
The evolving reality of COVID-19 is one we are facing virtually together (and physically at 
a social distance). Our company has a deep belief in being the best we can for people – 
you, our employees, and everyone we work around. Throughout this challenging time, we 
have been working to create responsible actions that respect our communities, protect 
the safety of our employees, and maintain operations to meet the needs of our clients. 
 
WWe are continuing to follow the guidance issued by the CDC and our local authorities and 
adapting as necessary for the well-being of our staff and our communities. We want to let 
you know measures we have taken and what else you can expect from us as we partner 
in this together:
 
• Creation of specific COVID-19 pre-project planning procedures for our field and office 
employees to mitigate exposure. 
• Implementation of a daily cleaning protocol for vehicles, o• Implementation of a daily cleaning protocol for vehicles, offices, equipment, and 
laboratories as recommended by our industrial hygiene experts. 
• Prohibition of all business travel outside of the U.S. Employees who travel 
internationally on personal time are required to practice distancing or self-quarantine.  
• Limiting U.S. air travel to only meet the staffing needs of our clients’ projects. 
• Postponing or cancelling large-scale meetings including conferences and training 
workshops, and all internal meetings requiring air travel. 
• Holding all other meetings virtuall• Holding all other meetings virtually, and, if an in-person meeting is necessary, limiting 
attendance to no more than ten. We have also enacted safe meeting practices for our 
personnel for these instances.
• Reducing exposure by utilizing technology to meet virtually and enabling our employees 
to work remotely for our clients whenever possible.
 
In these uncertain times, we are leaning into innovation and challenging ourselves to In these uncertain times, we are leaning into innovation and challenging ourselves to 
work differently. As employee-owners, camaraderie and caring are ingrained in who we 
are and how we work together to support your project needs. We appreciate the 
confidence you have shown in us, and we are grateful for your business. We expect the 
situation will continue to require close collaboration in the coming weeks, and we look 
forward to getting back to normal operations. 
 
As new information becomes available, or if we experience any changes that impact our As new information becomes available, or if we experience any changes that impact our 
ability to perform our work, we will keep you informed. Our local office teams will be 
reaching out to clients to discuss their project status to ensure we are responsive and 
discuss any changing requirements. In the meantime, we are a phone call, text, or email 
away should there be anything we can do to help you during this time.
 
Gayle Packer
President and CEOPresident and CEO
 

Standing Together (at a social distance)
Care and concern for people is always the top priority
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Standing Together (at a social distance) 
The evolving reality of COVID‐19 is one we are facing together. Terracon has a deep belief in being the 
best we can for people – you, our employees, and everyone we work around. Throughout this 
experience, we are working to create responsible actions that respect our communities, protect our 
employees’ safety, and maintain operations to meet our clients’ needs. 
 

We are continuing to follow the guidance issued by the CDC and our local authorities, and adapting, as 
necessary, for the well‐being of our staff. We want to let you know what you can expect from Terracon 
as we partner in this together. 
 

The purpose of this document is to keep our clients informed of the actions we are taking to mitigate 
the spread of COVID‐19, the various scenarios that could happen in this ever‐evolving crisis, and a 
comprehensive review of our Pre‐task Planning Protocols that have been implemented nationwide. 
 

Terracon Task Force 
We established a Task Force, comprised of key individuals from Executive Leadership, Safety, Industrial 
Hygiene, Human Resources, Communications, IT and Accounting corporate departments. This group 
meets daily to review current developments, create scenarios and protocols that will guide our 
decisions moving forward, and determine communications protocols to our leaders, employees, and 
clients. This group's work is reviewed by our executive team. 
 

Company Precautionary Actions 
This list summarizes the broader actions we’ve taken as a company to mitigate risk to our employees 
and clients. 
 

•  Created a specific COVID‐19 pre‐project planning procedure for our field and office employees 
to mitigate exposure. (See attached) 

•  Implemented daily cleaning protocol for vehicles, offices, equipment, and laboratories 
as recommended by our industrial hygiene experts. 

•  Stopped all business travel requiring public transportation until further notice and following CDC 
travel restrictions.  Update:  Business travel has resumed with Office Manager approval May 1, 
2021. 

•  Postponed or canceled large‐scale meetings including conferences, training workshops, 
and internal Meetings.  Update:  Meetings and conference attendance has resumed with 
Office Manager approval May 1, 2021. 

•  Enabled employees to work remotely across all offices in advance of shelter in place orders, 
and abiding by all state, county and city shelter‐in‐place orders 

 

Potential Scenarios and Protocols 
The Task Force has outlined a number of scenarios that are possible as this situation continues to 
evolve. These include clarity on the different courses of action each scenario will require. Our task force 
is established with leads and back‐ups that can move quickly when situations occur and offer swift 
guidance to our office managers, so they can remove infected employees from the office and jobsites 
and respond to staffing needs. Real‐time, client communications are also built into our plan. We expect 
the current environment will change daily and it’s imperative we are constantly working to be 
innovative in how we respond to our clients’ business needs while keeping our teams healthy.  Below 

https://www.cdc.gov/coronavirus/2019-ncov/your-health/index.html
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are likely scenarios for which we have established protocols. 
 

 
Protocol for Quarantine 

 Terracon will mandate quarantines in accordance with CDC guidelines (i.e. after international travel, 

if symptoms are exhibited, direct exposure, positive test results), 

o How can we determine if  direct, extended, and/or repeated exposure occurred?   Ask 

the employee: 

 Did you have direct, person to person interactions with the person who tested positive? 

 Did you have more than one interaction with the person?  How many? 

 

If the answer to both questions is no, the likelihood of direct exposure may be minimal, and 

you should advise the employee to monitor their health and immediately notify you if they 

develop any symptoms of COVID‐19. 
 

 
If either answer is yes, continue the questions with: 

 Have you been vaccinated?  Note that fully vaccinated employees do not need to 
quarantine or test unless they are experiencing Covid‐19 symptoms. 

 Was the person you contacted wearing a mask? 

 Were you wearing a mask? 

 Were you able to maintain minimum 6’ social distancing? 

 Were you maintaining frequent hand washing or sanitizing? 

 Were you sharing equipment?  If yes, was the shared equipment cleaned 

between users. 
 

If the answer to all questions was yes, the likelihood of direct exposure may be minimal, and 

you should advise  the employee to monitor  their  health and  immediately notify you  if  they 

develop  any  symptoms of COVID‐19.  If  the  answer  to  any of  these  is  no,  then explore the 

following: 

 
 Did you notice the other person exhibiting any COVID‐19 related symptoms? 

 Who were they around, when and why? 

 What was the nature of their interaction with the employee? 
 

 
Additional questions to ask are: 

 Were you sharing a vehicle?  If yes, a quarantine is required. 

 Did you have extended or repeated exposure (for example, exposure of more than 

an hour OR more than 5 times)?  If yes, a quarantine is required. 

 Safety and/or HR will make final determination if quarantine is warranted and 

which kind. 

 Terracon will support requests for voluntary self‐isolation that may exceed CDC 
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guidelines (i.e. secondary contact, travel to locations not considered high risk areas if 

symptoms are NOT exhibited) 
 

 
Testing 

Healthcare professionals are advising that “false negatives” can occur if someone is tested too 

soon after exposure to COVID‐19.  As a result, our protocol on testing is as follows: 

 
      If someone is asymptomatic, they should wait three full days before being tested 

(testing should take place no earlier than day 4 after exposure), 

      If someone is demonstrating symptoms, they can be tested at any time,  

      Only the results of PCR tests are accepted. 
 

Check In Calls 

After one week on quarantine, “check‐in” calls will be made by HR Representative and will lead 
with care and concern.  HR Rep will provide any relevant updates back to the appropriate HRBP 
(whomever handled the initial intake) for discussion and determination of next steps (if any). 

 

Calls with those who are approaching the end of a 14‐day quarantine, they will use the recently 
established protocol to determine next steps (see below).  For any questions or complex issues, 
HR Rep will reach out to Stephanie Price, Jim Wright and/or Sarah Gilliland for input and 
discussion. 

 
Return to Work 

For any quarantines, allow employees to return after recommended timeframe from CDC of 

14 days, as follows: 

  Employee is not demonstrating any symptoms, 

  Employ may return sooner (no earlier than 5 days) with a negative test 

OR a doctor’s release (via telemedicine). 

 

      If an employee has no current symptoms, but has had recent symptoms, follow CDC 
guidelines, 

o At least 10 days have passed since your symptoms first appeared 
AND 

o Employee has no fever for at least 24 hours without the use of medicine 
that reduces fevers 
AND 

o Other symptoms have improved (for example, when your cough or shortness 
of breath have improved) 
 

      If an employee is still experiencing symptoms – continue quarantine and send 
information to employee on Shorty Term Disability processes. 

 

      If employee is able, they should continue to work from home. 
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For any employee who has tested positive, allow employee to return (no earlier than 10 days) if they 
have a doctor’s release OR a negative test. 

 
Per the CDC ‐ Most people do not require testing to decide when they can be around others; however, if 
your healthcare provider recommends testing, they will let you know when you can resume being 
around others based on your test results. 

 
For detailed information from the CDC, click here. 

 

Employee Reporting Fever 

If an employee reporting to work has a fever of 100.4 or higher, employee should report this to their 

Supervisor,  and  in  turn  the  office  should  reach  out  to  the  HR  Business  Partner.   Employee  should 

not report to work. 
 

In order to return to work, refer to the Return to Work protocol on the previous page. 
 
COVID‐19 Symptoms 
Per CDC, COVID‐19 has a wide range of symptoms ranging from mild symptoms to severe illness. 
Symptoms may appear 2‐14 days after exposure to the virus. People with these symptoms (list is not 
all inclusive) may have COVID‐19: 
 

 Fever or chills 
 Cough 
 Shortness of breath or difficulty breathing 
 Fatigue 
 Muscle or body aches 
 Headache 
 New loss of taste or smell 
 Sore throat 
 Congestion or runny nose 
 Nausea or vomiting 
 Diarrhea 
 

This list does not include all possible symptoms.  Consult the CDC webpage or your physician for a 
complete list. 

 

Terracon employee suspects or diagnosed with Covid after working on Client’s project site 

 Client will be notified immediately that a Terracon employee who visited their site 
tested positive or suspects they have Covid. 

 Terracon Project Manager will work with the client to provide needed information 
while maintaining HIPAA regulations. 

 

Client’s project site has had exposure 

 We will use our pre‐task planning protocols to prepare COVID‐19 project site risk assessment. 

 Risk assessment performed by IH/Safety. 

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/end-home-isolation.html
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 Work with division/office management to determine next steps based on risk assessment. 

 Communication through conversations on decision will be key – we have drafted internal and 
external talking points/communications to assist with conversations on this issue. 

 

Office Closing 

 Closing decision made by IH/Safety/HR in consultation with division/office management. 

 Part or all of office depending on risk assessment. 

 Cleaning protocols will be decided by IH/Safety. 

 Office can re‐open once cleaned and approved by IH/Safety. 

 Work from home should be strongly encouraged while closed. 

 Protocols offer specific guidance for office, lab, and field staff on operating through closure 
to best serve our clients during this period. 

 

A federal/state/county order to shelter‐in‐place 

 Discuss with clients their ability to work within the order and if they are resuming 
work, determine risk of project sites to see if the project can be staffed safely within 
CDC social distancing guidelines. 

 Make a determination of applicable exemptions to the order to support essential businesses 

 Communicate with our clients our decisions in that regard and coordinate any 
project‐specific implications to the decision. In most instances, our services are deemed in 
support of essential business or critical infrastructure and we are able to continue to provide 
services. 



COVID-19 Exposure Decision Guide for Supervisors
This outlines guidance on quarantine and return to work based on various circumstances for an employees exposure to COVID-19.  
Circumstances are varying, therefore the supervisor should consult with the HR Business Partner when necessary.

Type 2
Close Contact* with Type 1 or 

Experiencing Symptoms

Type 1
Confirmed Positive

Type 3
Casual Contact** with Type 1 
or Close Contact* with Type 2

ACTION

▪ Employee must quarantine.

▪ Supervisor contacts HRBP to 
determine timeline.

▪ Office Leadership conducts 
contact tracing.  All known Close 
Contacts* should be contacted 
asap and quarantine. (Close 
Contact follow Type 2)

▪ Office leadership notifies clients 
and office of positive diagnosis.

▪ Supervisor evaluates cleaning 
protocols for need of office or 
equipment disinfectant.

REQUIRED ACTION TO 
RETURN TO WORK

▪ Employee must be symptom free 
for a minimum of 72 hours, and 
meet local quarantine 
requirements. 

AND
▪ Employee must have a negative 

COVID-19 test or medical 
physician’s release. 

AND
▪ Office Manager will be 

responsible for confirming 
Employee can return to work.

ACTION

▪ Employee must quarantine, and 
testing is recommended.***   
Fully vaccinated employees do not 
need to quarantine or test unless
they are experiencing symptoms.

▪ Supervisor contacts HRBP, if 
needed.

▪ Office leadership conducts 
contact tracing for Close 
Contacts* at office/project sites. 
Clients and office notified of 
possible case. 

▪ Supervisor evaluates  cleaning 
protocols for need of office or 
equipment disinfectant.

REQUIRED ACTION TO 
RETURN TO WORK

▪ Employee is not demonstrating 
any symptoms, as follows:

• No fever for at least 72 hours 
without medicine, and

• Other symptoms have 
improved, and

• At least 10 days have passed 
since symptoms first appeared.

- OR -
▪ Employee has a negative COVID-

19 test or a medical physician's 
release. 

AND
▪ Office Manager responsible for 

confirming Employee can return 
to work. 

ACTION

▪ Employee should self-monitor for 
COVID-19 related symptoms.

▪ COVID-19 testing is optional but 
recommended out of an 
abundance of caution.***

▪ Quarantine is not necessary 
unless symptoms are 
experienced.

▪ Employee has received a 
positive COVID-19 test.

▪ Employee has been in close 
contact with a person testing 
positive for COVID-19, or

▪ Employee is experiencing 
COVID-19 like symptoms. 

▪ Employee had a casual or 
non-direct exposure to a 
person testing positive for 
COVID-19.

*Close Contact is defined by the CDC as 
being within 6 feet of someone with the 
virus for a cumulative total of 15 minutes 
(or more) over a 24-hour period. 

**Casual Contact would include 1) 
Incidental interactions with a person who 
has tested positive for COVID-19, such as 
walking by the person or being briefly in the 
same room. 

***Testing should occur 72 hours after 
close contact for a more accurate result.

Terracon may have a 
test kit available to 

ship to an employee if 
tests are unavailable 

locally. If needed, 
contact your HRBP.

COVID-19 Symptoms

COVID-19 has a wide range of 

symptoms. Symptoms may 

appear 2-14 days after exposure to 

the virus and may include:

• Fever or Chills, Cough, Shortness 

of Breath or Difficulty Breathing, 

Fatigue, Muscle or Body Aches, 

Headache, Loss of Taste or 

Smell, Sore Throat, Congestion 

or Runny Nose, Nausea or 

Vomiting, or Diarrhea.

This list does not include all 

possible symptoms.  Consult the 

CDC website or a physician for a 

complete list.

The Type classification may change depending on exposure or COVID-19 test results.

5/10/21

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
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Ref #: 004-2020 Date: March 5, 2020 (rev5/01/21) Title: COVID-19 Update 
 

Terracon is diligently monitoring developments related to the coronavirus (COVID-19) 
pandemic, declared by the World Health Organization (WHO) and the Centers for 
Disease Control (CDC) as a public health emergency, and its potential impact on our 
company. As the situation evolves, please know the health and safety of our 
employees and their families will continue to be our top priority. 
 

Because the situation changes daily, Terracon Safety and Human Resources, along 
with industrial hygiene experts from Operations have created a dedicated task force 
to monitor the latest information, prevention protocols, and affected locations, via the 
WHO and CDC, so we are prepared to take immediate actions as needed.  We will 
keep office managers and employees updated on those changes through our 
newsletters, safety shares and a COVID-19 resource page on Terranet. 
 

What Can I Do to Reduce My Risk to COVID-19? 
 Familiarize yourself with COVID-19 symptoms and guidance for prevention 

and treatment, as provided by the CDC or WHO.  
 Stay home if you or your family members are sick.  Don’t spread the 

germs!  If you exhibit even mild symptoms during that time, such as a fever, 
cough, or shortness of breath, avoid contact with others, call your healthcare 
provider immediately, and inform your supervisor. 

 Extra precautions should be taken if you are an at-risk group – if you are 
pregnant, over 60 years of age, or have underlying health conditions that 
weaken your immune system. 

 Wash your hands often with soap and water for at least 20 seconds, especially 
after going to the bathroom, before eating and after blowing your nose, 
coughing, or sneezing.  Use hand sanitizer if soap and water is not available. 

 Avoid close contact with people – especially those who are sick.  Fist bumps 
and elbow bumps are replacing handshakes and hugs!  During meetings, 
position chairs about 6 feet apart to reduce the potential spread of the virus. 

 Don’t share PPE (especially respirators) and clean your PPE often.  Think about 
those shared safety glasses that hang outside our lab entrances.  Get rid of 
shared PPE and clean it after every use.  Safety glasses can be run through the 
dishwasher, just avoid the dry cycle. 

 CDC recommends that people wear masks in public settings, at events and 
gatherings, and anywhere they will be around other people. Effective February 
2, 2021, masks are required on planes, buses, trains, and other forms of public 
transportation traveling into, within, or out of the United States and in 
transportation hubs such as airports and stations. Terracon requires face 
coverings in our operations. Consult PTP 09 Face Coverings for details. 

 Practice good hygiene.  Cover your mouth when you cough or sneeze.  
Immediately dispose of tissues.   If you don't have a tissue, cough or sneeze 
into your upper sleeve, not your hands.  Avoid touching your eyes, nose or 
mouth with unwashed hands. 

 Clean and disinfect frequently touched objects, vehicle interiors and work 
surfaces using a regular household cleaning spray or wipe. 

 

http://elink.terracon.com/c/4/?T=MTY4ODM3MTI:MDItYjIwMDY0LTA5MWZkZDYwYjkzYTRmODg4ZjMwZWNmNmFiN2U4NDE3:amx3cmlnaHQtY3JtQHRlcnJhY29uLmNvbQ:Y29udGFjdC0yYzExY2RiOWQzZWZlNzExODExOWUwMDcxYjcxNWJkMS0xNjg1YmQ5YzU5OTQ0NjU3OTcwMWViNjViMTY4YWFjYw:ZmFsc2U:MA::aHR0cHM6Ly93d3cud2hvLmludC9lbWVyZ2VuY2llcy9kaXNlYXNlcy9ub3ZlbC1jb3JvbmF2aXJ1cy0yMDE5P19jbGRlZT1hbXgzY21sbmFIUXRZM0p0UUhSbGNuSmhZMjl1TG1OdmJRJTNkJTNkJnJlY2lwaWVudGlkPWNvbnRhY3QtMmMxMWNkYjlkM2VmZTcxMTgxMTllMDA3MWI3MTViZDEtMTY4NWJkOWM1OTk0NDY1Nzk3MDFlYjY1YjE2OGFhY2MmZXNpZD05Yjg2MTQxOS02YzVlLWVhMTEtYTgxMS0wMDBkM2EzMWViYjE&K=fcDEcTt7o9j0PCT6q0DuiQ
https://www.cdc.gov/coronavirus/2019-nCoV/summary.html
https://www.terraconintranet.com/sites/covid-19/SitePageModern/17019/covid-19-home
https://www.cdc.gov/coronavirus/2019-ncov/about/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/about/prevention-treatment.html


  

For more information, please contact Terracon Safety
safety@terracon.com

 

 
 

 If your business or personal travel will be taking you to an area of the world 
impacted by COVID-19, please let your supervisor know immediately. 
 

Thank you for your commitment to IIF and being a proactive part of this effort to 
support the health and safety of you and your families.  If you have questions related 
to COVID-19 or its possible impact on your office operations, please contact your HR 
Business Partner or Operating Group Safety Professional. 
 

 

 
Terracon has created a COVID-19 resource page on Terranet and added documents to 
the Safety Library mobile app with prevention tips and other up-to-date information.  
The following resources are available. 
 
 Prevention, Treatment of Coronavirus Disease (COVID-19) CDC 
 What You Need to Know (COVID-19) CDC 
 What You Need to Know (COVID-19) CDC Español 
 Stop the Spread of Germs POSTER (COVID-19) CDC 

 Stop the Spread of Germs POSTER (COVID-19) CDC Español 
 Symptoms of Coronavirus Disease (COVID-19) CDC 
 Symptoms of Coronavirus Disease POSTER (COVID-19) CDC 
 Symptoms of Coronavirus Disease POSTER (COVID-19) CDC Español 
 What to do if you are Sick (COVID-19) CDC 

 What to do if you are Sick (COVID-19) CDC Español 
 Cleaning / Decontamination Protocols 
 EPA Approved Disinfectant List sars-cov-2 
 Pre-Task Planning Guides 
 Tips for Remote Work / Telecommuting 
 Family Resources 

 
 
 

https://www.terraconintranet.com/sites/covid-19/SitePageModern/17019/covid-19-home
https://www.cdc.gov/coronavirus/2019-ncov/travelers/index.html


DAILY COVID19 QUESTIONNAIRE   
 
 
 
 

YES        NO 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you answer “YES” to any question, please contact your supervisor before entering any 
project site or office.  You will be contacted for a complete risk assesment. 

 
 

CLOSE CONTACT IS DEFINED AS:  
 a) being within approximately 6 feet of a COVID-19 case for a prolonged period of time;    
  close contact can occur while caring for, living with, visiting, or sharing a healthcare    
  waiting area or room with a COVID-19 case  
– or –  
 b) having direct contact with infectious secretions of a COVID-19 case    
    (e.g., being coughed on)  

 
 
 

Signature:   ___________________________________________________________  
 

Employee Name:   ______________________________________________________    
 

Date:   _______________________________________________________________    
 
 
 

 
2020_0402_Terracon_covid19_Questionarie
 

Have you been asked to self-quarantine in the last fourteen (14) days?  
  

Have you been in close contact with any person(s) who has been asked to   
self- quarantine in the last fourteen (14) days?  

  

Have you experienced a recent onset of a fever, cough, or shortness of breath  
within the last forty-eight (48) hours?   

  

Have you traveled outside of North America in the last fourteen (14) days?   
  

Have you been in close contact with any person(s) who have traveled outside  
of North America in the last fourteen (14) days?  

  

Have you been in close contact with any person(s) who have been diagnosed  
with COVID-19 in the last fourteen (14) days?   

  



 COVID-19 Cleaning and Disinfection Procedure 

  
 

For more information, please contact Terracon Safety
safety@terracon.com 

Terracon COVID-19 Cleaning and Disinfection Procedure mod 050121 

According to the Centers for Disease Control and Prevention (CDC), the virus that causes 
coronavirus disease 2019 (COVID-19) is spread from person to person:  

 Between people who are in close contact with one another (within about 6 feet).  

 Through respiratory droplets produced when an infected person coughs or sneezes.   

o People can catch COVID-19 if they breathe in these droplets from a person infected 
with the virus. 

o These droplets can land on objects and surfaces around the person such as tables, 
doorknobs and handrails. People can become infected by touching these objects or 
surfaces, then touching their eyes, nose or mouth. 

It may also be possible that a person can get COVID-19 by touching a surface or object that has 
the virus on it and then touching their own mouth, nose, or possibly their eyes, but this is not 
thought to be the main way the virus spreads.   
 

Terracon has defined three exposure risk categories that will require cleaning to minimize 
employee exposure to the COVID-19 virus at work.  These are: 

 High Risk Exposure: If a Terracon employee is tests positive for COVID-19 and was in 
the building within the previous 24 hours. 

 Medium Risk Exposure: If a Terracon employee is known to have had close contact 
(within 6 feet) with someone who may be infected with SARS-CoV-2 or suspected to have 
COVID-19 leading to quarantine and was in the building within the previous 24 hours. 

 Low Risk Exposure / Routine Cleaning: There are no known Terracon employees 
known to have close contact (within 6 feet) with someone who has COVID-19. 

The U.S. Environmental Protection Agency (EPA) has registered and approved disinfectants for 
cleaning surfaces that are contaminated with the COVID-19 virus (List N: Disinfectants for Use 
Against SARS-CoV-2).  This guideline presents cleaning advice based on the categories of 
potential exposure risk using EPA-registered cleaners.  It is divided into office, laboratory, and 
vehicle groups. If possible, that cleaning in high risk scenarios begin at least three days 
after closing to minimize virus viability on surfaces.  Unless a professional cleaning 
contractor, such as a trained restoration contractor, is hired to conduct cleaning and disinfection 
services, Terracon employees performing clean-up should meet the following requirements: 

 Clean up operations will follow established procedures set by the Terracon 
Corporate COVID-19 Response Team. 

 Clean-up must be under the direction of an authorized supervisor (IH, Safety or 
approved by IH/Safety) (Medium - High Risk only). 

 All employees must have awareness training for the OSHA Bloodborne Pathogens 
standard (29 CFR 1910.1030) (Medium - High Risk only). 

 Participation in the cleanup operations would be voluntary (Medium - High Risk only). 

 Chemical Safety Data Sheets (SDS) must be available for all cleaning supplies used.

https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2-covid-19
https://www.osha.gov/laws-regs/regulations/standardnumber/1910/1910.1030


 COVID-19 Cleaning and Disinfection Procedure 

  
 

For more information, please contact Terracon Safety
safety@terracon.com 

Terracon COVID-19 Cleaning and Disinfection Procedure mod 050121 

COVID-19 Cleaning and Disinfection Procedure - Office 

High Risk - consider professional cleaning services before Terracon staff 

PPE Required * 
 Safety footwear 
 Chemical gloves (Cut 3) 
 Chemical protective coveralls 

 Safety eyewear (spoggles, goggles or safety 
glasses + face shield) 

 N95 or P100 Respirator 

* or as recommended by the Safety Data Sheet of chemical cleaners used 

Cleaning Supplies * 
 Spray disinfectant  
 Disposable towels (Single use, these are not to be rinsed and re-used) 
 Disinfectant wipes 

* All cleaning supplies used must be from the EPA registered ready to use (RTU) disinfectant 
approved for COVID-19 list.  Be sure to apply disinfectants according to manufacturer 
instructions and leave on the surface for the designated contact time. 

All cleaning waste and disposable PPE shall be disposed of as infectious waste according to 
OSHA 1910.1034(d)(4)(iii)(C) and local, state, and Federal regulations. 

Personal Work Spaces - surfaces to be cleaned (including but not limited to) 
Fixtures / Furniture 
 Desk / cabinet tops 
 Chairs – arms / back 
 Bookshelves 

 Cabinet fronts / handles 

Equipment 
 Phone 
 Docking Station 
 Monitor 
 Mouse / Keyboard 
 Personal items / decorations 
 Staplers, tape dispensers 

High Contact Surfaces 
 Light switches 
 Doors - knobs / handles / 

frames / jambs 

Decluttering desks, bookshelves and credenzas will make cleaning easier and is expected. 

Common Areas - surfaces to be cleaned (including but not limited to) 

Breakrooms / Galleys 
Fixtures / Furniture 
 Table tops 
 Chairs – arms / back 
 Counter tops 
 Faucets / handles 

Appliances 
 Beverage / snack dispenser 
 Coffee makers 
 Microwaves 
 Refrigerators 

High Contact Surfaces 
 Light switches 
 Doors - knobs / handles / 

frames / jambs 
 Cabinet fronts / handles 

Conference Rooms 
Fixtures / Furniture 
 Table tops 
 Chairs – arms / back 
 Counter tops  
 Cabinet fronts / handles 
 Bookshelves 

Equipment 
 AV equipment 
 Markers / pens 
 Phone 
 Staplers, tape dispensers 

High Contact Surfaces 
 Light switches 
 Doors - knobs / handles / 

frames / jambs 

 
  



 COVID-19 Cleaning and Disinfection Procedure 

  
 

For more information, please contact Terracon Safety
safety@terracon.com 

Terracon COVID-19 Cleaning and Disinfection Procedure mod 050121 

COVID-19 Cleaning and Disinfection Procedure – Office  

High Risk - consider professional cleaning services before Terracon staff (continued) 

Common Areas - surfaces to be cleaned (including but not limited to) 

Restrooms 
 Counter tops / Surfaces 
 Light switches 
 Mirrors 

 Toilets 
 Door knobs / handles 

 Sinks / fixtures 
 Dispensers 

General Common Areas 

Fixtures / Furniture 
 Table tops 
 Chairs – arms / back 
 Counter tops  
 Cabinet fronts / handles 
 Bookshelves 

Equipment 
 AV equipment 
 Markers / pens 
 Staplers, tape dispensers 
 Phones 
 Alarm keypads 
 Printers / Copiers 

High Contact Surfaces 
 Light switches 
 Doors - knobs / handles / 

frames / jambs 

Cleaning Instructions 
 Ensure good ventilation to reduce chemical vapors. 

 After cleaning, do not use area until all surfaces have dried. Clean-up must be under the 
direction of an authorized supervisor (IH, Safety or approved by IH/Safety). 

 All employees must have awareness training for the OSHA Bloodborne Pathogens standard (29 
CFR 1910.1030) 

 Participation in the cleanup operations is voluntary. 

  

https://www.osha.gov/laws-regs/regulations/standardnumber/1910/1910.1030


 COVID-19 Cleaning and Disinfection Procedure 

  
 

For more information, please contact Terracon Safety
safety@terracon.com 

Terracon COVID-19 Cleaning and Disinfection Procedure mod 050121 

COVID-19 Cleaning and Disinfection Procedure - Office 

Medium Risk - consider professional cleaning services before Terracon staff 

PPE Required * 
 Safety footwear 
 Chemical gloves (Cut 3) 

 Safety eyewear 
 Face covering 

* or as recommended by the Safety Data Sheet of chemical cleaners used 

Cleaning Supplies 
 Spray disinfectant  
 Disposable towels (Single use, these are not to be rinsed and re-used) 
 Disinfectant wipes 

Personal Work Spaces - surfaces to be cleaned (including but not limited to) 
Fixtures / Furniture 
 Desk / cabinet tops 
 Chairs – arms / back 
 Bookshelves 

 Cabinet fronts / handles 

Equipment 
 Phone 
 Docking Station 
 Monitor 
 Mouse / Keyboard 
 Personal items / decorations 
 Staplers, tape dispensers 

High Contact Surfaces 
 Light switches 
 Doors - knobs / handles / 

frames / jambs 

Decluttering desks, bookshelves and credenzas will make cleaning easier and is expected. 

Common Areas - surfaces to be cleaned (including but not limited to) 

Breakrooms / Galleys 
Fixtures / Furniture 
 Table tops 
 Chairs – arms / back 
 Counter tops 
 Faucets / handles 

Appliances 
 Beverage / snack dispenser 
 Coffee makers 
 Microwaves 
 Refrigerators 

High Contact Surfaces 
 Light switches 
 Doors - knobs / handles / 

frames / jambs 
 Cabinet fronts / handles 

Conference Rooms 
Fixtures / Furniture 
 Table tops 
 Chairs – arms / back 
 Counter tops  
 Cabinet fronts / handles 
 Bookshelves 

Equipment 
 AV equipment 
 Markers / pens 
 Phone 
 Staplers, tape dispensers 

High Contact Surfaces 
 Light switches 
 Doors - knobs / handles / 

frames / jambs 

Restrooms 
 Counter tops / Surfaces 
 Light switches 
 Mirrors 

 Toilets 
 Door knobs / handles 

 Sinks / fixtures 
 Dispensers 

 
  



 COVID-19 Cleaning and Disinfection Procedure 

  
 

For more information, please contact Terracon Safety
safety@terracon.com 

Terracon COVID-19 Cleaning and Disinfection Procedure mod 050121 

COVID-19 Cleaning and Disinfection Procedure - Office 

Medium Risk - consider professional cleaning services before Terracon staff (continued) 

Common Areas - surfaces to be cleaned (including but not limited to) 

General Common Areas 

Fixtures / Furniture 
 Table tops 
 Chairs – arms / back 
 Counter tops  
 Cabinet fronts / handles 
 Bookshelves 

Equipment 
 AV equipment 
 Markers / pens 
 Staplers, tape dispensers 
 Phones 
 Alarm keypads 
 Printers / Copiers 

High Contact Surfaces 
 Light switches 
 Doors - knobs / handles / 

frames / jambs 

Cleaning Instructions 
 Ensure good ventilation to reduce chemical vapors. 

 After cleaning, do not use area until all surfaces have dried. Clean-up must be under the 
direction of an authorized supervisor (IH, Safety or approved by IH/Safety). 

 All employees must have awareness training for the OSHA Bloodborne Pathogens standard (29 
CFR 1910.1030) 

 Participation in the cleanup operations is voluntary. 

  

https://www.osha.gov/laws-regs/regulations/standardnumber/1910/1910.1030
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For more information, please contact Terracon Safety
safety@terracon.com 

Terracon COVID-19 Cleaning and Disinfection Procedure mod 050121 

COVID-19 Cleaning and Disinfection Procedure - Office 

Low Risk / Routine 

PPE Required * 
 Safety footwear 
 Chemical gloves (Cut 3) 

 Safety eyewear 
 Face covering 

* or as recommended by the Safety Data Sheet of chemical cleaners used 

Cleaning Supplies 
 Spray disinfectant  
 Disposable towels (Single use, these are not to be rinsed and re-used) 
 Disinfectant wipes 

Personal Work Spaces - surfaces to be cleaned (including but not limited to) 
Fixtures / Furniture 
 Desk / cabinet tops 
 Chairs – arms / back 
 Bookshelves 

 Cabinet fronts / handles 

Equipment 
 Phone 
 Docking Station 
 Monitor 
 Mouse / Keyboard 
 Personal items / decorations 
 Staplers, tape dispensers 

High Contact Surfaces 
 Light switches 
 Doors - knobs / handles 

Decluttering desks, bookshelves and credenzas will make cleaning easier and is expected. 

Common Areas - surfaces to be cleaned (including but not limited to) 

Breakrooms / Galleys 
Fixtures / Furniture 
 Table tops 
 Chairs – arms / back 
 Counter tops 
 Faucets / handles 

Appliances 
 Beverage / snack dispenser 
 Coffee makers 
 Microwaves 
 Refrigerators 

High Contact Surfaces 
 Light switches 
 Doors - knobs / handles 
 Cabinet fronts / handles 

Conference Rooms 
Fixtures / Furniture 
 Table tops 
 Chairs – arms / back 
 Counter tops  
 Cabinet handles 
 Bookshelves 

Equipment 
 AV equipment 
 Markers / pens 
 Phone 
 Staplers, tape dispensers 

High Contact Surfaces 
 Light switches 
 Doors - knobs / handles 
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For more information, please contact Terracon Safety
safety@terracon.com 

Terracon COVID-19 Cleaning and Disinfection Procedure mod 050121 

COVID-19 Cleaning and Disinfection Procedure - Office 

Low Risk / Routine (continued) 

Common Areas - surfaces to be cleaned (including but not limited to) 

Restrooms 
 Counter tops / Surfaces 
 Light switches 
 Mirrors 

 Door knobs / handles  Sinks / fixtures 
 Dispensers 

General Common Areas 

Fixtures / Furniture 
 Table tops 
 Chairs – arms / back 
 Counter tops  
 Cabinet handles 
 Bookshelves 

Equipment 
 AV equipment 
 Markers / pens 
 Staplers, tape dispensers 
 Phones 
 Alarm keypads 
 Printers / Copiers 

High Contact Surfaces 
 Light switches 
 Doors - knobs / handles 

Cleaning Instructions 
 Ensure good ventilation to reduce chemical vapors. 

 After cleaning, do not use area until all surfaces have dried. 
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For more information, please contact Terracon Safety
safety@terracon.com 

Terracon COVID-19 Cleaning and Disinfection Procedure mod 050121 

COVID-19 Cleaning and Disinfection Procedure - Lab 

High Risk - consider professional cleaning services before Terracon staff 

PPE Required * 
 Safety Footwear 
 Chemical gloves (Cut 3) 
 Chemical protective coveralls 

 Safety eyewear (spoggles, goggles or safety 
glasses + face shield) 

 N95 or P100 Respirator 

* or as recommended by the Safety Data Sheet of chemical cleaners used 

Cleaning Supplies * 
 Spray disinfectant  
 Disposable towels (Single use, these are not to be rinsed and re-used) 
 Disinfectant wipes 

* all cleaning supplies used must be from the EPA registered ready to use (RTU) disinfectant 
approved for COVID-19 list.  Be sure to apply disinfectants according to manufacturer 
instructions and leave on the surface for the designated contact time. 

all cleaning waste and disposable PPE shall be disposed of as infectious waste according to OSHA 
1910.1034(d)(4)(iii)(C) and local, state, and Federal regulations. 

All Work Spaces - surfaces to be cleaned (including but not limited to) 
Fixtures / Furniture 
 Desk / cabinet tops 
 Chairs – arms / back 
 Bookshelves 

 Cabinet fronts / handles 

Equipment 
 Phone 
 Docking Station 
 Monitor 
 Mouse / Keyboard 
 Personal items / decorations 
 Staplers, tape dispensers 

High Contact Surfaces 
 Light switches 
 Doors - knobs / handles / 

frames / jambs 

Decluttering desks, bookshelves and credenzas will make cleaning easier and is expected. 

Lab Spaces - surfaces to be cleaned (items listed are lab / warehouse specific and must 
include all items listed in the Office section of this document.  Additional items are 
including but not limited to) 

General / Fixed Lab Equipment 

Fixtures / Furniture 
 Counter tops 
 Sink faucets / handles 
 Work bench tops 
 Tool boxes / handles 
 Shelving 

Equipment 
 Machine surfaces 
 All ancillary machine touch 

point surfaces 
  

High Contact Surfaces 
 Light switches 
 Doors - knobs / handles / 

frames / jambs 
 Cabinet fronts / handles 

Small Tools and Equipment 
 Hand tools 
 Terracart handles 

 Buckets  Dollies / carts 

 
  



 COVID-19 Cleaning and Disinfection Procedure 

  
 

For more information, please contact Terracon Safety
safety@terracon.com 

Terracon COVID-19 Cleaning and Disinfection Procedure mod 050121 

COVID-19 Cleaning and Disinfection Procedure – Lab  

High Risk - consider professional cleaning services before Terracon staff (continued) 

Cleaning Instructions 
 Ensure good ventilation to reduce chemical vapors. 

 After cleaning, do not use area until all surfaces have dried. Clean-up must be under the 
direction of an authorized supervisor (IH, Safety or approved by IH/Safety). 

 All employees must have awareness training for the OSHA Bloodborne Pathogens standard (29 
CFR 1910.1030) 

 Participation in the cleanup operations is voluntary. 

  

https://www.osha.gov/laws-regs/regulations/standardnumber/1910/1910.1030
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For more information, please contact Terracon Safety
safety@terracon.com 

Terracon COVID-19 Cleaning and Disinfection Procedure mod 050121 

COVID-19 Cleaning and Disinfection Procedure - Lab 

Medium Risk - consider professional cleaning services before Terracon staff 

PPE Required * 
 Safety Footwear 
 Chemical gloves (Cut 3) 
 Chemical protective coveralls 

 Safety eyewear 
 Face covering 

* or as recommended by the Safety Data Sheet of chemical cleaners used 

Cleaning Supplies 
 Spray disinfectant  
 Disposable towels (Single use, these are not to be rinsed and re-used) 
 Disinfectant wipes 

All Work Spaces - surfaces to be cleaned (including but not limited to) 
Fixtures / Furniture 
 Desk / cabinet tops 
 Chairs – arms / back 
 Bookshelves 

 Cabinet fronts / handles 

Equipment 
 Phone 
 Docking Station 
 Monitor 
 Mouse / Keyboard 
 Personal items / decorations 
 Staplers, tape dispensers 

High Contact Surfaces 
 Light switches 
 Doors - knobs / handles / 

frames / jambs 

Decluttering desks, bookshelves and credenzas will make cleaning easier and is expected. 

Lab Spaces - surfaces to be cleaned (items listed are lab / warehouse specific and must 
include all items listed in the Office section of this document.  Items are including but not 
limited to) 

General / Fixed Lab Equipment 
Fixtures / Furniture 
 Counter tops 
 Sink faucets / handles 
 Work bench tops 
 Tool boxes / handles 
 Shelving 

Equipment 
 Machine surfaces 
 All ancillary machine touch 

point surfaces 

High Contact Surfaces 
 Light switches 
 Doors - knobs / handles / 

frames / jambs 
 Cabinet fronts / handles 

Small Tools and Equipment 

 Hand tools 
 Terracart handles 

 Buckets  Dollies / carts 

Cleaning Instructions 
 Ensure good ventilation to reduce chemical vapors. 

 After cleaning, do not use area until all surfaces have dried. Clean-up must be under the 
direction of an authorized supervisor (IH, Safety or approved by IH/Safety). 

 All employees must have awareness training for the OSHA Bloodborne Pathogens standard (29 
CFR 1910.1030) 

 Participation in the cleanup operations is voluntary. 

  

https://www.osha.gov/laws-regs/regulations/standardnumber/1910/1910.1030
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For more information, please contact Terracon Safety
safety@terracon.com 

Terracon COVID-19 Cleaning and Disinfection Procedure mod 050121 

COVID-19 Cleaning and Disinfection Procedure - Lab 

Low Risk / Routine 

PPE Required * 
 Safety Footwear 
 Chemical gloves (Cut 3) 
 Chemical protective coveralls 

 Safety eyewear 
 Face covering 

* or as recommended by the Safety Data Sheet of chemical cleaners used 

Cleaning Supplies 
 Spray disinfectant  
 Disposable towels (Single use, these are not to be rinsed and re-used) 
 Disinfectant wipes or detergent / water 

All Work Spaces - surfaces to be cleaned (including but not limited to) 
Fixtures / Furniture 
 Desk / cabinet tops 
 Chairs – arms / back 
 Bookshelves 

 Cabinet fronts / handles 

Equipment 
 Phone 
 Docking Station 
 Monitor 
 Mouse / Keyboard 
 Personal items / decorations 
 Staplers, tape dispensers 

High Contact Surfaces 
 Light switches 
 Doors - knobs / handles / 

frames / jambs 

Decluttering desks, bookshelves and credenzas will make cleaning easier and is expected. 

Lab Spaces - surfaces to be cleaned (items listed are lab / warehouse specific and must 
include all items listed in the Office section of this document.  Items are including but not 
limited to) 

General / Fixed Lab Equipment 
Fixtures / Furniture 
 Counter tops 
 Sink faucets / handles 
 Work bench tops 
 Tool boxes / handles 
 Shelving 

Equipment 
 Machine surfaces 
 All ancillary machine touch 

point surfaces 

High Contact Surfaces 
 Light switches 
 Doors - knobs / handles / 

frames / jambs 
 Cabinet fronts / handles 

Small Tools and Equipment 

 Hand tools 
 Terracart handles 

 Buckets  Dollies / carts 

Cleaning Instructions 
 Ensure good ventilation to reduce chemical vapors. 

 After cleaning, do not use area until all surfaces have dried. 
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For more information, please contact Terracon Safety
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Terracon COVID-19 Cleaning and Disinfection Procedure mod 050121 

COVID-19 Cleaning and Disinfection Procedure - Vehicles 

High Risk - consider professional cleaning services before Terracon staff 

PPE Required * 
 Safety footwear 
 Chemical gloves (Cut 3) 
 Chemical protective coveralls 

 Safety eyewear (spoggles, goggles or safety 
glasses + face shield) 

 N95 or P100 Respirator 

* or as recommended by the Safety Data Sheet of chemical cleaners used 

Cleaning Supplies * 
 Spray disinfectant  
 Disposable towels (Single use, these are not to be rinsed and re-used) 
 Disinfectant wipes 

* all cleaning supplies used must be from the EPA registered ready to use (RTU) disinfectant 
approved for COVID-19 list.  Be sure to apply disinfectants according to manufacturer 
instructions and leave on the surface for the designated contact time.  

all cleaning waste and disposable PPE shall be disposed of as infectious waste according to OSHA 
1910.1034(d)(4)(iii)(C) and local, state, and Federal regulations. 

Surfaces to be cleaned (including but not limited to) 
 Interior door handles 
 All dashboard controls 
 Window / lock controls 

 Steering wheel 
 Windows 
 Seats 

 Exterior door handles 
 Fuel door 
 Tailgate latch  

Cleaning Instructions 
 Take vehicle out of service for at least three days before cleaning. 

 Roll windows down during cleaning. 

 After cleaning, leave windows down for 30 minutes, or until all surfaces have dried. After 
cleaning, do not use area until all surfaces have dried.  

 Clean-up must be under the direction of an authorized supervisor (IH, Safety or approved by 
IH/Safety). 

 All employees must have awareness training for the OSHA Bloodborne Pathogens standard (29 
CFR 1910.1030) 

 Participation in the cleanup operations is voluntary. 

 
 
  

https://www.osha.gov/laws-regs/regulations/standardnumber/1910/1910.1030
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Terracon COVID-19 Cleaning and Disinfection Procedure mod 050121 

COVID-19 Cleaning and Disinfection Procedure - Vehicles 

Medium Risk 

PPE Required * 
 Safety footwear 
 Chemical gloves (Cut 3) 

 Safety eyewear 
 Face covering 

* or as recommended by the Safety Data Sheet of chemical cleaners used 

Cleaning Supplies 
 Spray disinfectant  
 Disposable towels (Single use, these are not to be rinsed and re-used) 
 Disinfectant wipes 

Surfaces to be cleaned (including but not limited to) 
 Interior door handles 
 All dashboard controls 
 Window / lock controls 

 Steering wheel 
 Windows 
 Seats 

 Exterior door handles 
 Fuel door 
 Tailgate latch  

Cleaning Instructions 
 Take vehicle out of service for at least 24 hours before cleaning. 

 Roll windows down during cleaning. 

 After cleaning, leave windows down for 30 minutes, or until all surfaces have dried. After 
cleaning, do not use area until all surfaces have dried.  

 Clean-up must be under the direction of an authorized supervisor (IH, Safety or approved by 
IH/Safety). 

 All employees must have awareness training for the OSHA Bloodborne Pathogens standard (29 
CFR 1910.1030) 

 Participation in the cleanup operations is voluntary. 

 
  

https://www.osha.gov/laws-regs/regulations/standardnumber/1910/1910.1030
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For more information, please contact Terracon Safety
safety@terracon.com 

Terracon COVID-19 Cleaning and Disinfection Procedure mod 050121 

COVID-19 Cleaning and Disinfection Procedure - Vehicles 

Low Risk / Routine 

PPE Required * 
 Safety footwear 
 Chemical gloves (Cut 3) 

 Safety eyewear 
 Face covering 

* or as recommended by the Safety Data Sheet of chemical cleaners used 

Cleaning Supplies 
 Spray disinfectant  
 Disposable towels (Single use, these are not to be rinsed and re-used) 
 Disinfectant wipes or detergent / water 

Surfaces to be cleaned (including but not limited to) 
 Interior door handles 
 All dashboard controls 
 Window / lock controls 

 Steering wheel 
 Windows 
 Seats 

 Exterior door handles 
 Fuel door 
 Tailgate latch  

Cleaning Instructions 
 Roll windows down during cleaning. 

 After cleaning, leave windows down for 30 minutes, or until all surfaces have dried. After 
cleaning, do not use area until all surfaces have dried. 

 




