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Important Notice: 

1. This procedure is a Controlled Document and shall not be amended without the authority of the Operations 
Manager – North America. 

2. Any queries or feedback concerning the contents of this Procedure should be addressed to the Operations 
Manager – North America. 
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1.0 PURPOSE  

The purpose of this program is to provide a safe working environment during a Pandemic.  The policy 
applies to all Airswift Employee, Contractors and Sub-Contractors working on behalf of Airswift. 

2.0 GENERAL 

All Airswift Employees, Contractors and Sub-Contractors are required to comply with the provisions of this 
policy and procedure.  Any deviation, unless spelled out specifically in the policy and requires the 
permission of Airswift Safety Team or designee. 

Airswift’s Safety Specialist is the designated Administrator and has the authority and responsibility for 
implementing and maintaining the Pandemic Policy.  Based on job site hazards, and regulatory 
requirements, Airswift Employees and Contractors may be advised by the client supervisor of required 
site-specific requirements 

• Airswift is closely monitoring the COVID-19 outbreak and we are committed to ensuring that all our 
employees, contractors and clients receive timely, accurate, and useful information to best manage 
the potential risk to contractor health and safety, as well as operational continuity.  

• Link to our website (Safety Information Regarding COVID-19) where we will maintain regular updates 
regarding COVID-19, as well as local and governmental information and health advice based on their 
country of work. Our incident management and leadership teams are closely connected and will 
continue to share information and update our cautionary policies to keep everyone safe.  

• Airswift is requesting all employees to keep regularly updated with the latest communications 
published by the World Health Organization (WHO) and the local authorities where they are based.  

• In the past week, confirmed cases in South Korea and Italy have significantly increased. Airswift have 
identified the following countries as high risk: Mainland China, Hong Kong, South Korea, Japan, and 
Italy.  

• Flexible work policies will be developed as required. Workers are instructed to stay at home when ill, 
when having to care for ill family members, or when caring for children when schools close, without 
fear of reprisal. Tele-commuting or other work-at-home strategies are in place and will be 
communicated as and when required. 

• A business continuity checklist has been developed to notify key contacts including both customers 
and suppliers in the event an outbreak has impacted our company's ability to perform services. This 
procedure includes notification to customers and suppliers when operations resume. This procedure 
is covered in our global business continuity plan and includes key contact information. 

3.0  OVERALL GUIDANCE 

Hygiene and overall vigilance  

Pay special attention to personal hygiene and follow the tips below to keep you and those around you 
healthy.  

• Self-Monitor | Monitor your health carefully and seek medical attention if you feel unwell or 
experience flu-like symptoms (fever, cough, or difficulty breathing).  

https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.airswift.com%2Fcovid-19&data=02%7C01%7Ckellie.tetley%40airswift.com%7C7e170f8857b843d8fdbf08d7c75acaf6%7C617dc8fb8f684abc94f87c087ea89c7f%7C0%7C0%7C637197065072912424&sdata=Ea33La4EIaASpCEa5tFmQ76sJMXCVjPNZk%2FoZL7xhao%3D&reserved=0
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• Prevent Spread | Do not come into work if you are sick. Contact your Airswift representative to report 
your situation so further guidance can be issued.  Cover your mouth and nose with a tissue or your 
sleeve (not your hands) when coughing or sneezing. 

• Clean Hands | Wash hands often with soap and water for at least 20 seconds and use an alcohol-
based hand sanitizer if soap and water are not available. Soap and Hand Sanitizing stations are 
available in office areas 

• Cleaning of Office areas. all areas that are likely to have frequent hand contact (like doorknobs, 
faucets, handrails) periodically and when visibly soiled. Work surfaces will also be cleaned frequently 
using normal cleaning products. 

• Large Gatherings | Consider carefully whether you need to attend events such as conferences or 
other mass events locally or internationally.   

If you are concerned you may have come into contact with an affected person OR experience flu-like 
symptoms (including fever, cough, or difficulty breathing), you should: 

• Stay Home | Do not come to work, and do not travel. Contact your Airswift representative straight 
away so plans can be agreed with the Client. 

• Medical Care | Seek medical care right away if you experience symptoms. Before you go to a 
doctor’s office or emergency room, call ahead and tell them about your recent travel and your 
symptoms.  

• Protect Others | Avoid contact with others, including separating yourself from others in your home 
and wear a facemask when you are in the same room with other people and when you visit a 
healthcare provider. If you cannot wear a facemask, the people who live with you should wear one 
while they are in the same room as you. 

3.1 REMOTE WORKING 
 
Key contacts, a chain of communications and contact numbers for employees, and processes for 
tracking business and employee’s status shall be developed and communicated. 
 
Remote working will be put in place with weekly check-ins. All daily communications between 
employees and vendors can be conducted via the use of Microsoft TEAMS. 

4.0 TRAVEL 

• Self-Quarantine | If you have recently returned from or will return from travel to Mainland China, 
Hong Kong, Singapore, South Korea, Japan, and/or Italy for either personal or business reasons, 
please inform your Airswift point of contact immediately as you may be required to self-isolate for 
14 days following your return to ensure you’re healthy before returning to work. 

• Postponing Travel | Please contact your Airswift point of contact if you are planning travel to, within 
or from Mainland China, Hong Kong, Singapore, South Korea, Japan, and Italy. Airswift will work with 
clients to ascertain each travel request on a case by case basis unless clients have already issued 
country/region wide advice specific to their projects and worksites. As stated, do not travel anywhere 
if you are feeling unwell. 
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• Reconsider All Travel | Use your best judgement about whether any international travel is 
necessary. The global coronavirus situation remains fluid – national governments continue to revise 
their travel guidance and restrictions, and airlines are continually modifying their plans and schedules. 
Be mindful that travel disruptions may be more likely no matter where you are headed. 

5.0 WHAT SHOULD I DO IF I HAVE OR THINK I HAVE COVID-19? 

• Contact your Airswift Service Consultant and your local medical insurance provider 
• If you cannot reach anyone at Airswift, please refer to your Airswift Safety Badge for 24-hour 

emergency contacts instructions. 
• If you are on a business trip, you can contact ATPI at (832) 369-1566 or (866) 218-8739 using the 

PIN: 80355 or by email airswiftUS@atpi.com. (Hours of support are 8:00 AM - 6:00 PM CST, Monday 
to Friday) 

• Follow your local medical / governmental advice, and keep Airswift and your line manager informed 

6.0 LOCAL MEDICAL AND GOVERNMENTAL ADVICE FOR THE UNITED STATES 

Local Health Advice 

If you experience reported symptoms you should go to your nearest healthcare facility immediately. If 
possible, you should call ahead to notify the doctor’s office or emergency room to advise that you have 
suspected symptoms of COVID-19. 

BCBSTX Mobile App 

We encourage you to schedule visits with your doctor virtually through the BCBSTX 
mobile app. Standard copay will apply, depending on your level of insurance and 
service selected. 

To download the app, search for BCBSTX in the Apple App Store or Google Play. 

1. Open the BCBSTX mobile app on your device 
2. Create a log in (if you don't already have one) - You will need your BCBSTX insurance card 
3. Click on Find Care in Network 
4. Click on Virtual Visits to open MDLIVE 
5. At the top, click "Sign In" or "Get Started" to create a new account 
6. Once you are logged in, you can choose your services based on your insurance. 

If you have questions about the mobile app, please contact benefits@airswift.com. 

 Airswift 24-Hour Emergency Contacts for USA 

Please refer to your Airswift Safety Badge for all emergency contact information. 
In the event of a medical emergency, please call 911 

mailto:airswiftUS@atpi.com
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Femail.airswift.com%2Fe2t%2Fc%2F*VwYC0g7_VvNxN5JYrD3qv0X80%2F*W4qlqYY6MX4mYW3v165d9fdmlM0%2F5%2Ff18dQhb0S9r29hxV_KW5XBCFB7bmRRdN2L4QVnsd4G6W1SddPT53DQ4NVJz-Kq8-pf4PW6d8bfs6nhHFfW2FBM3G1T_y39W1mvLPd708qDNW7sRBL-1MjhK9W1Hqkxj1Q4XHbW1N5Zll1ZZZfQW7mHF3-7sTjsdW2Qy-df2TvmYJW6b5nDn8Q6PkhN7vQ-f07tkXJW5x5KNk7-XB_5W67h1CP8qQfVdW32p-C34cMsNdW57Rg_88rC2wqW4jwTN37cvxVfN8q5qBxVQf4XN5vDhXCRCJs2W5w6vZd3Q8TjlW4w6XBf5srz89V-Rqr-1k_dygW2380Gn2yjkPNW4W9Cwd5sYC0bW2xb2Gd5CRnqCN5vM-9HPcqvQW1pMQqK1nPDQkN2D15Qs9K1TSW6TLHwk1s7ybzVQBBqR3fzpyNW4Z8Vkr8s4gHbW4q2Ksh5x6lszW4Vsgtt4MKXrfW3T03vy8csGDVVD2JF57nT14VW5RV-bM688dydW5rbf_j8vTYwVW34srVm37JS7sV215-p1Jp45GW59bbhc9m00z0N41BrZGvtRQ5W8JyVqr1MCmtWN6ClZBnmRw0WMdXyXb1ymmnf96j_4-03&data=02%7C01%7Ckellie.tetley%40airswift.com%7C738d0b6c12ba4033f16508d7c6c70731%7C617dc8fb8f684abc94f87c087ea89c7f%7C0%7C0%7C637196430746934109&sdata=Rgu04MPzz%2FdtYAkjlCDzKhafGqbuJsYJphAEOcQg7jg%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Femail.airswift.com%2Fe2t%2Fc%2F*VwYC0g7_VvNxN5JYrD3qv0X80%2F*W5cNbGx2FhZbVN3qRDkRwvFQZ0%2F5%2Ff18dQhb0SfHx9dsQp6W5XBCFB7bmRRdN2L4QVnsd3ZcW1SddPT53DQ4NVqBvdZ8_1Gr5W7Lch4N5mZ50NW54SyTQ31HQdLVnQj3N30n2tJW4c-GcJ32CwnTW4sXn_V7mxR8NW1wrxjk1wSb0pW964kLQ69_d5mW4rf1-C2qzSL9W1-ZJl56BrqyWW24SS1z1Q45jcW1--W4p6FphdtW7l5gGS20YpgdW3dKWpW63-j-RW1tmXX45-2t5mVTb85x5-GNDdW3VKVtL6nGl9PW4YXFpc4r1D7VN6GFMdNYSX-5W7m_B1R5c8d-SW3788th1q8HxSW8nZPtG9jhy02W7zqqzN5bHZ2gW8RMHWt15F7HvVPtmF18nzqzJW6P30Gw87vxXQW2pz1cj3rv2mwVYvfLL5DMbHtVYksBL4sysD3W3sWmhc6Qy5ZjW4ssVx53MpZPJW2xDz626-J6pGW3gprNB7mTB_-W3TLlhc2ys9PXN1dW0XPhzVNsVZ_kGb1NFfl4W8P4zkH2JRpGDN3JB3nTPJNm7W8qZkcx1kR8tBW5xLFxy4Jz8Y-W2nRylc5qPctDW5RzCpD2bSFw9W2-zlZN7_ScFwW6-NHZD2cRgP9W3Mmw504Pxhj5W3DlwBb1ZLrDcf58cssM04&data=02%7C01%7Ckellie.tetley%40airswift.com%7C738d0b6c12ba4033f16508d7c6c70731%7C617dc8fb8f684abc94f87c087ea89c7f%7C0%7C0%7C637196430746934109&sdata=Ao%2B8PJO0TK24NdQXt2rIpnkKtdN2xyRlkFwrD3dl1KU%3D&reserved=0
mailto:benefits@airswift.com
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To report ALL injuries, please call: 
AXIOM at +1 (877) 502-9466 
To report all safety incidents or near misses, please call or email: 

Airswift Safety Specialist 
(832) 942-2010 
USincidents@airswift.com 

These numbers should only be used in a genuine emergency such as a medical or safety/security 
incident. 
Day-to-day queries should be addressed to your local Airswift office. 
Workers will be encouraged to obtain appropriate immunizations to help avoid disease. Granting time off 
work to obtain the vaccine should be considered when vaccines become available in the community. 

7.0 WHERE CAN I FIND MORE INFORMATION ON COVID-19?  

The latest updates on COVID-19 can be found at trusted organizations including: 

• WHO (World Health Organization) 
• CDC (Centers for Disease Control and Prevention) 

8.0 RETURN TO WORK PROTECTIVE MEASURES 

General Safety Policies and Rules 

• Any Airswift employee/contractor showing symptoms of COVID-19 will be asked to leave the worksite 
and return home. 

• Communication will be conducted via Microsoft Team. 
• Avoid touching eyes, nose or mouth with unwashed hands. Where the use of soap and water to wash 

hands are unavailable, alcohol-based hand sanitizer with at least 60% alcohol can be used. 
• Employees must avoid physical contact with others and shall direct others (co- workers/contractors 

and visitors) to increase personal space to at least six (6) feet, where possible. Where conference 
rooms are used, only necessary employees should attend the meeting in person and all employees 
should maintain social distancing while inside the conference. 

• Where social distancing cannot be achieved employees, contractor and visitors must wear a face 
cover. 

o Cloth Face Covering are intended to keep the person wearing form spreading respiratory 
secretions when talking, sneezing or coughing.  They are not PPE and it is uncertain whether 
cloth face coverings protect the wearer. 

o Face Masks are PPE and are often referred to as surgical masks or procedure masks.  Use 
of face masks according to product labeling requirements. 

o N95/KN95 Masks are classified as respirators.  A respirator is a personal protective device 
that is worn on the face to cover at least the nose and mouth and is used to reduce the 
wearer’ risk of inhaling hazardous airborne particles (including dust particle and infectious 
agents) gases or vapors. 

mailto:usincidents@airswift.com
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Femail.airswift.com%2Fe2t%2Fc%2F*VwYC0g7_VvNxN5JYrD3qv0X80%2F*N11N_1jvPzWhW7j3znh5Ww5Pd0%2F5%2Ff18dQhb0S3j26_rB1LV11M5T2nhrQpW19cJVR2y8YTPW2nBr-Y6kVwLVW6FxwdQ8zBD96W900Psd4th4n_N31vtK8BCLhNW74sqC72lJWlGN2C76X77Yj_zW6Qtklh7hC3XcW44jqmG77sK8rW8fznqF73-Kt0W28VgRp1PSLJKW6lbgHk5HbK41MLwY68D36J-W2x9Bsz13q0QVN4XqNb0Y8SCdVkSCMQ516D61W54wGH_69R__YW6g4rQ04JmshXW7tNLkJ6H5RldW3zXS-b64FKzFVWVfC82_Cs9zW65flRC5nV_HSW3B2wDQ3KR0-XW62SCdm1DbzgzW2KHZPT6-0JYLW8SHTPM8qQd_dW2n4ggT8FfBn7N5Y276_-70MnW1KdlwP7QkwZcW3SxZMc50W8sSW8n5r2p6Y7hkcW5l67Yh3gwNsPW4m_Twg6vrZP5W30DLDg5vdpCHW2Ynvhc8cWCNGW4bJ_Ng1m6hFbW3MlhDV8wrkcyN16rdM98LCttW6rxg1g1l1JH0W1yKF6y7lpVCsW8LqNqm94P_qjW4z6Kzp2snBKrW20VLjQ1rQsw9W9gTXlX2f79tsF2_s8PYKZlYf2pcZD603&data=02%7C01%7Ckellie.tetley%40airswift.com%7C738d0b6c12ba4033f16508d7c6c70731%7C617dc8fb8f684abc94f87c087ea89c7f%7C0%7C0%7C637196430746944104&sdata=9ODc3gjwb49UkUSh8tuvHNnnYw%2F39VODUKYOKSw6WV0%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Femail.airswift.com%2Fe2t%2Fc%2F*VwYC0g7_VvNxN5JYrD3qv0X80%2F*M-YJ0vr66wqVxdhFC1Wnlrc0%2F5%2Ff18dQhb0S66Y6tR1x5V1ycJp5K3ppYW4MQWn85l7jggW2-Tlk_2R0B3gW325qQr5LBMJpW8VkxM78L2smMW7-prdh50jdNCW5wXVtj3hP7C7N5F3BYP-XT06W7BB_J22gmd1CVdsvD07wSXvZN4dBzMGffVtgN30LLQmJ6-bhW68tMX88M5M1NW25tR661z-zVhW3cWznj3twRzHW2tNlcY6YdW_7VCS2y61GBhmcML37dyD8fvPN5C29HpP895qW81sfH-4VJl2cVLW2948_THDMW3HhG9N5hV99PW5hZxnn3LQkLkW77wBDP5rmw8VN2rzj09TMKP1W7nBPd34-Lw4zW7pk0TF7L_W5-W595T_C18VRj9W8qkr846Cm48ZW79-hpy6gqwvmN3c2kBPxFnM5W5vH2nk5-cSDSW67N8-f8ZgzVvW2DcvLz44gmt-W8StwNc47X67KVGL7Mp2HjD3gW2D_k5f1rg6GPW2pRkcs3ZHtmgW78WX6R62BC61V_2XQf5-7hPLW2lcnmJ17NSsvW8Qkd4z8fWxWrW8nXJlJ3vXyN6W33j1TN1Z2KzQW79cRFG4gTlnj0&data=02%7C01%7Ckellie.tetley%40airswift.com%7C738d0b6c12ba4033f16508d7c6c70731%7C617dc8fb8f684abc94f87c087ea89c7f%7C0%7C0%7C637196430746944104&sdata=OQeStQiqcSMGaLjD5Iy8dtwswoLDIE7UBlHnu7cScvE%3D&reserved=0
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• Employees will be encouraged to space breaks and lunches to reduce the number of individuals in 
the breakroom to less than ten (10) people and any given time. 

• Sanitize the work areas upon arrival and throughout the workday. 
• Wash and sanitize hands immediately before and after completing your workday. 
• Airswift will provide alcohol-based wipes for the purpose of cleaning and sanitizing. 

Visitors to the Work Site 

• The number of visitors to the worksite will be limited to only those necessary for work. To the extent 
possible, meeting will be conducted by telephone or Microsoft Teams Teleconference. 

• All visitors will be screened in advance and will be required to cover their face prior to entering the 
meeting room.   If visitor answers “yes” to any of the attestation questions, he/she should not be 
permitted to access the meeting room. (click highlighted link to see questions) Attestation 
Questions. 

• Food deliveries (Door Dash, Uber Eats, etc.) will be prohibited from entering the building per building 
management restrictions.  Drivers must be met out front and all delivery containers must be wiped 
with sanitizing wipes. 

Work Site Cleaning and Disinfecting 

• Airswift will ensure the following regular housekeeping practices take place in the office suite: 
o Any trash collected in the office must be changed frequently by someone wearing gloves and 

face covering. 
o Frequent cleaning of bathrooms will include disinfecting on a regular basis by building service 

staff. 
o Filled hand sanitizing dispensers containing at least 60% alcohol will be located throughout 

the office and as you exit the elevators. 
o Individual employees will be responsible for wiping down desk areas and electronic 

equipment frequently during the workday. 

9.0 MANAGING CONFIRMED OR SUSPECTED CASES ON THE WORKPLACE 

The following sets forth the steps a safety representative or officer manager should take in the event of a 
confirmed or suspected COVID-19 case in any Airswift workplace.  The following four steps are intended to help 
prevent further transmission of COVID-19 and are based on a review of public health and industry guidance for 
managing confirmed or suspected cases in the workplace. 

Step 1 – IDENTIFY 

A confirmed or suspected case of COVID-19 is identified either through symptoms reported during an employee’s 
daily self-assessment/screening or a positive test result. According to the US Center for Disease Control (CDC) 
and many other regulatory bodies around the world, suspected cases of COVID-19 involve persons with 
symptoms consistent with COVID-19, which include fever or chills, cough, and shortness of breath. 

The office safety representative, office manager or other employee identified as in charge of monitoring and 
enforcing the company’s COVID-19 Return to Work Policy (for purposes of this policy, the “Safety 
Representative”) that is notified by an employee, or a screener, if applicable, of having COVID-19 symptoms or a 
positive test must identify such employee and immediately initiate the following steps below.  The Safety 

https://forms.office.com/Pages/ResponsePage.aspx?id=-8h9YWiPvEqU-HwIfqicf9wl3I1fhFBCvo_mqzwKIjNUN0dYR09LSkJLSE5BM1hJMkU5NTBFT1RNTi4u
https://forms.office.com/Pages/ResponsePage.aspx?id=-8h9YWiPvEqU-HwIfqicf9wl3I1fhFBCvo_mqzwKIjNUN0dYR09LSkJLSE5BM1hJMkU5NTBFT1RNTi4u
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Representative shall also immediately notify the Chief Operations Director (James Allen, 
james.allen@airswift.com) and General Counsel (Keith Gee, keith.gee@airswift.com) of such suspected or 
confirmed COVID-19 case. 

Efforts should be taken to maintain confidential documentation of a confirmed or suspected COVID-19 case.  
Such documentation should be treated as confidential protected health information in accordance with company’s 
data protection policy. 

Step 2- ISOLATE 

The employee should be sent home or, if unable to immediately return home, isolated away from others in the 
workplace until able to travel home.  If employee informed Safety Representative of symptoms or a positive test, 
but has not yet been to the workplace, the employee must refrain from coming to the workplace. The employee 
should quarantine for a period of 14 days. 

All affected workplace areas will need to be cleaned and disinfected. The management team will determine the 
severity of exposure to physical spaces and surfaces to justify decisions such as an emergency shutdown, or if a 
limited threat, only temporarily limiting spaces for entry to allow for cleaning and disinfecting.  
 

If the employee with a confirmed or suspected case is already at home and has not been in the workplace for the 
past 14 days and has not been in close contact with another work-related contact, no further action is needed 
other than offering support and following-up on symptoms to determine when it is safe to return to the workplace. 

Employees under quarantine must consult with and obtain prior approval from Safety Representative prior to 
returning to the workplace. 

Step 3 – INVESTIGATE 

The Safety Representative should interview the employee to identify his/her “close contacts” that were work-
related starting from 48 hours before he/she began experiencing symptoms until the time the individual was 
isolated at home. It is up to the individual to inform their local health department and his/her personal (non-
workplace related) contacts may have been exposed. 

A “close contact” is defined as: a) being within approximately six feet of an infected person for at least 15 minutes; 
or b) having direct contact with infectious secretions of a COVID-19 case (e.g., being coughed on), in either case 
starting from 48 hours before illness onset until the time the individual was isolated.1  Factors to consider when 
defining close contact include proximity, the duration of exposure (e.g., longer exposure time likely increases 
exposure risk), whether the individual has symptoms (e.g., coughing likely increases exposure risk) and whether 
either the case patient or contact were wearing an N95 respirator (which can efficiently block respiratory 
secretions from contaminating others and the environment). 

Based on this inquiry with the employee, the company will determine any close contacts, including those outside 
of the workplace. Possible contacts may also include contractors or clients that may have been exposed or 
infected. 

Information to collect to determine close contacts.  The more specific the responses from the employee, the more 
helpful. 

 
1See CDC’s definition of “close contact” at https://www.cdc.gov/coronavirus/2019-ncov/php/contact-
tracing/contact-tracing-plan/appendix.html#contact 

mailto:james.allen@airswift.com
mailto:keith.gee@airswift.com
https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/contact-tracing-plan/appendix.html#contact
https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/contact-tracing-plan/appendix.html#contact
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i. When did the interaction occur? 
ii. With whom did you interact? 
iii. Was the interaction internal or with external contractors/vendors/clients? 
iv. Where did the interaction occur? 
v. What was the nature of the interaction? 

a. Were you within 6 feet of each other? 
b. How long did the interaction last? 
c. Were face coverings/masks worn? 
d. Were any symptoms present at the time of the interaction? 

Step 4 – INFORM 

Based on the investigation in Step 3, the Safety Representative, in consultation with Chief Operations Director, 
will determine which of employee’s work-related contacts or interactions are considered close contacts.   

While protecting the identity of the employee, the Safety Representative will inform the close contacts of their 
potential exposure and provide guidance on next steps. These steps include: 

i. Stay home until 14 days after last potential exposure and maintain social distance (at least six 
feet) from others at all times. 

ii. Self-monitor for symptoms by checking temperature twice daily and watching for fever of 100.4F 
or higher, cough, shortness of breath, chills, muscle pain, headache, loss of smell or taste. 

iii. Avoid contact with people at a higher risk for severe illness. 
iv. If symptoms develop, employee should follow requirements in their jurisdiction for reporting 

exposure, if applicable, and guidelines for those who are sick2, including isolation until such time 
as it is safe to return to the workplace.3 

v. Safety Representative will begin the process of investigating this employee’s work-related “close 
contacts” and informing them of potential exposure (i.e. repeat Step 3 for this employee). 

The company will communicate the criteria for returning to work and conduct follow-up interviews with the 
employee and his/her work-related close contacts to indicate when they can return to the workplace.  For 
purposes of this policy, the company will follow the CDC’s guidelines for determining when persons infected with 
COVID-19 can return to work.   

The Safety Representative should document each notification of a close contact and ultimate resolution of each 
case (e.g., symptoms did not develop following 14 days of potential exposure). All close contacts should be 
informed if an employee who reported symptoms receives a positive or negative test result. 

 

 

 

 
2 https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html 
3 https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/end-home-isolation.html 

https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/end-home-isolation.html
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/end-home-isolation.html
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10.0 RECORDKEEPING 

All confirmed case of COVID-19 must be reported to Airswift Safety Specialist.  It will then be determined 
through investigation if it meets the criteria for recordability and reportability under OSHA’s recordkeeping 
rule. 

For purposes of COVID-19, OSHA is considering it an “illness.” and only confirmed cases of COVID-19 
should be considered an illness under the rule. Employers must report to OSHA any work-related illness 
that:  

• Results in a fatality 
• Results in the in-patient hospitalization of one or more employee. “In-patient” hospitalization is 

defined as a formal admission to the in-patient service of a hospital or clinic for care or treatment. 
• If an employee develops COVID-19 solely from an exposure outside of the work environment, it 

would not be work-related, and thus not recordable. 

11.0 CONFIDENTIALITY/PRIVACY  

Airswift is legally required to report workplace occurrences of communicable disease in the workplace to OSHA, 
the confidentiality of all medial conditions will be maintained in accordance with applicable laws.  When it us 
required, the number of persons who will be informed that an unnamed employee has tested positive will be kept 
to a minimum to comply with reporting requirements and to limit the potential for transmissions to others. 

Airswift reserves the right to inform other employees, clients and vendors that an unnamed co-worker has been 
diagnosed with COVID-19 if the unnamed employees might have been exposed to the disease so they may take 
measures to protect their own health. 

12.0 TRAINING 

Employees shall be trained on health issues of the pertinent disease to include prevention of illness, initial 
disease symptoms, preventing the spread of the disease, and when it is appropriate to return to work 
after illness. Disease containment plans and expectations will be shared with employees.  

13.0 LESSONS LEARNED 
 
Following a pandemic event, the Airswift management team will be working together to identify learning 
opportunities and take action to implement any corrective actions. The plan and emergency 
communication strategies shall be periodically tested to ensure it is effective and workable. 
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Version Number Effective Date Author Amendments Reasons for 
Amendments 

03 7/15/2021 Carol Stallworth Vaccine Status Updating protocol 
on vaccine status 
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