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Nueces County Community Action Agency is committed to providing a healthy and safe work 

environment for all staff and for the people we serve. We have developed a Preparedness Plan in 

response to the COVID-19 pandemic. Leadership and management are all equally responsible 

for implementing and complying with this plan. Through this plan, it is NCCAA’s goal to 

mitigate the potential transmission of COVID-19 in the workplace and community. This requires 

full cooperation from all staff. Only through this cooperative effort can we establish and 

maintain the safety and health of staff and the workplace. 

NCCAA is serious about the safety and health of all staff and acknowledges their essential 

involvement in the development and implementation of a successful COVID-19 Preparedness 

Plan. The COVID-19 Preparedness Plan follows the Centers for Disease Control (CDC) and the 

Texas Department of Health and Human Services guidelines, federal OSHA standards as related 

to COVID-19 and addresses: 

• Cleaning, disinfecting, decontamination and ventilation; 

• Administrative controls for Personal Protection Equipment (PPE); 

• Communications and training regarding COVID-19 practices and protocols will be 

provided for all staff; 

• Hygiene and respiratory etiquette; 

• Engineering and administrative controls for social distancing; 

• Workplace schedules; 

• Health screening of staff; and, 

• Management and supervision are necessary to ensure effective implementation of the 

plan. 
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As per the OSHA exposure risk scale, NCCAA’s level of risk is at Medium to Low Exposure 

Risk.  

NCCAA Levels of Exposure 
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• Very High Exposure Risk-field staff (Eligibility Specialists, Teaching Staff, Site Base 

Managers, Service Office Clerk and Management, Enrollment Service Staff, Family 

Advocates, and Receptionist 

• High Exposure Risk-Maintenance, Human Resource 

• Medium Exposure Risk- Monitoring staff 

• Lower Exposure Risk-administrative office staff, exception of receptionist 

Building Safety and Disinfecting 

 

Facility cooling and filter systems are maintained quarterly 

• Mechanical Systems  

• Water Systems 

• Chilled/condenser water: open/closed loops  

• Potable water: flush faucets  

• Fire Life Safety Systems  

• Ensure open site drains are inspected and traps are primed 

General Cleaning, Disinfection, and Ventilation 

 

Increased housekeeping practices are being implemented, to include routine cleaning and 

disinfecting of work surfaces and equipment in the work environment. In open work 

environments, increase the frequency of cleaning and disinfecting frequently touched surfaces, 

equipment, and other surfaces in the workplace: vending machines, bathrooms, meeting rooms, 

and high-touch zones. High touch surfaces include tables, doorknobs, light switches, countertops, 

handles, desks, phones, keyboards, toilets, faucets, sinks, floor mats, etc. such as phones, 

handles, copy machines, and other office equipment. Cleaning guideline adjustments or 

enhancements will be modified as needed for cleaning high traffic paths and high touch areas.  
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Common areas will be cleaned and disinfected by assigned janitorial and maintenance staff. 

Regular cleaning staff are responsible for cleaning and disinfecting their personal office space. 

Cleaning and disinfecting should be done frequently after use. 

Personal Protective Equipment (PPE) and other sanitizing supplies (REQUIRED). Please 

note only Agency approved PPE and sanitizing items will be used during working hours. 

• Agency issued face masks-(all staff) 

• Agency issued face shields* optional but highly recommended 

• Booties-(exclusive for Birth-to-Five Head Start, Weatherization and Housing @ site only) 

• Gloves-(for disinfecting and Birth-to-Five diapering procedures) 

• Sneeze guards-(for all field staff) 

Sanitizing supplies 

• Hand Sanitizer 

• Disinfectant wipes 

• Disinfectant spray 

Cleaning  

• PPE (face masks and gloves) 

• Use appropriate PPE (face masks and gloves) for cleaning and disinfecting; 

o Wear disposable gloves to clean and disinfect.  

o Use disposal containers to discard PPE, ensure disposal container has a trash liner 

before discarding PPE items. 
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• Clean surfaces using soap and water, then use disinfectant. Cleaning with soap and water 

reduces the number of germs, dirt, and impurities on the surface. Disinfecting kills germs on 

surfaces. 

• Practice routine cleaning of frequently touched surfaces. 

o More frequent cleaning and disinfection may be required based on the level of 

use. 

o Surfaces and objects in common areas, such as copy machines, computers, and 

phones should be cleaned and disinfected before each use. 

• In open work environments, increase the frequency of cleaning and disinfecting frequently 

touched surfaces, equipment, and other surfaces in the workplace: vending machines, 

bathrooms, meeting rooms,  etc. 

Electronics 

For electronics, such as tablets, touch screens, keyboards, remote controls, etc. 

• Follow the manufacturer’s instructions for cleaning and disinfecting. 

o If no guidance, use alcohol-based wipes or sprays containing at least 70% alcohol. 

Dry surface thoroughly. 

Cleaning 

• Regular cleaning staff can clean and disinfect community spaces. This should be done 

frequently after use. 

o Training on the appropriate use of cleaning and disinfection chemicals. 

• Wear disposable gloves for all tasks in the cleaning process, including handling trash. 

o Additional personal protective equipment (PPE) might be required based on the 

cleaning/disinfectant products being used and whether there is a risk of a splash. 
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o Gloves should be removed carefully to avoid contamination of the wearer and the 

surrounding area. 

• Wash your hands often with soap and water for 20 seconds. *If soap and water are not 

available and hands are not visibly dirty, an alcohol-based hand sanitizer that contains at 

least 70% alcohol may be used. However, if hands are visibly dirty, always wash hands 

with soap and water. 

• Additional key times to wash hands include: 

o After blowing one’s nose, coughing, or sneezing. 

o After using the restroom. 

o Before eating or preparing food. 

o After contact with animals or pets. 

o Before and after providing routine care for another person who needs assistance 

(e.g., a child). 

• Clean any items that come into contact with customers.  

• Make hand sanitizer, disinfecting wipes, soap, and water, or similar disinfectant readily 

available to employees, contractors, and customers.  

• Place readily visible signage at the office to remind everyone of the best hygiene 

practices.  

• For offices with more than 10 employees and/or contractors present at one time, consider 

having an individual wholly or partially dedicated to ensuring the health protocols 

adopted by the office are being successfully implemented and followed. Social distancing 

protocols still apply, ensure meeting space allows 6ft in between attendees. 

Disinfecting 
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• Use the recommend use of EPA-registered household EPA Registered household 

disinfectant 

*Follow the instructions on the label to ensure the safe and effective use of the product. 

o Many products recommend: 

Keeping surface wet for a period of time (see product label). 

Precautions such as wearing gloves and making sure you have good 

ventilation during the use of the product. 

o Diluted household bleach solutions may also be used if appropriate for the 

surface. 

o Check the label to see if your bleach is intended for disinfection, and ensure the 

product is not past its expiration date. Some bleaches, such as those designed for 

safe use on colored clothing or for whitening may not be suitable for disinfection. 

o Unexpired household bleach will be effective against coronaviruses when 

properly diluted. Follow the manufacturer’s instructions for application and 

proper ventilation. Never mix household bleach with ammonia or any other 

cleanser. Leave the solution on the surface for at least 1 minute. Centers for 

Disease Control (CDC recommends the following steps to make a bleach solution, 

mix: 

5 tablespoons or 1/3rd of a cup of bleach per 1 gallon of water 

OR 

4 teaspoons of bleach per 1 quart of water 

Bleach solutions will be effective for disinfection for up to 24 hours. 

o Alcohol solutions with at least 60% of alcohol may also be used. 
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•  Disinfect any items that come into contact with customers.  

• Make hand sanitizer, disinfecting wipes, soap, and water, or similar disinfectant readily 

available to employees, contractors, and customers.  

• On-site disinfection -Appropriate staff will receive training and certification of infectious 

control and specialized disinfection for administrative offices and sites. 

Staff, Customer, and Visitor Entry 

 

Staff will be provided with: 

• Appropriate Agency issued PPEs (masks, dividers, etc.) based on the job description and 

level of exposure 

• Cleaning and disinfecting supplies 

Staff: 

• An implemented staggered workforce will take effect, such as alternating days or weeks 

for different groups of employees and/or contractors coming into the workplace.  

• Individuals to work remotely if possible, until further notice 

Customers and visitors waiting on an appointment or meeting will have to wait in their vehicles 

until they are ready to be seen. 

Health Screening Policy for Employees, Customers, and Visitors  

 

• All staff has to self-declare to Human Resources if they have been exposed or possibly 

been exposed to COVID-19. 

• Points of entry are limited to one (1), located in the reception area.  Fiscal and Back doors 

will remain outgoing ONLY. 

• Screening of employees, customers, or visitors (prior to and before entry) 

o Temperature screening with a contactless thermometer  
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o Health Survey 

Send home any employee or contractor who has any of the following new or worsening signs or 

symptoms of possible COVID-19 

  

 Cough  Chills  Diarrhea 

 Headache  Sore Throat  Muscle Pain 

 Loss of taste or smell  Nausea or vomiting 
 Repeated shaking with 

chills 

 Fever of 100ºF or feeling 

feverish 
 Fatigue  Congestion or runny nose 

 Shortness of 

breath/difficulty breathing 

 Have you traveled within 

or outside of the country 

recently? 

 

 

• Employees with signs or symptoms listed above will be asked to return home and obtain 

a medical clearance before returning to work. Any absences incurred by the employee 

during this time will use sick leave to cover any absences.  

Hand Washing 

 

• Wash hands upon entry of the building 

• Wash your hands often with soap and water for 20 seconds. 

o Always wash immediately after removing gloves and after contact with a person 

who is sick. 

o Hand sanitizer: If soap and water are not available and hands are not visibly dirty, 

an alcohol-based hand sanitizer that contains at least 60% alcohol may be used. 

However, if hands are visibly dirty, always wash hands with soap and water. 
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Social Distancing 

 

Social distancing of 6ft apart will be implemented and maintained between employees, 

customers, and visitors.  

o No Congregating of 10+ people.  Social distancing continues to apply for 

meetings 10- as well as all required PPE. 

o Communal areas will be reconfigured to meet social distancing protocols 

o Breakroom- closed until further notice   

Lobby (Casual gathering spaces) 

• Only one (1) person at a time will be allowed in the lobby area. 

• Hand sanitizer and all other building common areas. 

• Signage regarding NCCAA COVID-19 requirements. 

• Re-arrange/ remove furniture to promote social distancing. 

• PPE usage.  

 

Workspace (Offices, cubicles, etc.) 

• Floor Plans reconfigured to meet social distancing protocols or provided with appropriate 

PPE (masks, dividers, etc.), cleaning, and disinfecting supplies. 

Conference Rooms 

• Floor Plans reconfigured to meet social distancing protocols. Rearrange furniture as 

needed. 

Bathrooms 

• No waiting or standing inside the bathroom. No more than three people in the Women’s 

or Men’s bathroom at a time. 
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Shipping and Receiving Areas 

• Inbound/Outbound 

o Routing instructions and plans for deliveries must be to the main entrance only  

o Employees receiving and handling mail and parcels must wear Agency issued PPE  

• Ordering of supplies 

o Large supply orders will be shipping to the warehouse 

o Arrangements must be made for pickup of all other supplies  

Communications and training 

 

Staff, Customers and Visitor Communication 

 

NCCAA’s COVID-19 Preparedness Plan will be communicated to all staff through EWS and 

electronic mail. A physical copy will be made available upon request. Training for COVID-19 

practices and protocols, to include new policies and protocols for common areas, will be made 

available to all staff before the official re-opening of the entire agency on or before the official 

entry date. All training will be conducted virtually through YouTube or other screencast options 

and literature.  Communication for customers and visitors on drop-off, pick-up, deliveries, etc. 

regarding social distance, hygiene, PPE requirements, and protocols will be provided prior to 

delivery, drop-off or pick-up and through visible signage. Customers and visitors will be advised 

not to enter the workplace if they are experiencing symptoms of COVID-19 through 

communication prior to visit, through office signage, and screening measures. 

This COVID-19 Preparedness Plan has been certified by NCCAA leadership and was made 

available on the day of training. This plan is also a working document and is subject to change. 
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Training 

 

Training on appropriate cleaning, disinfecting, hand hygiene, and respiratory etiquette will be 

provided and implemented on the following COVID-19 related safety and health practices and 

recommendations: 

• Respiratory etiquette:  

o Proper covering of coughs and sneezes; and  

o Turn away from others when coughing or sneezing  

• Hand hygiene:  

o Promote frequent and thorough hand washing; 

o Proper handing washing procedures (upon entry); and, 

o Make hand sanitizers available in multiple locations adjacent to common 

touchpoints. 

• Avoid touchpoints:  

o Use provided disposable wipes so that common touchpoints (e.g., doorknobs, 

light switches, desks, desktop peripherals, remote controls, and more) can be 

disinfected by employees before each use. 

o Discourage the use or borrowing of other people’s phones, desks, offices, or 

equipment. 

• Proper use and discarding of PPE equipment 

• Proper use and application of Face Masks (requirement)  

• Proper social distancing  

Maintaining Compliance  

ALL STAFF is equally responsible for implementing and complying with this plan. 
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• Health Screening; 

• Accountability measures must be made directly to the person involved and 

professionally; 

• Cleaning communal areas as needed; and, 

• Cleaning individual areas (offices). 

Space use/density monitoring  

• Conduct regular counts of occupants per floor;  

• Provide real-time meters/dashboards at entries to display how many people are present; 

and,  

• Implement a reservation system for desks and conference rooms so that employees can 

check attendance before arriving in the workplace  
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Resources 

 

TX HHS Opening the State of Texas-Min. Std Office Protocol 

OSHA PPE Standard 

RECOVERY READINESS A HOW-TO GUIDE FOR REOPENING YOUR WORKPLACE 

CDC Child Care Decision Tool 

CDC Workplace Decision Tool 

Guiding Principles for School Settings 


