out scheduling with their teams. Work that can be done 
successfully from home will remain remote. Some programs will rotate staff to work 
half the time from home and half the time from their offices. 

We will seat half the staff each shift to keep the numbers down at any one time. 
Seating has to be 6 feet apart unless a staff members works in protected work 
stations or offices. This is meant to protect you in an effort to make sure the office 
where you work tries to keep only healthy staff.  

We will also purchase and use items that will help protect staff.  CHSofNJ will put up 
Plexiglas partial barriers where we need to separate clients from receptionists and 
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other staff members.  We will also secure and test air sanitizers that filter and clean 
the air in conference rooms.   

2. Will CHSofNJ provide Personal Protective Equipment (PPE)?  

The agency will provide every staff member with a mask, but you may have one 
from home you are comfortable wearing and washing frequently.  We are also 
purchasing other forms of PPE for staff and functions that may require it.   

3. Do I have to wear a mask? Will everyone be required to wear a mask? 

Yes. CDC guidelines, published on their website, state:  

CDC recommends wearing cloth face coverings in public settings where other 
social distancing measures are difficult to maintain (e.g., grocery stores and 
pharmacies) especially in areas of significant community-based transmission…
The cloth face coverings recommended are not surgical masks or N-95 
respirators.  Those are critical supplies that must continue to be reserved for 
healthcare workers and other medical first responders, as recommended by 
current CDC guidance. https://www.cdc.gov/coronavirus/2019-ncov/prevent-
getting-sick/cloth-face-cover.html (page last reviewed April 3, 2020) 

The CDC provides the following instructions regarding the use of cloth masks.  
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4. Are staff allowed to refuse to serve a client who does not come with masks to the 
office?  

Yes, staff may refuse to serve a client who does not wear a mask. Everyone must 
wear masks in our facilities.  There will be no exceptions. Clients who do not wish to 
wear a mask may request virtual services, if appropriate.  Please alert your supervisor 
if you need assistance. 

5. What if someone wants to enter the building without a mask? 

CHSofNJ will provide them with a mask. If they do not wish to wear it, they will not be 
admitted.  They will be advised to go home and call their staff contact to arrange 
virtual services.  CHSofNJ will post signage in our lobbies stating our policy.   

Caring for High Risk Colleagues 

1. What can staff who are high risk do to protect themselves in office? 

How to Wear Cloth Face Coverings 

Who should NOT use cloth face coverings: children under age 2, or anyone who has 
trouble breathing, is unconscious, incapacitated or otherwise unable to remove the mask 
without assistance 

Wear your Face Covering Correctly 
• Wash your hands before putting on your face covering 
• Put it over your nose and mouth and secure it under your chin 
• Try to fit it snugly against the sides of your face 
• Make sure you can breathe easily 

Use the Face Covering to Protect Others 
• Wear a face covering to help protect others in case you’re infected but don’t have 

symptoms 
• Keep the covering on your face the entire time you’re in public 
• Don’t put the covering around your neck or up on your forehead 
• Don’t touch the face covering, and, if you do, wash your hands 

Take Off Your Cloth Face Covering Carefully, When You’re Home 
• Untie the strings behind your head or stretch the ear loops 
• Handle only by the ear loops or ties 
• Fold outside corners together 
• Place covering in the washing machine (learn more about how to wash cloth face 

coverings) 
• Be careful not to touch your eyes, nose, and mouth when removing and wash hands 

immediately after removing. 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/how-to-wear-cloth-
face-coverings.html (page last reviewed May 22, 2020) 
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The CDC offers the following guidance for people at higher risk for severe illness from 
coivd-19.  

The following is from the CDC website about who may be at higher risk for severe 
illness from covid-19.  

What You Can do if You are at Higher Risk 
of Severe Illness from COVID-19 

Stay home if possible.  

Wash your hands often.  

Avoid close contact and stay at least 6 feet (about 2 arms’ length) from other people.  

Clean and disinfect frequently touched surfaces. 

Cover your mouth and nose with a cloth face cover when around others.  

Cover coughs and sneezes. 

https://www.cdc.gov/coronavirus/2019-ncov/downloads/COVID19-What-You-Can-Do-High-
Risk.pdf (downloaded, May 26, 2020) 
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If you are high risk for severe illness, please reach out to Human Resources to 
understand what options and supports may be available.  We welcome you to 
share your ideas and insights on how we can ensure a safe workspace.   

2. What can we all do to protect our colleagues who may be at high risk? 

As mentioned elsewhere, CHSofNJ will take several steps to keep our offices as safe 
as possible, especially for our colleagues and visitors who are at high risk or have 
household members who are at high risk. We will:  

• Ask all staff to wash their hands while at work once an hour, or use Purell (if 
you can’t) every hour.   

• Post signage reminding us all of safe behaviors, including hand washing, 
avoiding face touching, wearing masks and practicing social distancing.   

• Set limits on the number of people who can be in room at the same time and 
on the number of people who can be in a building at the same time.   

• Practice and enforce social distancing.  
• Require staff who are sick to stay home from work.  
• Screen staff and clients at building entry for elevated temperatures and 

covid-related health symptoms.  
• Require everyone on site to wear masks.  
• Provide masks for staff and visitors, and stock other PPE that might be 

needed. 
• Provide hand sanitizer in reception areas and elsewhere, as possible. 

People Who Are at Higher Risk for Severe Illness 

COVID-19 is a new disease and there is limited information regarding risk factors for severe 
disease. Based on currently available information and clinical expertise, older adults and 
people of any age who have serious underlying medical conditions might be at higher 
risk for severe illness from COVID-19. 

Based on what we know now, those at high-risk for severe illness from COVID-19 are: 
• People 65 years and older 
• People who live in a nursing home or long-term care facility 
• People of all ages with underlying medical conditions, particularly if not well 

controlled, including: 
People with chronic lung disease or moderate to severe asthma 

• People who have serious heart conditions 
• People who are immunocompromised  

o Many conditions can cause a person to be immunocompromised, including 
cancer treatment, smoking, bone marrow or organ transplantation, immune 
deficiencies, poorly controlled HIV or AIDS, and prolonged use of 
corticosteroids and other immune weakening medications 

• People with severe obesity (body mass index [BMI] of 40 or higher) 
• People with diabetes 
• People with chronic kidney disease undergoing dialysis 
• People with liver disease 

https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-at-higher-risk.html 
(page last reviewed May 14, 2020) 
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• Provide sanitizing wipes to staff for their workspaces. 
• Stagger staff arrival times and encourage programs to make appointments 

with clients when possible. 
• Plan program scheduling modifications and extend operating hours, as 

appropriate, to minimize the number of people on site at any time. 
• Continue to have work that can be done successfully from home remain 

remote. 
• Provide desktop Plexiglas shields for reception areas and interview spaces.  
• Clean offices daily.  

Please help us by following these requests and supporting each other to do so.  
Please share your ideas for good practices with us! 
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