Workplace Safety
Related To The
COVID-19 Pandemic
It is VPA’s top priority to keep its employees and
customers safe. In our commitment to do so, VPA aims
to combat the spread of this virus through education,
safety policies, and the proper safety equipment. We
will follow adjust our guidelines as more information is
issued by the CDC, and as state guidelines are adjusted.

COVID-19 Symptoms
Ø
Ø
Ø
Ø
Ø

Fever
Cough
Shortness of Breath
Chills
Repeated shaking with
chills

Ø
Ø
Ø
Ø

Muscle Pain
Headache
Sore Throat
New loss of taste or
smell

• If you are experiencing any of these symptoms, please
do not report to work. Call your supervisor in a timely
manner and report your symptoms. Supervisors will report
illnesses to HR immediately.
• If you have been in close contact with anyone who is in
the process of being tested and awaiting results or has
tested positive for COVID-19, please do not report to work
and call your supervisor and self isolate until speaking with
HR for further instructions.
• If you have traveled internationally, on a cruise ship, or
to the in the last 14 days, report this to HR or your
supervisor and do not report to work.
• Report symptoms to your primary care physician and self
isolate until testing or other advice from your healthcare
expert.
• If one of our employees tests positive for COVID-19, a
deep cleaning of the operation will be conducted, and staff
will be informed and monitored to limit the spread of the
virus.
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Illness Prevention / Information
• Employees will all be trained on the company policies and procedure pertaining to
Covid 19.
• Be mindful that we do not want to spread illness in the workplace with our
coworkers or to our customers.
• Always wear a facemask when interacting with customers, driving customers’
vehicles, or within 6 feet of coworkers.
• Whenever possible use social distancing between your coworkers and customers.
• Hand sanitizer will be provided by VPA and should be used between each vehicle
parked or retrieved.
• Avoid touching your face/eyes/nose/mouth to help prevent spreading germs or
illness.
• Massachusetts mandatory safety standards for workplaces poster will be printed
and displayed at each work site.
• The mandatory Massachusetts compliance attestation poster will be posted and
visible to all customers and employees
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• Masks are always to be worn with a smooth fit/seal over the face,
covering both the nose and mouth. Make sure it is secure around your
ears/tied behind your head, and that it shapes towards the bridge of your
nose and underneath your chin.
• Facial hair can cause the mask to fit poorly and reduces its effectiveness.
VPA recommends that employees are clean-shaven for their own safety.
However, this is each employees’ individual decision.

Personal
Protective
Equipment
(PPE)

• Do not handle the outside-facing part of your mask once in use, this
reduces the effectiveness of the mask.
• Do not remove the mask to talk to someone, to cough/sneeze, etc.
• Masks will be provided by VPA. If needed, please see your manager.
Mask should be laundered often and changed out if wet or soiled.
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Sanitation and Disinfecting
• Hand sanitizer will be provided to the valet staff. It is to be used prior to entering vehicles and upon exiting
the vehicle.
• Disinfectant will be available if the owner of the vehicle would like the valet to wipe the steering wheel,
shifter, blinkers, and door handle upon vehicle return.
• Commonly touched surfaces will be disinfected hourly. Examples are podiums, door handles, railings,
computers, parking kiosks, and shuttles.

• Bag Check Bins be wiped down with disinfectant before being put away for the next customer using
them
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Maintaining Social Distance of
6 Feet Whenever Possible
• Our job does require us to come withing 6 feet of customers from time to time. Ensure we wear our masks anytime you
may be in contact or are within 6 feet of customers or coworkers. Do your best to limit contact with customers.
Remember to open their door and assist with wheelchairs.
• Smile with your eyes and your tone of voice to provide customers a welcome greeting.
• Ask customers permission to wipe down touched surfaces in their vehicle upon delivery and mark the front of the ticket
with a large “C” for clean.
• Text ahead service should be used for retrievals when possible. This allows for more time to be given to wipe down
touched surfaces and less time for customers having to wait too closely with employees or other customers.
• When interacting with coworkers, try to stay 6 feet from each other and maintain 1 person at a time in any smaller
parking booths. In larger booths, limit occupancy to 50% of the normal capacity.
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HR Tracking
• Beginning in early March, HR has tracked all staff call outs to watch for ensure a safe
workplace and prevent the spread.
• Staff with any identified symptoms of COVID-19 are required to contact their health provider
for further guidance. A note clearing their return to work is required.
• Any employees with confirmed close-contact of a positive COVID-19 person (see CDC
definition) is required to self-quarantine for 14 days, or seek the guidance of their health
provider to obtain testing. HR must clear before returning to the workplace.
• All employees are required to self-certify that they are not experiencing any symptoms.
• In the event that any employee does in fact test positive, other staff will be informed
following HIPPAA guidelines, and that employee will remain out of work until cleared by
both their health provider and our HR Department.
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