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1. NY FORWARD PLAN SUMMARY – COVID19 SAFETY PRECAUTION PLAN FOR 
ACUPUNCTURE NIRVANA (WE ARE FOLLOWING ASNY’S PANDEMIC PLAN MAY 
2020 IN ADDITION TO THIS, WHICH IS THE NY FORWARD SUMMARY FOR 
ACUPUNCTURE NIRVANA ALSO REQUIRED BY NY STATE – BOTH ARE BEING USED 

 
New York State’s rollout of Forward NY www.forward.ny.gov (Business Safety Precautions) has 
outlined specific factors to be included in plans documented for businesses to reopen.  A business must 
create, document and implement a plan that address the following three (3) factors: 

1. Protection for employees and customers 
2. Changes to physical workspace 
3. Implementation of processes to meet changing public health obligations 

The following worksheet is intended for Acupuncture practices to develop an appropriate Safety 
Precaution Plan as required by NYS.  Please note that we are also following all the requirements set aside 
by the ASNY Safety Plan. 

Name of Business: Acupuncture Nirvana 
Industry Category for Reopen Phase: Phase 2 professional services / Healthcare Services 
Business Structure: (sole proprietor, llc, pllc, s-corp, c-corp): Sole Proprietor 
Number of Employees: 1  

I. PEOPLE: PROTECTION FOR EMPLOYEES AND PATIENTS 
 

1. Physical Distancing.  To ensure employees comply with physical distancing requirements, we 
agree to do the following: 
 
 We will ensure 6 ft. distance between staff unless safety or core function of the work activity 

requires a shorter distance.  Staff will wear face coverings at all times and agree to only remove 
them for short times when they are at their work desk and are sure they are 6 feet away from all 
human beings.  If any staff member at Nirvana is within 6 feet of a human being, they will 
immediately place their mask back on.  Front desk will also keep their mask on if anyone has 
entered the front door. 
 

 Tightly confined spaces will be occupied by only one individual at a time unless all occupants are 
wearing face coverings.  If occupied by more than one person, we will keep occupancy under 
50% of maximum capacity.  To comply with this, we have taken one full time person’s desk out 
of the staff room.  She will work upstairs by her treatment rooms, separate from other staff 
members until we are out of phase 4 of reopening.  The staff room will have only 2 
acupuncturists in it located on opposite sides of the room, separated by more than 6 feet.  One of 
these staff members is only there late afternoon – evening so most of the time it will be just one 
person in this room. 
 

 We agree to post social distancing markers using tape or signs that denote 6 ft of spacing in 
commonly used and other applicable areas on the site (health screening stations, clock in and out 
stations). I have measured 6 feet and placed tape down so that when the front desk changes shift, 
they can talk to each other but only from 6 feet away while wearing a mask. 
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 We agree to limit in-person gatherings as much as possible and use tele-or video conferencing 
whenever possible.  Essential in person gatherings (e.g. meetings) should be held in open, well-
ventilated spaces with appropriate social distancing among participants.  The only meeting, we 
are holding is during phase 1 of the pandemic and is a pandemic walk through for all employees, 
so they know what to do to handle the pandemic requirements.  We agree to pause on all other 
team meetings until our county is out of phase 4.   
 

 We agree to establish designated areas for pickups and deliveries, limiting contact to the most 
extent possible.  We will have a pick-up box outside for anyone who wants contactless delivery 
of herbs.  We have a designated front hallway where all deliveries occur and a front desk person 
who agrees to wear a mask during all the delivery arrivals. 
 

2. Describe common situations that may not allow for 6ft distance between individuals.  What 
measures will you implement to ensure the safety of your employees in such situations? 
 
 Our clinic is reopening when our county is entering stage 2 of reopening.  We are having 

practitioners just see one patient an hour until stage 4, at which point we may slowly increase if 
we can still keep the waiting room free of people.  Everyone in our clinic is also wearing masks 
until we are out of stage 4.  They will have the option to continue doing so until they feel 
comfortable.  Even our county is out of  stage 4, any patient can request that we wear a mask 
during a treatment, and we will comply. 
 

3. How will you manage engagement with customers and visitors on these requirements (as 
applicable)? 
 
  The front desk now has two plexiglass screen on either side.  The front desk (or any staff 

member at the front desk) agrees to wear a mask during any moment a human being is within 6 
feet or enters the front door.  Patients will be offered a mask once they enter the door if they do 
not already have one.  No mask, no entry.  We will have one designated health screening station 
to take temperature checks and O2 checks before patient goes to wash hands.  Patient is then 
escorted to treatment room directly.  The front desk texts the practitioner and lets them know 
what room they are waiting in. 
 

 There will be a sign on the front door letting patients know they can choose to wait in the car  if 
they arrive early and the room is not ready yet – the front desk will call them when they can be 
taken directly to their room. 
 

 Front desk agrees to sanitize hands before and after transactions, purchases and credit cards, and 
when handling forehead thermometer and pulse-ox, which they will disinfect after each use. 
 

 When an acupuncturist treats a patient, they agree they will follow clean needle technique rules as 
is normal policy during non-pandemic times.  They agree to wear a mask at all times during 
treatments or interaction with a patient. 
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4. How will you manage industry specific physical social distancing (e.g. shift changes, lunch 
breaks) as applicable? 
 

 During staff changeovers, every staff member agrees to keep their mask in place and stay 6 
feet away. 

 If clocking in, the tablet must be cleaned with an alcohol swab.   
 Food can only be eaten if people are 6 feet away from you while eating.  Front desk staff 

cannot snack/ eat food at the desk if anyone has entered the front door entrance or are closer 
than 6 feet. 
 

5. Describe Adjustments to hours of operations and shift design to reduce the density of people in 
the office 
 

 New hours of operation until NY is out of stage 4 of reopening is seeing patients from 10am 
– 7pm Monday – Thursday and Friday 10am – 4pm.  We are staggering patients at 1 per hour 
to allow time to thoroughly clean treatment rooms before the next round of patients arrive.  In 
the situations where we have 2 patients per hour, that is only occurring if it is a minor and 
parent/ family members both being treated, and as we have 7 rooms and 3 practitioners, we 
can definitely handle this minor overflow when it happens and still keep the waiting room 
empty of people.  Once we are out of stage 4, we will go back to our normal schedule. 

 Our plan is to not keep anyone in the waiting room until we are out of stage 4.  We will have 
two chairs 6 feet apart that can be disinfected after a patient sits in it.  However, our goal 
during stages 1-4 is to keep people out of the waiting room area so no one congregates.   

 The downstairs bathroom will be the only bathroom patients can use.  The front desk will 
disinfect the downstairs bathroom after each and every use (clean doorknobs, faucet handles, 
toilet seats, etc.).  The upstairs bathroom will be reserved for staff only, and each staff 
member will disinfect the bathroom after they have used it. 
 

6. Describe changes to service delivery implemented to reduce patient travel and time physically 
in the office (consider telehealth options, online invoicing/payment/scheduling)… 
 

 A pickup box has been placed outside for anyone who does not want any contact while 
picking up their herbs.   

 Online scheduling is available, and scheduling is also available via phone.   
 The front desk will hand sanitize before and after each time they take a payment and we offer 

the option of contactless credit card charges. 
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II. PLACES : CHANGES TO PHYSICAL WORKSPACE & PPE REQUIRED 
 

A. Protective Equipment.  To ensure employees comply with protective equipment requirements, 
you agree that you will do the following: 
 

1. Employers must provide employees with an acceptable face covering at no cost to the employee 
and have an adequate supply of coverings in case of replacement.  What quality of face 
coverings – and any other PPE – will you need to procure to ensure that you always have a 
sufficient supply on hand for employees and visitors?  How will you procure these supplies? 
 

 We have 10 boxes of disposable face masks to start with, as well as a stack of washable face 
masks for the staff (they can use disposable masks or washable, whichever is their 
preference).  Washable masks must be washed after one day of use.  Any patient without a 
face mask will be provided a disposable mask upon entry.  No mask, no entry. 

 We have gloves available for when we disinfect rooms or restrooms. 
 We will maintain our inventory of all PPE at all times. 

 
2. Face coverings must be cleaned or replaced after use or when damaged or soiled, may not be 

shared, and should be safely stored or discarded.  What policy will you implement to ensure 
that PPE is appropriately cleaned, stored, and/or discarded? 
 

 For disposable face masks, each staff member is using one per day.  If they remove it, they 
have to do so pulling on the ear loop strings and putting it back on using the ear loop strings.  
Any surface it touches has to be disinfected after. They also have to disinfect their hands 
before putting it back on.  If they touch the actual face mask with wet hands, they need to 
replace it.  If they touch the face mask with dry hands, they agree to sanitize their hands after. 
 

3. Limit the sharing of objects and discourage touching of shared surfaces; or, when in contact 
with shared objects or frequently touched areas, wear gloves (trade appropriate or medical); or, 
sanitize or wash hands before and after contact.  List common objects that are likely to be 
shared between employees.  What measures will you take to ensure the safety of your employees 
when using these objects? 
 

 Front Desk: Each time there is a shift change the new person has to disinfect the desk, 
keyboard, mouse, and printer buttons.   

 Forehead thermometer and pulse-ox at front desk: The front desk person will disinfect after 
each use and hand sanitize or wear gloves before a patient uses them (in case the patient 
needs you to touch them – try to guide the patient with how to use these). 

 Ipad used for clocking in: When staff arrive, they will disinfect their hands, and then clock in, 
and then disinfect the ipad after use. 

 Each practitioner will use only their assigned ipad (Kat’s is pink, Alyx’s is blue, Joel’s is 
black).  No one else can use these Ipads but the practitioner, and they must still be disinfected 
after use.  The other ipads will be used by the front desk and must be disinfected before and 
after you have a patient use it.  If you give them an ipad pen, that must also be disinfected. 
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 Each practitioner has their assigned desk that will be disinfected at start of day and end of 
day. 

 Porch seats must be disinfected after you sit in them for lunch. 
 Any chair a patient has used must be disinfected after use (including porch chairs) by the 

front desk. 
 The downstairs bathrooms will be disinfected by the front desk after each and every use (and 

recorded).  Only patients can use the downstairs bathroom. 
 The upstairs bathrooms will be disinfected by the staff.  It can only be used by the staff. 
 After each patient has used a room, it will be disinfected and documented by the practitioner 

it is assigned to or the practitioner who last used it. 
 The Morning Front Desk receptionist will disinfect the doorknobs and the railing inside and 

outside 3x per day (once every 2 hours).  The evening front desk receptionist will do the 
same.  You will have a checklist that must be initialed. 
 

B. Hygiene and Cleaning: To ensure employees comply with hygiene and cleaning requirements, 
you agree that you will do the following: 
 

1. Adhere to hygiene and sanitization requirements from the Centers for Disease Control and 
Prevention (CDC) and Department of Health (DOH) and maintain cleaning logs on site that 
documents date, time and scope of cleaning.  Who will be responsible for maintaining a cleaning 
log?  Where will the log be kept? 
 

 The front desk is responsible for the downstairs bathroom cleaning log. 
 The front desk is responsible for the railing and doorknobs cleaning logs. 
 Each staff member is responsible for filling out the upstairs bathroom cleaning log initialing 

and dating and putting the time that they have done so after each and every use. 
 Each practitioner is responsible for the cleaning logs for their rooms. 
 Ultimately Kat is responsible for being sure all these are filled out.  If you forget to do it this 

will fall under noncompliance with the policies in this pandemic plan and you will be written 
up.  On the 3rd write up you are fired.  This is serious – please do not forget. 

 Kat will keep all logs in binders on her desk and will point them out to staff members in case 
anyone asks for these logs. 

 
2. Provide and maintain hand hygiene stations for personnel, including handwashing with soap, 

water, and paper towels, or an alcohol-based hand sanitizer containing 60% or more alcohol for 
areas where handwashing is not feasible.  Where on the work location will you provide 
employees with access to the appropriate hand hygiene  and/or sanitizing products and how will 
you promote good hand hygiene? 
 
 Each bathroom is stocked with soap, water and paper towels. 
 The porch table has hand sanitizer, just inside the door on the table with masks has hand sanitizer, 

the front desk has hand sanitizer, each treatment room has hand sanitizer, and each person will 
have hand sanitizer and alcohol swabs at their desk. 

 Each employee is agreeing to regularly use hand sanitizer and disinfect surfaces that they touch. 
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3. Conduct regular cleaning and disinfection at least after every shift, daily, or more frequently as 
needed, and frequent cleaning and disinfection of shared objects (e.g. tools, machinery) and 
surfaces, as well as high transit areas, such as restrooms and common areas, must be 
completed.  What policies will you implement to ensure regular cleaning and disinfection of 
your worksite and any shared objects or materials, using products identified as effective against 
COVID-19? 
 

 Restrooms are disinfected after every use with Clorox wipes (an EPA approved disinfectant) 
and there are daily logs for each disinfection.  The front desk does the downstairs logs, all 
staff fills out the upstairs restroom logs after each use.   

 Chairs (outdoor patio chairs that patients sit on and indoor reception area chairs or benches 
that patients sit on) are disinfected after each use by the front desk. 

 Staff lunch area on the patio is disinfected after each use by the front desk. 
 Every 2 hours, the front desk disinfects the front doorknobs, railings (outdoor and indoor) and 

logs it. 
 Patient rooms are disinfected by each practitioner with logs being filled out after each and 

every patient.  ALL linens are changed each and every patient (practitioner wears gloves 
while doing so and puts in a lined laundry basket). 

 Shared items will be mandated to be disinfected using EPA approved disinfectants, which are 
provided to staff at all times. 

 The entire building is cleaned once a week on the weekends and this will be logged. 
 HEPA/UV filters have been installed in each treatment room and the main reception area to 

improve air quality. 
 

C. Communication.  To ensure the business and its employees comply with communication 
requirements, you agree that you will do the following: 

 
1. Post signage throughout the site to remind personnel to adhere to proper hygiene, social 

distancing rules, appropriate use of PPE, and cleaning and disinfecting protocols.    
 
 We have posted signs at the front door about all of these things, and are posting PPE, cleaning 

and disinfecting protocols on bathroom doors, and handwashing signs on the bathroom walls. 
 

2. Establish a communication plan for employees, visitors, and customers with a consistent means 
to provide updated information.   
 
 Kat created a video for both employees and patients showing step by step exactly how we are 

following the pandemic plan 
 Kat created a one-page quick reference sheet for employees with the steps a patient takes, and the 

handouts and logs used in each step. 
 Kat put a COVID19 section on the website so both employees and patients can see what Nirvana 

is doing to keep patients safe. 
 Kat is sending out an email to all patients 5/29/2020 with info on where to find the COVID19 

section on the website. 
 Kat regularly updates social media 3x a week with the latest news: twitter, Instagram, facebook 

and tumblr. 
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 Kat regularly texts staff with updates.  They are in constant communication.  All staff have easy 
access to her if they have any questions or needs. 

 

3. Maintain a continuous log of every person, including workers and visitors, who may have close 
contact with other individuals at the work site or area; excluding deliveries that are performed 
with appropriate PPE or through contactless means; excluding customers, who may be 
encouraged to provide contact information to be logged but are not mandated to do so.  Which 
employees will be in charge of maintaining a log of each person that enters the site (excluding 
customers and deliveries that are performed with appropriate PPE or through contactless 
means, and where will the log be kept? 
 
 We will keep a log of Amazon deliveries, Llasa OMS deliveries, Moxie Water Deliveries, and the 

biweekly change of our front rugs (we hire a service to provide clean rugs every 2 weeks in our 
entranceway – it’s once a week during winter).  The front desk will log this and give to Kat every 
day and she will keep in a binder. 

 
4. If a worker tests positive for COVID-19, the employer must immediately notify state and local 

health departments and cooperate with contact tracing efforts, including identification of 
potential contacts, such as workers or visitors who had close contact with the individual, while 
maintaining confidentiality required by state and federal law and regulations.  If a worker tests 
positive for COVID-19, which employee(s) will be responsible for notifying state and local 
health departments? 
 
 The owner Kat will notify state and local health departments if any staff member tests positive for 

COVID-19 and that worker will not be allowed to return for 3 weeks at which time they will have 
to pass another COVID-19 screening with forehead temperature, O2 check, and health questions 
before they can return to work.  Our clinic will comply with any investigation by state and local 
health departments. 

III. PROCESS 

A. Screening.  To ensure the business and its employees comply with protective equipment 
requirements, you agree that you will do the following: 
 

1. Implement mandatory health screening assessment (e.g. questionnaire, temperature check) before 
employees begin work each day and for essential visitors, asking about 1) COVID-19 symptoms in 
past 14 days, 2) positive COVI-19 test in past 14 days, and/or 3) close contact with confirmed or 
suspected COVID-19 case in past 14 days.  Assessment responses must be reviewed  every day and 
such review must be documented.  What types of daily health and screening practices will you 
implement?  Will the screening be done before employees get to work or on site?  Who will be 
responsible for performing them, and how will those individuals be trained? 
 
 The morning and evening front desk staff will screen all patients.  We will do a prescreen phone 

call (with COVID screening questions) 48 hours before the appointment, a prescreen (with 
COVID questions) email 24 hours before the appointment, and a COVID screening with a 
forehead thermometer temperature check, a pulse-ox O2 check, and a list of prescreening COVID 
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questions.  If a patient has a forehead temperature of 100.4 or greater, they fail.  If they have an 
O2 of 94 or less, they fail.  If they answer yes to 2 or more of the COVID prescreening questions, 
they fail.  This is documented in a checklist and will match the scheduling system very clearly.  
This same screening is done each day on each staff member and will be recorded, and all these 
records will be kept in a binder on Kat’s desk.  Kat will be training her front desk staff and 
practitioners on how to use do the front desk screening on 5/28/2020 and will be available for text 
or in person questions or a retraining session if any staff member expresses that need. 
 

2. If screening onsite, how much PPE will be required for the responsible parties carrying out the 
screening practices?  How will you supply this PPE? 
 
 The front desk, where the screening is happening, is surrounded by plexiglass shields.  Each 

patient is required to wear a mask as they approach the front desk.  Each front desk person must 
be wearing a mask for each patient encounter, or if someone enters the front door, or if someone 
is 6 feet away.  Each practitioner must wear a mask when treating patients or if they are within 6 
feet of a person, or if they are conducting the role of a front desk person for whatever reason.  

 Hand sanitizer must be used any time the front desk touches a credit card – before and after 
transactions.  However, the front desk has the option to wear gloves instead and that is supplied 
by the clinic.  

 This PPE is regularly bought on Amazon or through local stores and Kat is responsible for 
checking that we have enough. 
   

B. Contact tracing and disinfection of contaminated areas.  To ensure the business and its 
employees comply with contact tracing and disinfection requirements, you agree that you will 
do the following: Have a plan in place for cleaning, disinfecting, and contact tracing in the event 
of a positive case. 
 

1. In the case of an employee testing positive for COVID-19, how will you clean the applicable 
contaminated areas?  What products identified as effective against COVID-19 will you need 
and how will you acquire them? 

Products: We have a printout of the EPA approved disinfection list and are following it carefully, but 
our usual disinfectant is on that list as approved and deliveries have resumed through amazon.  If they 
halt for any reason, Kat has more backup cleaners from the EPA list in stock.  If that runs out and 
Amazon deliveries halt again, Kat will acquire more through Walmart, Rite Aid or Llasa as needed. 

Cleaning a contaminated area if an employee tests positive: If this occurs, we will follow the 
protocol of disinfecting with an EPA approved disinfectant on every surface while wearing gloves 
and wearing a mask.  We are keeping air purifiers on all day long and will close the rooms for 24 
hours while the air purifier runs, and if it is not raining, we will air it out with the windows open as 
well.  We will document these procedures if they occur. 

2. In the case of an employee testing positive for COVID-19, how will you trace close contacts in 
the workplace?  How will you inform close contacts that they may have been exposed to 
COVID-19? 
 
 We will have an easy time tracing anyone an employee has been in contact with for the last 3 

weeks as we have all appointments scheduled with names and phone numbers and emails.  
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Scheduling is done by date and time and practitioner so it will be simple to track who the 
practitioner has seen.  We will contact each patient that practitioner has seen for the prior 3 weeks 
and inform them that one person at Nirvana has been confirmed positive for COVID-19 and we 
need to inform them that they may have been exposed.   
 

 We will also inform all staff that they may have been exposed to COVID-19.  If one staff member 
is confirmed positive, we will ask all staff to please get a COVID-19 test immediately.  While 
legally this is a request and cannot legally be a requirement, we would greatly prefer each staff 
member to do so.   

IV. OTHER 

Please refer to the ASNY Pandemic Plan Manual for the other rules we are following, as well as to this 
entire manual in Acupuncture Nirvana Pandemic Plan. 

Staying up to date on industry-specific guidance: 

To ensure that you stay up to date on the guidance that is being issued by the state, the owner Kat 
MacKenzie agrees to regularly consult the NY Forward website at forward.ny.gov and applicable 
Executive Orders at governor.ny.gov/executiveorders on a periodic basis or whenever notified of the 
availability of new guidance. 
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2. QUICK REFERENCE FOR A PATIENTS JOURNEY (BASED ON THE ASNY PANDEMIC 
PLAN) 

 
1. COVID prescreen patient 48 hours before appointment via a phone call 

(Use Handout 1 to Prescreen, Handout 2 to sign off checklist) 

2. COVID prescreen patient 24 hours via automated email 
(use Handout 7) 
 

3. When patient arrives, they bypass signs on front of your clinic (or just inside front, depending on 
your set up) from Handouts 4 & 5. 
 

4. Create a roadblock of some kind asking patient to mask up as soon as they enter.  Provide masks 
if not available. Provide hand sanitizer next to mask just in case.  Consider creating a sign with 
clear directions if needed. 
 

5. Patient proceeds to designated in person COVID prescreening area (ideally you should be able to 
keep this HIPAA compliant, so their info is private – feel free to ask people to wait on one of the 
outside porch chairs.  No one should be in reception waiting area unless it is an emergency (then 
text Kat what is going on) and NEVER during a COVID prescreening. 
 

6. Take forehead temp, take O2, ask COVID screening questions using Handout 6 for in person 
screening.   
 

a. If patient does not pass in person COVID prescreening hand them Handout 8 (with no 
identifiers except marking what parts they did not pass) and tell them they cannot return 
for 3 weeks.  Put in your private red flag area the date of screening fails and the date they 
can return. 

 
7. If patient does pass in person screening now schedule and take $ (so there is only 1 time of front 

desk contact).   
 

8. Ask them to please wash their hands for 20 seconds. 
 

9. Front desk disinfects patient restroom (after patient washes hands and before calling in new 
patient and signs a disinfection checklist with date, time, initials) 
 

10. If practitioner is available, they will escort patient to their room.  If they are not available, front 
desk escorts them to one of the open patient rooms assigned to that practitioner and then 
immediately texts the practitioner where the patient is. 
 

11. Patient receives acupuncture and leaves. 
 

12. Practitioner “turns room” and disinfects it, then signs off checklist – Handout 9 
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1. POLICIES FOR ACUPUNCTURISTS  
(IN ADDITION TO ASNY’S PANDEMIC PLAN) 

START OF DAY 

 Mask up.  Make sure if you take off your mask that you sanitize your hands before putting it 
back on and touch only the ear loops.  If you touch the actual mask you need to change masks.  
As a reminder, you cannot take off your mask if anyone is in the lobby, has entered the front 
door, or is 6 feet away. 
 

 Please wash your hands for 20 seconds before touching anything. 
 

 Arrive 20  minutes prior to your first appointment with a patient.  Please be sure to have 
showered that morning and have on a freshly laundered set of clothes (this is a given, and you all 
do it anyway, but I have to write it down because of the whole virus thing.  Please note that pants 
or shirts or skirts/dresses etc. cannot be reworn but must be freshly laundered). As a reminder no 
jeans, no shorts, no tank tops that are in any way see through or show a bra strap (tank top straps 
must be at least 2 fingers big).  We are in a business casual environment and our goal is to dress 
as the professionals we are. 
 

  Please note that if you arrive late 3 times in 6 months, we will start scheduling patients 30 
minutes after your normal start time to be sure you are not late, which means you make less 
money.  We will be logging late times to be fair to each practitioner. 
 

 Get screened at the front desk with a forehead thermometer check, O2 check, and prescreening 
questions.  Make sure you are signed off as passing (if you fail we will immediately cancel all 
your appointments and you cannot return to work for 3 weeks, and we recommend you go to see 
your primary care physician today).   
 

 Check your schedule using your assigned iPad and opening unified practice 
o Swab the iPad with an alcohol wipe to be sure it is clean. 
o Do you have any patients that need the downstairs?  If so, it should say “needs 

downstairs” in red flags.  We are now also putting it right under the person’s name so that 
it pops up on the schedule.  Check this as well.   

o Do you have any new patients? 
o Do you have any patients that have not yet signed the COVID19 disclosure form (at first 

it will be every patient, but as we continue, we will have to BE CERTAIN we catch 
them).  This is really important guys.  Both front desk and each practitioner will be 
checking this, to make sure we do not make mistakes. 

o Do you have any patients with special needs? 
o Grab your checklist sheet and pen for room sanitization sign offs.  Make sure yesterday’s 

checklist sheet is on Kat’s desk. 
o Pick which 1-2 patient are going to get heat packs.  Because we have to wash the towels 

and heat pack covers after each use, each practitioner can use it one time a day.  If we 
have managed to wash them in time for a second use, that is ideal, so it is nice to be able 



13 

to pick someone in the morning and someone in the evening.  
 

 Check your rooms 
o Grab enough cups from the kitchen to be happy based on your schedule.  No more than 4 

cups per patient please.   
o In your treatment rooms, make sure your cupping silver can is empty with a brand new 

liner in it. 
o Do you have hand sanitizer, alcohol swabs, and enough needles for the day? 
o Do you have enough linens (4-5 pillowcases, bottom and top sheets, and headrests per 

room)? 
o Do you have enough table paper?  Get a second roll if you are low. 
o Do you have gloves? 
o Do you have enough moxa and moxa tools (lighter, silver needle moxa remover, etc.)? 
o Turn on your air purifiers 
o Check that your infrared heat lamp is on. 

 
 Check your desk 

o Your desk should have alcohol wipes on it and hand sanitizer and a backup mask should 
be within reach (if you get your face mask wet from washing your hands or sanitizing 
them, you have to change your mask). 

END OF DAY 

 You can be no more than 2 days behind on charting.  So, if it is 6/3 then your charting for 6/1 
needs to be done.  Friday’s charting needs to be done by Sunday night.  All charting must be 
caught up with by Monday morning with none overdue.  If you have to stay late or take your 
assigned ipad home and finish it there, that is fine, as long as it is done. 

 Unplug your infrared heat lamp 
 Turn off your air purifier 
 Put gloves on and strip your beds of all linens.  The front desk closing that night will thoroughly 

disinfect the room and turn off everything – you just need to make it simple for them. 
 Take the bag of linens from the laundry basket in your treatment rooms and put it in the laundry 

room at end of the night. 
 Clorox wipe your work desk thoroughly, including your chair. 
 Take your sign off sheets for cleaning the rooms and put them on kat’s desk in staff room 
 Clean your ipads with alcohol wipes and put in charging station.  If you are bringing your ipad 

home, be sure to swab it with alcohol before leaving. 
 We suggest approaching this like a nurse and bringing a change of clothes and putting your old 

clothes in a plastic bag to go home.  Or…change asap once you get home handling your clothes 
as if they have the virus on them.  You can bring home one pair of gloves a night so that when 
you take them off, you can put them right into your clothes washer.   

 Scrubs can be worn at work now and we will wash them for you if you would prefer not to go 
home wearing the clothes you worked in.  Just put them in the bag of dirty laundry for your 
rooms and we will make sure they are washed by the end of the next day.  If you choose this route 
you need at least 2 pairs of scrubs. 
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 Let the front desk know you are done for the day so they can start turning your rooms.  Please 
make sure to find them if they are not at the desk at end of day because everyone is tired, and it is 
easy to overlook a post it note on a desk. 

Please note that during the day you are required to use ONLY the upstairs bathroom designated for staff.  
You are required to disinfect it after each and every use and document that you disinfected it and the time 
and date after each and every use. 

* Please note that because of COVID, I am now required to give you 5 days of sick leave, paid at $____ 
an hour for the regular schedule you normally work.   

I understand that if I need to change my work schedule at any time I will need to run it by Kat for 
approval and that it will impact my sick leave, which follows my regular schedule I normally work. 

I understand that I am required to follow all of the above  as well as any additional requirements as 
needed to help the clinic run well. 

Name (printed): _____________________________________________ 

Name (signed): _____________________________________________  

 Date: _____________________________________________________ 
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2. POLICIES FOR MORNING FRONT DESK (9:30 AM – 3:30 PM) 
(IN ADDITION TO ASNY’S PANDEMIC PLAN) 

START OF DAY 

 Mask up.  Make sure if you take off your mask that you sanitize your hands before putting it 
back on and touch only the ear loops.  If you touch the actual mask you need to change masks.  
As a reminder, you cannot take off your mask if anyone is in the lobby, has entered the front 
door, or is 6 feet away. 
 

 Please wash your hands for 20 seconds before touching anything at the desk. 
 

 When you open the door, keep it locked until 9:25am.  Do not answer the phones until 9:30am.   
 

 Clock in. Be sure to swab the ipad with an alcohol wipe after clocking in.  Be sure to clean the 
desk with a Clorox wipe as soon as you arrive.   
 

 Please be sure to have showered that morning and have on a freshly laundered set of clothes (this 
is a given, and you all do it anyway, but I have to write it down bc of the whole virus thing.  
Please note that pants or shirts or skirts/dresses etc. cannot be reworn but must be freshly 
laundered).  As a reminder no jeans, no shorts, no tank tops that are in any way see through or 
show a bra strap (tank top straps must be at least 2 fingers big).  We are in a business casual 
environment and our goal is to dress as the professionals we are. 
 

 Get screened at the front desk (Kat will be arriving at 9:30 every morning to screen the 
morning front desk, and you will screen her as well).  Use a forehead thermometer check, O2 
check, and prescreening questions.  Make sure you are signed off as passing (if you fail we will 
immediately ask you to leave and you cannot return to work for 3 weeks, and we recommend you 
go to see your primary care physician today).   
 

 Turn on the computer and sign in.  
 

  Grab the essential oils for the day and write which one it is on the chalkboard by the front 
desk.  Then: 

o turn on all the plugs in the room 
o turn on the overhead lights on all the rooms 
o plug in the infrared heat lamp 
o put new water and 2 drops of essential oil in each diffuser in each room and be sure it is 

set to run for 8 hours 
o put essential oil back up in the kitchen 

 
 Turn on the 2 hyrdocollators and be sure the red light on the side is on.  Be sure hydrocollator 

area is fully stock with terrycloth covers and towels.  Turn on light in that area. 
 

 Start the first load of laundry 
 



16 

 Turn on all bathroom and hallway lights 
 

 Cups: Take cups in bin marked bleach solution, dunk and swirl around in water solution bins, 
then wipe with a caviwipe and put onto drying trays in kitchen to dry during the day.  Empty 
bleach solution bin, empty water solution bin. 
 

 Go back to computer and log in to unified practice and set up screens so you are ready to 
schedule.   
 

 Look at the days schedule, and check that there are any patients who must have downstairs 
rooms.  If there are it should be in the notes on the schedule when you look at it.  Make sure you 
ask Joel and Alyx or any upstairs practitioners if they need downstairs rooms for any patients as a 
double-check. 
 

 Double check that you have your logs to sign off patients as you do pandemic checks – there 
should be one clipboard per patient with the names of patients already written there like “MERE” 
for “Merry Renilly” for example. 
 

 Double check that you have your list of the 48 hour before appointment patients to 
prescreen – call them after 10:30am.  Make sure you have time to call everyone.  Be sure to chart 
in the prescreen list that you talked to the patient.  If you cannot reach them write VM to denote 
that you left a voicemail. 
 

 Double check that you have enough print outs of paper for the handouts to give to medical 
doctors for when patients fail the prescreening.  Be sure you ALWAYS put in red flags when 
they fail, with the note “Failed COVID screening 5/25/20.  Return date: 6/15/20.”  It is your 
job to keep it completely secure and private and follow HIPAA when a patient fails, so be sure to 
not make a big deal of it or shout “oh no” or “you have failed”.  Be calm, composed, and speak 
softly, and do not put any identifiers on the handout (no names, just the temp, O2 and circle what 
they failed).  Be discrete and private.  It is the law. 
 

 Check voicemails.  If anyone has cancelled follow the lateness policy of: 
o  1st time no show/cancellation within 24 hours – phone call warning and reminder that we 

have a cancellation fee of 25$ but of course we understand things happen – but in the 
future, we will have to charge.  Log in red flags 

o 2nd time no show/cancellation fee – phone call letting them know this is their second time 
and we will be collecting $25 on their next visit.  Remind them that if it happens a 3rd 
time in 6 months then we will have to put them on a same day appointment list.  Log in 
red flags. 

o 3rd time no show/cancellation fee – phone call letting them know this is their 3rd time and 
we will be collecting $25 on their next visit and they can now only book the same day as 
their appointment.  Log in red flags 

o Exceptions: Emergency ER visit/sudden sickness of patient or family member.  Then do 
not log in red flags, but instead just cancel appointment. 

o Make sure you change the appointment to reflect a no show if they no showed, or a no 
show if they cancelled within 24 hours’ notice.  This way it is reflected on the actual 
booking schedule as well. 
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 Your job is air traffic controller.  This means during this pandemic; I need you to direct 
people and know what is going on and keep everyone in the loop.   

o Direct patients to wait outside on a porch chair so no one hears when one patient is doing 
a COVID screening. 

o Direct patients to their rooms or to their practitioner (if the practitioner is waiting).  If the 
practitioner is not waiting for them, put them in one of the practitioners assigned rooms 
and then text the practitioner letting them know where you put the patient.  It should have 
no names – just say “your 3:30 is in room 5” 

o Assigned rooms are:  
 Alyx: 1&3 
 Joel: 4 & 5 
 Kat: 6 & 7 
 2 is the backup room for Kat to use when someone needs a downstairs room. 

ONCE YOU’VE STARTED YOUR DAY AND FIRST FEW PATIENTS HAVE BEEN PRE-
SCREENED 

 You are now chained to this desk (except when guiding a patient to a treatment room – that is the 
only exception).  If you have to go to the bathroom (you have to use the upstairs bathroom only), 
text a practitioner to ask them to cover the front desk for you and do not leave until they are there 
to cover it. 

 Being sure to check the schedule that no one is about to arrive, the Morning Front Desk 
receptionist will disinfect the doorknobs and the railing inside and outside 3x per day (once every 
2 hours).  You will sign off on a checklist saying you have accomplished this. 

 Log in to email, check info@acunirvana at least once per hour. 
 Answer phones: During the pandemic, if there is a person in front of you or/and you have to do a 

pandemic check, let it go to voicemail.  The person in front of you comes first.  When they have 
left the lobby, check the messages and return the call before you do anything else.  This is to be 
sure you do not forget any steps in pandemic checks with patients. 

 Check the schedule again for any oddities (double bookings, anyone you know cannot do stairs 
but is not marked as a downstairs room). 

 Your 2 jobs in addition to front desk duties are 1) laundry for the clinic and 2) herb inventory 
once a week 

 You no longer have to turn rooms bc we need you to stay at the desk.  To get laundry, you 
will need to text alyx and ask her to bring it to you.  You will need to keep an eye on the time to 
know when you need to text her. 

 When you are ready for a lunch break, text Kat and ask her to cover.  You can choose to work 
your 6 hours straight through or you can choose to work 5.5 hours with a 15 to 30-minute hour 
unpaid lunch break.  Just make sure the desk is covered and you clock in and out.  As we have 
patients arriving on the hour, I would ask you to take the break after patients have arrived and 
done their screening. 

 When the shift change occurs, you cannot stay late to go over things even if the evening 
front desk person is running late.  Notify Kat if this occurs and hand her the list of things to 
pass on.  Make a list and hand it to the next front desk person with what they need to follow up 
on.   
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 You must watch the downstair bathroom and disinfect it in full and initial the bathroom 
sheet after each use and the date/ time cleaned. 

Please note that during the day you are required to use ONLY the upstairs bathroom designated for 
staff.  You are required to disinfect it after each and every use and document that you disinfected it 
and the time and date after each and every use. 

* Please note that because of COVID, I am now required to give you 5 days of sick leave, paid at 
$____ an hour for the regular schedule you normally work.   

I understand that I will not be paid for any work beyond my assigned shift hours of 9:30am - 3:30pm. 

I understand that I am required to follow all of the above jobs assigned to me as well as any 
additional requirements as needed to help the clinic run well. 

Name (printed): _____________________________________________ 

Name (signed): _____________________________________________  

 Date: _____________________________________________________ 
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3.  EVENING FRONT DESK 
(IN ADDITION TO ASNY’S PANDEMIC PLAN) 

STEPS FOR THE EVENING FRONT DESK  
( YOU CAN LEAVE EARLY IF ALL PRACTITIONERS ARE DONE AND YOU HAVE 
FINISHED THE CLOSING SCHEDULE.  IF RUNNING LATE ON CLOSING PLEASE CLOCK 
OUT NO LATER THAN 9:30PM AND TEXT KAT WITH WHATEVER IS LEFTOVER TO BE 
DONE.) 

 
 Mask up first thing.  Make sure if you take off your mask that you sanitize your hands before 

putting it back on and touch only the ear loops.  If you touch the actual mask you need to 
change masks.  As a reminder, you cannot take off your mask if anyone is in the lobby, has 
entered the front door, or is 6 feet away. 
 

 Please wash your hands for 20 seconds before touching anything at the desk. 
 

 When changing shifts: make sure to talk to morning front desk at the white tape located 6 feet 
away.  To clock in you will have to ask her to move, so give her 6 feet of space and then clock in.  
Wipe down the ipad with an alcohol wipe after clocking in. 
 

 Clock in. Be sure to swab the ipad with an alcohol wipe after clocking in.  Be sure to clean the 
desk with a Clorox wipe as soon as you arrive.  Please note that you will not be paid for more 
than 6 hours work a shift.  If you work less than that you will be paid what you worked.  If you 
worked more, you will only be paid 6 hours.  
 

 Please be sure to have showered that day before work and have on a freshly laundered set 
of clothes (this is a given, and you all do it anyway, but I have to write it down bc of the whole 
virus thing.  Please note that pants or shirts or skirts/dresses etc. cannot be reworn but must be 
freshly laundered).  As a reminder no jeans, no shorts, no tank tops that are in any way see 
through or show a bra strap (tank top straps must be at least 2 fingers big).  We are in a business 
casual environment and our goal is to dress as the professionals we are. 
 

 Get screened at the front desk (have the morning front desk person or Kat screen you).  Use a 
forehead thermometer check, O2 check, and prescreening questions.  Make sure you are signed 
off as passing (if you fail we will immediately ask you to leave and you cannot return to work for 
3 weeks, and we recommend you go to see your primary care physician today).   
 

 In the kitchen, fill the bleach tub for cups with water and bleach (there are directions in 
kitchen).  Fill the water tub with water. 
 

 Grab stuff for billing that you need at the front desk or anything else you need. 
 

 Wipe the front desk down with Clorox bleach   
 

 Look at the computer and the days schedule on unified practice 



20 

 
 Double check that you have your logs to sign off patients as you do pandemic checks – there 

should be one clipboard per patient with the names of patients already written there like “MERE” 
for “Merry Renilly” for example.  These should already be halfway full. 
 

 Double check that the list of the 48 hour before appointment patients to prescreen have 
been called.  Morning front desk will have charted in the prescreen list that you talked to the 
patient.  If she could not reach them, she wrote VM to denote that she left a voicemail, which 
means you may be the one taking the call that evening.  Be ready to prescreen them.  If they have 
not returned the phone call, try again before end of the day and mark that you made a 2nd attempt 
to reach them. 
 

 Double check that you have enough print outs of paper for the handouts to give to medical 
doctors for when patients fail the prescreening.  Be sure you ALWAYS put in red flags when they 
fail, with the note “Failed COVID screening 5/25/20.  Return date: 6/15/20.  It is your job to 
keep it completely secure and private when a patient fails, so be sure to not make a big deal of it 
or shout “oh no” or “you have failed”.  Be calm, composed, and speak softly, and do not put any 
identifiers on the handout (no names, just the temp, O2 and circle what they failed).  Be discrete 
and private.  It is the law. 
 

 Check voicemails if there are any.  If anyone has cancelled follow the lateness policy of: 
o  1st time no show/cancellation within 24 hours – phone call warning and reminder that we 

have a cancellation fee of 25$ but of course we understand things happen – but in the 
future, we will have to charge.  Log in red flags 

o 2nd time no show/cancellation fee – phone call letting them know this is their second time 
and we will be collecting $25 on their next visit.  Remind them that if it happens a 3rd 
time in 6 months then we will have to put them on a same day appointment list.  Log in 
red flags. 

o 3rd time no show/cancellation fee – phone call letting them know this is their 3rd time and 
we will be collecting $25 on their next visit and they can now only book the same day as 
their appointment.  Log in red flags 

o Exceptions: Emergency ER visit/sudden sickness of patient or family member.  Then do 
not log in red flags, but instead just cancel appointment. 

o Make sure you change the appointment to reflect a no show if they no showed, or a no 
show if they cancelled within 24 hours’ notice.  This way it is reflected on the actual 
booking schedule as well. 

ONCE YOU’VE STARTED YOUR DAY AND FIRST FEW PATIENTS HAVE BEEN PRE-
SCREENED 

 You are now chained to this desk.  If you have to go to the bathroom, text a practitioner to ask 
them to cover the front desk for you and do not leave until they are there to cover it. 

 Log in to email, check info@acunirvana at least once per hour. 
 Answer phones: During the pandemic, if there is a person in front of you or/and you have to do a 

pandemic check, let it go to voicemail.  The person in front of you comes first.  When they have 
left the lobby, check the messages and return the call before you do anything else.  This is to be 
sure you do not forget any steps in pandemic checks with patients. 
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 Check the schedule again for any oddities for the evening shift (double bookings, anyone you 
know cannot do stairs but is not marked as a downstairs room). 

 Your 2 jobs in addition to front desk duties are 1) billing 2) turning and restocking the rooms 
as each practitioner finishes their last patient. 

 If you are ready for a break, text Kat and ask her to cover.  You can choose to work your 6 
hours straight through or you can choose to work 5.5 hours with a 15 to 30-minute hour unpaid 
lunch break.  Just make sure the desk is covered and you clock in and out.  As we have patients 
arriving on the hour, I would ask you to take the break after patients have arrived and done their 
screening.  Lunch/dinner can no longer be eaten at the front desk or in the staff room but must be 
eaten out on the patio until early September in the designated area by the staff door. 

 You must watch the downstairs bathroom and disinfect it in full and initial the bathroom 
sheet after each use and the date/ time cleaned. 

Please note that you are required to use ONLY the upstairs bathroom designated for staff.  You are 
required to disinfect it after each and every use and document that you disinfected it and the time and 
date after each and every use. 

Please note that during the day you are required to use ONLY the upstairs bathroom designated for 
staff.  You are required to disinfect it after each and every use and document that you disinfected it 
and the time and date after each and every use. 

* Please note that because of COVID, I am now required to give you 5 days of sick leave, paid at 
$____ an hour for the regular schedule you normally work.   

I understand that I will not be paid for any work beyond my assigned shift hours of 9:30am - 3:30pm. 

I understand that I am required to follow all of the above jobs assigned to me as well as any 
additional requirements as needed to help the clinic run well. 

Name (printed): _____________________________________________ 

Name (signed): _____________________________________________  

 Date: _____________________________________________________ 
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 FOR BILLERS – IN ADDITION TO ASNY’S PANDEMIC PLAN 

 

 Mask up first thing when entering work.  Make sure if you take off your mask that you sanitize 
your hands before putting it back on and touch only the ear loops.  If you touch the actual mask you 
need to change masks.  As a reminder, you cannot take off your mask if anyone is in the lobby, has 
entered the front door, or is 6 feet away. 
 

 Please wash your hands for 20 seconds before touching anything at the desk. 
 

 When changing shifts: make sure to talk to morning front desk at the white tape located 6 feet away.  
To clock in you will have to ask her to move, so give her 6 feet of space and then clock in.  Wipe 
down the ipad with an alcohol wipe after clocking in. 

 
 Clock in. Be sure to swab the ipad with an alcohol wipe after clocking in.  Be sure to clean the desk 

with a Clorox wipe as soon as you arrive.  Please note that you will not be paid for more than 6 hours 
work a shift.  If you work less than that you will be paid what you worked.  If you worked more, you 
will only be paid 6 hours.  

 
 Please be sure to have showered that day before work and have on a freshly laundered set of 

clothes (this is a given, and you all do it anyway, but I have to write it down bc of the whole virus 
thing.  Please note that pants or shirts or skirts/dresses etc. cannot be reworn but must be freshly 
laundered).  As a reminder no jeans, no shorts, no tank tops that are in any way see through or show a 
bra strap (tank top straps must be at least 2 fingers big).  We are in a business casual environment and 
our goal is to dress as the professionals we are. 
 

 Get screened at the front desk (have the morning front desk person or Kat screen you).  Use a 
forehead thermometer check, O2 check, and prescreening questions.  Make sure you are signed off as 
passing (if you fail we will immediately ask you to leave and you cannot return to work for 3 weeks, 
and we recommend you go to see your primary care physician today).   
 

 Wipe your desk with Clorox wipe before you start work and after you leave work. 
 

 Wipe your phone with an alcohol wipe after each and every use. 
 

 Wipe your ipad with an alcohol wipe if you walk away and come back to use it. 

Please note that during the day you are required to use ONLY the upstairs bathroom designated for 
staff.  You are required to disinfect it after each and every use and document that you disinfected it 
and the time and date after each and every use. 

* Please note that because of COVID, I am now required to give you 5 days of sick leave, paid at 
$____ an hour for the regular schedule you normally work.   

I understand that I will not be paid for any work beyond my assigned shift hours of 9:30am - 3:30pm. 

I understand that I am required to follow all of the above jobs assigned to me as well as any 
additional requirements as needed to help the clinic run well. 
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Name (printed): _____________________________________________ 

Name (signed): _____________________________________________  

 Date: _____________________________________________________ 
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4. TRAININGS WITH SIGN OFFS 

 
Here is the training our staff will be doing to ensure patient safety and ensure staff 
knowledge on pandemic procedures: 

 Each staff member is given a binder at the Nirvana staff Pandemic Pre-Opening 
Meeting on 5/28/20 and they will sign the binder saying they have read it, as well 
as signing the parts relevant to their job, and this section detailing training sign 
offs to acknowledge it has been done. The binder given at the Pandemic Pre-
Opening Meeting contains the following and each staff member’s sign offs will 
be kept in their personnel file and a reference copy will be available at Kat’s 
desk and at the front desk: 
 

a. ASNY Pandemic Plan 2020 
b. Nirvana Pandemic Plan 2020 

 Each staff member has read and signed saying they have reviewed our 
Pandemic Plan and our OSHA manual. 

 
 Each acupuncturist has reread and signed saying that they have reviewed the 

Clean Needle Technique Manual – Best Practices for Acupuncture Needle 
Safety and Related Procedures Manual 

 
 Each staff member has completed the following online trainings: 

 Steri-safe Bloodborne Pathogens Training 
 Hand Hygene Training 
 Personal Protective Equipment Training 
 Biohazardous Waste Training 
 Annual HIPAA training (just because it is a pandemic does not mean patient 

privacy rights are not important). 
 

 Each staff member will be walked through the new pandemic procedures.  We 
plan on continuing these procedures until our county is out of stage 4, and 
possible until the whole state is. 
 

 Each staff member is wearing a mask during treatments and will be following 
the policies on cleanliness as outlined in the Nirvana Pandemic Plan and 
ASNY Pandemic Plan 
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 Each staff member has a clear sense of the expectations for their role as well 
as everyone else’s role in the practice.   
I understand that I am required to comply with all the rules and policies and procedures listed in the 
Acupuncture Nirvana Pandemic Plan and in the ASNY Pandemic Plan.  I agree that I am familiar 
with all of the requirements for working at Acupuncture Nirvana during the pandemic. I understand 
that I may be asked to follow  any additional requirements as needed to help the clinic run well.  I 
understand that if I do not follow the pandemic policies then I will be written up on the 1st and 2nd fail 
and fired for misconduct on the 3rd fail.  I understand that these policies are serious and must be 
strictly followed. 

 Name (printed): _____________________________________________ 
 Name (signed): _____________________________________________  
  Date: _____________________________________________________ 
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WRITE UP FOR NOT COMPLYING WITH PANDEMIC PLAN RULES 

 

This is your ____ write-up for not complying with Acupuncture Nirvana’s Plan rules and ASNY 
Pandemic Plan for NY state acupuncturists.   

As a reminder, you signed off saying you would comply, and understood the following: 

I understand that I am required to comply with all the rules and policies and procedures listed in the 
Acupuncture Nirvana Pandemic Plan and in the ASNY Pandemic Plan.  I agree that I am familiar with all 
of the requirements for working at Acupuncture Nirvana during the pandemic. I understand that I may be 
asked to follow any additional requirements as needed to help the clinic run well.  I understand that if I 
do not follow the pandemic policies then I will be written up on the 1st and 2nd fail and fired for 
misconduct on the 3rd fail.  I understand that these policies are serious and must be strictly followed. 

Please sign saying that you understand this and will comply with the policies going forward very 
carefully.  If you would like to add any comments: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
______________________________________________________________________ 

 

Name: ___________________________________________________________ 

Signature: ________________________________________________________ 

Date: ____________________________________________________________ 
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REFERENCES AS OF 5/14/2020 
 
(PLEASE CHECK LINKS FOR UPDATED INFORMATION)  
 
 HTTPS://WWW.AEI.ORG/RESEARCH-PRODUCTS/REPORT/NATIONAL-CORONAVIRUS-

RESPONSE-A-ROAD-MAP-TO-REOPENING/  
 HTTPS://WWW.ASACU.ORG/WP-CONTENT/UPLOADS/PATIENT-CONSENT-AAC.PDF  
 HTTPS://WWW.CENTERFORHEALTHSECURITY.ORG/OUR-WORK/PUBS_ARCHIVE/PUBS-

PDFS/2020/200417-REOPENING-GUIDANCEGOVERNORS.PDF 
 HTTPS://WWW.GOVERNOR.NY.GOV/NEW-YORK-FORWARD/REGIONAL-GUIDELINES-

RE-OPENING-NEW-YORK 
 HTTP://WWW.OP.NYSED.GOV/PROF/ACU/ 
 HTTPS://WWW.OSHA.GOV/PUBLICATIONS/OSHA3990.PDF 
 HTTPS://WWW.OSHA.GOV/PUBLICATIONS/INFLUENZA_PANDEMIC.HTML#AFFECT_WO

RKPLACES 
 HTTPS://WWW.CDC.GOV/CORONAVIRUS/2019-NCOV/SYMPTOMS-

TESTING/SYMPTOMS.HTML# 
 HTTPS://WWW.CDC.GOV/CORONAVIRUS/2019-NCOV/PHONE-GUIDE/PHONE-GUIDE-

H.PDF 
 HTTPS://WWW.CDC.GOV/CORONAVIRUS/2019-NCOV/SYMPTOMS-

TESTING/SYMPTOMS.HTML#  
 HTTPS://WWW.CDC.GOV/CORONAVIRUS/2019-NCOV/DOWNLOADS/10THINGS.PDF 
 HTTPS://WWW.CDC.GOV/CORONAVIRUS/2019-NCOV/PHONE-GUIDE/PHONE-GUIDE-

H.PDF 
 HTTPS://WWW.CDC.GOV/CORONAVIRUS/2019-NCOV/HCP/CLINIC-

PREPAREDNESS.HTML 
 HTTPS://WWW.CDC.GOV/CORONAVIRUS/2019-NCOV/DOWNLOADS/PLEASE-READ.PDF 
 HTTPS://WWW.MAYOCLINIC.ORG/SYMPTOMS/HYPOXEMIA/BASICS/DEFINITION/SYM-

20050930) 
 HTTPS://WWW.VENABLE.COM/INSIGHTS/PUBLICATIONS/2020/04/BACK-TO-BUSINESS-

CONSIDERATIONS 
 HTTPS://WWW.CDC.GOV/CORONAVIRUS/2019-NCOV/DOWNLOADS/CLINIC.PDF 
 HTTPS://WWW.CDC.GOV/FLU/HIGHRISK/INDEX/HTM 
 WWW.EPA/GOV/PESTICIDE-REGISTRATION/LIST-N-DISINFECTANTS-USE-AGAINST-

SARS-COV-2 
 HTTPS://CSOMAONLINE.ORG/WP-CONTENT/UPLOADS/2020/05/CCAOM-CLINIC-

INFECTION-CONTROL-ADVISORY-UPDATED4.30.2020.PDF 
 HTTPS://WWW.CDC.GOV/CORONAVIRUS/2019-NCOV/HCP/RESPIRATOR-USE-FAQ.HTML 
 HTTPS://WWW.CDC.GOV/CORONAVIRUS/2019-NCOV/HCP/INFECTION-

CONTROLRECOMMENDATIONS.HTML?CDC_AA_REFVAL=HTTPS%3A%2F%2FWWW.CD
C.GOV%2FCORONAVIRUS%2F2019- NCOV%2FINFECTION-CONTROL%2FCONTROL-
RECOMMENDATIONS.HTML 23 HTTPS://WWW.CDC.GOV/CORONAVIRUS/2019-
NCOV/HCP/PPE-STRATEGY/FACE-MASKS.HTML 

 HTTPS://WWW.CCAOM.ORG/IMAGES/CCAOM/DOCUMENTS/POSITION-
PAPERS/POSITION_PAPER_RE_USE_OF_GLOVES.PDF 

 HTTPS://WWW.CDC.GOV/CORONAVIRUS/2019-NCOV/HCP/INFECTION-
CONTROLRECOMMENDATIONS.HTML?CDC_AA_REFVAL=HTTPS%3A%2F%2FWWW.CD
C.GOV%2FCORONAVIRUS%2F2019- NCOV%2FINFECTION-CONTROL%2FCONTROL-
RECOMMENDATIONS.HTML 
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 HTTPS://WWW.CDC.GOV/CORONAVIRUS/2019-NCOV/PREVENT-GETTING-
SICK/CLEANING-DISINFECTION.HTML 

 HTTPS://WWW.EPA.GOV/PESTICIDE-REGISTRATION/LIST-N-DISINFECTANTS-USE-
AGAINST-SARS-COV-2 


