
Office Health and Safety 

 

Staff MUST NOT come into the office if they are sick.  Staff need to wait for 72 hours after their cough, 

fever and any other symptoms have subsided (without the use of medical suppressants - decongestants, 

fever reducers, etc.) before coming to the office. Everyone must follow these guidelines for the safety 

and well-being of everyone. 

 

How to enter the Atrium Building? 

 

 The EEP leadership staff has access to one front door key to the building. Please communicate with 

Georgia directly about acquiring this key, you will be otherwise unable to enter the building.  

 

When should you come into the office?  

 

1.  If you have essential work to do that you cannot do at home or to get essential items to take home.  

We do not want folks lingering in the office who do not need to be there.   

 

2.  You may not bring anyone else with you - including children.  

 

3.  Please coordinate with leadership staff so that only one person is there at a time.  Set up a group text 

or schedule ahead of time. 

 

4. Cloth masks must be worn at all times while working within the office. Here is a link that provides 

instruction for sew and no-sew cloth mask patterns created by the CDC: 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html 

 

Once you arrive at the office: 

 

1.  Immediately sanitize your hands (hand sanitizer will be located in front office at all times). 

 

2.  Please bring your own pen/pencil. 

 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/diy-cloth-face-coverings.html


3.  When using the shared bathrooms, refrain from touching door handles/sink knobs directly with your 

hands. Wash your hands for 20 seconds and bring paper towels with you as you exit (please note the 3rd 

floor bathrooms are closed, but 1st and 2nd floor are still open to office staff). 

 

4.  Try to minimize what you touch.  Try not to touch stair railings, surfaces, doorknobs etc.  

 

5.  Sanitize your work station before you begin working and when you leave.  Lysol disinfectant spray 

and Clorox disinfecting wipes will be located in the front office. To sanitize your computer, DO NOT 

SPRAY DIRECTLY.  Spray Lysol on to a paper towel and wipe the keyboard and mouse. Apply disinfectant 

liberally and allow to stand for 10 minutes before completely wiping away wet residue (this length of 

time is important for killing germs).  It can be sprayed on a surface and wiped around to distribute, or it 

can be applied on a paper towel which is used to wipe the surface. 

 

6.  Minimize your interactions with others.   If you need to have a conversation you can call, use face 

time, Zoom, etc. instead of talking in person. 

 

7.  Close your office door if you have one. 

 

8.  Please be respectful of Support Staff working in the office.  If you can email or call them – that is the 

preferred option.  

 

9.  All staff are required to maintain social distance from others of at least 6 feet at all times while in the 

office.  Please understand that everyone has varying degrees of comfort. 

 

*Use of copy machines* – Please do not use the copy machine, if you are in need of copies, please e-

mail/leave a note for Bil, any material that needs to be copied may be left in Ashly’s mail box (lower 

right corner). Bil will be in the office Mondays and Wednesdays between 10a-2p, they will use this time 

to attend to your copy/paperwork needs.  


