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PURPOSE 

 

Caribbean Fishery Management Council (CFMC) fulfilling its responsibility with 

staff, established the following protocol to address the emergence of the Coronavirus pandemic 

(Covid-19) in the work area. The purpose of this protocol is to maintain the well-being and 

safety of employees of the CFMC and to comply with the regulations of the Occupational Safety 

and Health Administration (OSHA and PROSHA), Executive Order2020-038 and Circular Letter 

2020-03 of the Department of Labor and Fiscal Official. 

 

SCOPE 

This procedure applies to all employees of Caribbean Fishery Management Council 

(CFMC) located in #270 Ave. Luis Muñoz Rivera Suite #401 San Juan, PR, consultants, 

contractors, clients, suppliers and visitors. 

 

RESPONSIBLE PERSON FOR PLAN 

It is the responsibility of Miguel A. Rolón, Executive Director, to ensure that this 

mitigation mechanism is maintained and new OSHA, PROSHA, or CDC guidelines are met. 

Maria de los A. Irizarry, Fiscal Officer will be the person in charge of maintaining, evaluating, 

modifying and amending this protocol,  ensuring that all of its employees are properly trained 

and understand the plan, maintaining a list of all active employees, maintaining a daily report 

available to the Puerto Rico Occupational Safety and Health Administration with information on 

the number of active employees, the amount of positive COVID-19 results of any active 

employee, the number of quarantined employees and any other relevant information requested by 

the Puerto Rico Department of Labor or the Puerto Rico Occupational Safety and Health 

Administration  and report the identification of any possible COVID-19 cases among its 

employees, suppliers or visitors. 
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INFORMATION OF COVID-19 

1. What is Coronavirus Disease 2019 (COVID-19)? 

• Coronavirus disease 2019 (COVID-19) is a respiratory condition that can spread 

from person to person. The virus that causes COVID-19 is a new coronavirus that 

was first identified during the investigation of an outbreak in Wuhan, China. 

2. How is COVID- 19 propagated? 

• The virus that causes COVID-19 is likely to have emerged from an animal source, 

but is now spreading from person to person. It is important to note that the spread of 

person to person can occur in an ongoing process. 

• It can also spread through respiratory micro drops produced by an infected person 

by coughing or sneezing. These micro drops can perch on the mouth or nose of 

people nearby or are possibly inhaled into the lungs. 

• It may be possible for a person to contract COVID-19 by touching a surface or 

object that has SARS-CoV-2 on it and then touching their own mouth, nose or 

possibly their eyes, but this is not believed to be the primary way the virus spreads. 

According to the latest information published by the CDC the virus may be in the 

air. A distance of no less than 6 feet between persons should be maintained to 

prevent contagion. 

• It is believe that people may be more contagious when their symptoms are on the 

rise (e.g. fever, cough and/or choppy breathing). Some spread might be possible 

before people showed symptoms; there are reports of this type of asymptomatic 

transmission with this new coronavirus, but it is also believed that it would not be 

the main way the virus spreads. 

• The CDC's website provides the latest information on COVID-19 transmission: 

https://www.cdc.gov/coronavirus/2019-ncov/communication/index.html  

 

 

 

 

 

COVID-19 EXPOSURE CONTROL PLAN 

2 



 

 

3. What are the symptoms of COVID-19? 

• Patients with COVID-19 have had mild to severe respiratory disease with the 

following symptoms: fever, cough and shortness of breath. 

• Infection with SARS-CoV-2, the virus that causes COVID-19, can cause conditions 

that vary from moderate to severe and, in some cases, can be fatal. Symptoms 

typically include fever, cough and choppy breathing. Some people infected with the 

virus have reported experiencing other non-respiratory symptoms. Others, who are 

referred to as asymptomatic cases, have not experienced any symptoms. According 

to the CDC, COVID-19 symptoms may appear as short as 2 days or as much as 14 

days after exposure. 

4. What can I do to protect myself? 

o The best way to prevent infection is to avoid exposure to the virus that causes 

COVID-19. There are simple preventive and daily measures to help prevent the 

spread of respiratory viruses. These include the following: 

o Avoid close contact with sick people. 

o Avoid touching your eyes, nose and mouth with unwashed hands. 

o Wash your hands frequently with soap and water for at least 20 seconds. 

o Use a hand sanitizer containing at least 60% alcohol, if soap and water is not 

available. 

o If you are sick, to prevent the spread of respiratory disease to others, you 

should do as follows: 

! Stay home. 

! Cover your nose and mouth with a disposable handkerchief when coughing 

or sneezing and then throwing it away. 

! Clean and disinfect objects and surfaces that are frequently touched. 
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5. As an employer, what steps can I take to reduce the risk of employee exposure to 

Covid-19? (See the appendixes of this document for additional details.) 

• In accordance with CDC guidelines and available information from the Puerto Rico 

Department of Health as of the date of approval of this guideline, the basic steps that 

every employer can take to reduce the risk of employee exposure to COVID-19, in 

their workplaces could include: 

o  Develop an infectious disease preparedness and response plan 

o Prepare to implement basic infection prevention measures 

o Develop policies and procedures for the prompt identification and isolation of 

sick people, if relevant 

o Develop, implement and communicate flexibilities, workplace protections, and 

workplace controls 

o Safe Working Practices and Follow Existing OSHA Standards 

6. As an employer, what can I do to keep employees informed about Covid-19? 

• The employer should be kept informed of the latest in the guidelines of federal, 

state, local, tribal and/or territorial health agencies and consider how to incorporate 

those recommendations and resources into specific workplace plans. This task will 

be the responsibility of the person designated in this plan. 

 

RISK CLASSIFICATION OF ESTABLISHMENT 

According to the analysis conducted by The Caribbean Fishery Management Council 

(CFMC) and the main specific tasks performed by employees, this establishment is classified as 

medium and low risk of exposure to COVID19. 

Employees at medium risk of exposure are those who perform field tasks in support of 

fishing communities that require frequent and/or near contact (less than 6 feet away) with people 

who might be infected with COVID-19. Similarly, given a community broadcast currently in 

progress, these employees could be in contact with the general public. 
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For this reason, Management has made a determination to suspend these field tasks until 

further notice, and will instead offer alternative measures to support these communities such as 

telephone assistance, teleconferences and virtual meetings, among others, thus reducing their risk 

of medium to low exposure. 

Low-risk employees (cautionary) are those who perform primarily administrative tasks in 

offices that do not require contact with people known or suspected to be infected with Covid-19 

or have frequent close contact (less than 6 feet away) with the general public. These employees 

have minimal occupational contact with the public and other co-workers. 

Exposure controls for these employees with low exposure risk (caution) will be primarily 

administrative in nature, which are presented in item #5 of the Information section of Covid-19, 

Section Control Measures and in the Appendix “Ten Measures That All Workplaces Can Take to 

Prevent Coronavirus Exposure." 

 

MONITORING AND SCREENING FOR PERSONEL 

1. Each employee should monitor themselves before reaching the workplace to check 

for signs and symptoms of COVID-19 and/or if they suspect any possible exposure. If 

so, they must notify their supervisor immediately.   

2. Building Management where our office is located will take body temperature 

reading to all of our employees, including consultants, contractors, customers, 

suppliers, and visitors, every day as long as the emergency caused by the pandemic 

remains active.  If the temperature of an employee, consultant, contractor, customer, 

supplier or visitor is above 37.9oC or 100. 3oF, access to the facility will be denied.  

Access will also be denied to any person who refuses the taking of body temperature, 

or who observes obvious symptoms, or it is suspected of being expose to COVID-19, 

or who declares so by self-monitoring. See Appendixes - Letter of the Building 

Administration, May 1st, 2020. 
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3. Temperature readings above 37.9oC or 100. 3oF will be registered. 

4. Employees who have a body temperature above 37.9oC or 100. 3oF will be sent home 

immediately and will have to remain quarantined. 

5. The Fiscal Officer will have a list of employees who did not pass temperature 

monitoring and will be in contact with them during the 14-day quarantine period for 

follow-up purposes. 

6. All employees who are experiencing symptoms of fever, cough and/or breathing 

difficulty will need to stay in their homes and not show up for work. 

7. Any employee who shows up for work but shows shortness of breath, cough and/or 

fever will be sent home immediately.  These employees will not be allowed to return 

to work until they have completed the 14-day quarantine period.  The Fiscal Officer 

department will keep in touch with the employee during the quarantine period for 

follow-up purposes. 

8. If the employee does not have his own transportation to return home, he/she will be 

taken to a closed area where the employee will remain until he or she is picked up. 

Maintenance staff (cleaning) will disinfect the area as soon as the employee leaves. 

9. If an employee has been in contact with a person who is showing symptoms of fever, 

cough and/or breathing difficulty in the past 14 days they should report it immediately 

to their supervisor.  It is recommended that the employee observe a quarantine 

period of 14 days. The Fiscal Officer will keep in touch with the employee during 

quarantine for follow-up purposes. 

10. The use of naso-oral cover (mask) is mandatory at all times. 
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NUMBER OF EMPLOYEES WORKING 

Caribbean Fishery Management Council (CFMC) will be operating with 10 

employees daily Monday through Friday from 7:30am a 6:30pm. The use of masks at all 

times and social distancing (6 feet) while employees are working will be compulsory. This 

template will also have the option to flex work plan such as remote work according to the tasks 

and activities of the job allowed.  

 

CONTROL MEASURES 

1. All employees have to wash their hands with soap frequently at least every 30 minutes 

for 20-second periods. They may use hand sanitizer containing at least 60% alcohol as 

an alternative method. 

2. They should also wash their hands before starting their work shift, after each visit to the 

bathroom, before and after eating, and at the end of their work shift.  Any contact with 

the face (eyes, nose, mouth, etc.) must be avoided. 

3. All employees have to avoid sharing desktops, work tools, computers, mobile phones, 

etc.   

4. The following control measures will be implemented by the Administration of the 

building where it locates our office - See Appendix: Building Administration Letter, 

May 1st, 2020, is mandatory of all employees comply with them: 

a. Deliveries (UPS/FedEx) - Building security personnel will notify tenants of 

arrival of deliveries, all deliveries must be made at the loading dock. 

b. Food & Delivery Service - To provide other alternatives, we are evaluating the 

possibility of opening the building cafeteria to create takeaway options. All food 

deliveries must be picked up by your employees outside on the sidewalk to 

mitigate additional visitors entering the building or cafeteria on site, whichever 

is appropriate. We recommend that your employees bring their own food to 

reduce the number of people arriving at the building. 

c. Elevators – only four (4) passengers will be allowed per each elevator at a time. 

d. Stairs - Only   stairs will be opened with multiple tenants 
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e. Amenities – Every living room will be closed until further notice. 

f. Vehicle Parking Service - Once visitors arrive, our staff will proceed to 

monitor their temperature before leaving the vehicle, the building reserves the 

right of admission to any visitor or employee who has a temperature of 37.9oC 

or 100.3oF or more. Once the initial process is complete, they will be register 

and given a bracelet indicating that they are ok to enter the building and to 

access the offices of the building. 

g. Office of Management - If you need in-person care, call to schedule an 

appointment or conference call.  

h. Tenant Offices - All work orders, repairs and maintenance in tenants' suites 

will be taken care of during regular business hours with prior notice and 

coordination 

i. Labeling - Placed in all common areas of the building to remind tenants and 

visitors 

5. The number of employees inside a bathroom will be controlled to maintain the 

distancing, the same applies to the number of employees who may be waiting in line. 

6. The resources for cleaning and disinfection will be increased, according to the Building 

Administration understanding, when applying this procedure.   

7. All cleaning will be performed by maintenance (cleaning) personnel in all areas of the 

building using materials approved by the Environmental Protection Agency. Hand 

sanitizing stations have been placed in various areas of the building and offices. 

8. During the active period of the pandemic, visits to the office will be restricted.  Only 

visits that are strictly necessary for business purposes will be allowed.  Visitors will be 

subject to the requirements of this procedure. 
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9. The number of meetings must be kept to a minimum as possible.  If a meeting is 

required, the first option will be virtually. If face-to-face, there has to be a 6-foot space 

between each employee during the meeting.  The meeting must be held in a space with 

adequate or open ventilation if possible. 

10. Employees must remain in their work area at all times, with the exception of the rest 

period, meal period or if they need to go to the bathroom. Additional considerations 

will be taken with the employee having to consume some snack due to any 

preconditions of health.  If there are any preconditions for health, the employee must 

communicate the situation to his supervisor. 

11. Employees who are in the high-risk group or vulnerable population (pregnant, over 65 

years of age or staff with underlying conditions) should notify the Fiscal Officer to 

verify a reasonable accommodating option such as working remotely among others. 

12. Smoking is strictly prohibited inside the building and offices. If you are going to smoke 

try to do it before entering the building grounds or wait to finish your work shift and 

leave the building grounds.  

13. Visual aids and labeling will be installed in offices to keep employees, consultants, 

contractors, customers, suppliers, and visitors oriented. 

14. The Building management will maintain ventilation systems operating continuously 

and ensuring proper cleaning and maintenance, thereby preventing "sick building 

syndrome" that may arise due to poor maintenance of the ventilation system of 

buildings during a total or partial closure. In the event that the continuity of the 

operation of such systems and in the absence of adequate natural ventilation, the 

Management will be able to determine suspend administrative tasks performed in 

offices and offer alternative measures such as telephone assistance, teleconferences and 

virtual meetings, among others, thus reducing the risk of employee exposure. 

Management will determine when it is safe and healthy to restart administrative tasks 
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performed at offices after receiving notification from building management about 

proper ventilation restoration. 

 

    

 

 

CLEANING AND DISINFECTION 

The Building Management where our office is located has established a routine itinerary 

for cleaning and disinfecting the office area, bathrooms, dining area, and common areas using 

Products approved by the Environmental Protection Agency (EPA) and will strengthen cleaning 

and disinfection practices as appropriate. The Building Administration shall maintain an 

inventory of such cleaning and disinfection products. In addition, they will be provided with 

antibacterial cleaning products so that employees can sanitize their work areas within offices 

such as desks, keyboards, telephones, handrails and doorknobs, tools, equipment, lockers among 

others. At the end of the process of disinfecting the work area, discard the gloves, towel paper 

and dispose of them in the trashcan. See Appendix: Letter of the Building Administration, May 

1st, 2020 

 

PERSONAL PROTECTIVE EQUIPMENT 

It is compulsory for all employees to use naso-oral protection (masks) at all times – 

see Appendix "Seven Steps to Use a Mask Correctly at Work". This equipment will be provided 

by the employer to the employee free of charge. 

 

 COVID19 SUSPECTED OR POSITIVE CASE DETECTION PROTOCOL 

Caribbean Fishery Management Council (CFMC) states that in the event that an 

employee informs their supervisor or manager of suspicion, symptoms of the virus or has 

received a positive diagnosis, Caribbean Fishery Management Council (CFMC) by HIPPA 

Law will NOT disclose the name of the affected employee. The employee who, if presenting any 

symptoms, cannot show up to the office and must report his or her situation to the supervisor. 

Similarly, if during the work shift an employee presents any symptoms related to COVID-19, 

will be isolated and sent back home. 
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Management will investigate the exposure that other employees have had with the 

employee in question and will take the following actions: 

 

 

 

 

 

1. Diagnosed Employee Isolation - Employee will not be able to attend the work area and 

must follow quarantine for 14 days 

2. Identification of contacts that the one diagnosed with suspected or confirmation of 

positive has had - The employee must cooperate by helping to identify all employees, 

clients, consultants, contractors, suppliers and visitors with which he has had contact in 

the last 14 days.   

3. Notification to those who have had direct contact with the diagnosed - Management 

will contact all employees who have had direct contact with the employee diagnosed as 

positive for the virus to inform them. 

4. Disinfection of areas - The work area of the infected person will be subjected to deep 

disinfection 

5. Return to work of the diagnosed - Any employee who has been diagnosed with 

COVID-19, to return to work after following his or her treatment, must present a medical 

certificate authorizing the return to work because his COVID-19 diagnostic results are 

negative. 

1. Record of Cases in the Occupational Injuries and Diseases Record 

a. If it is determined that any positive case of COVID19 was related to the 

workplace, it will be included in the PR OSHA 300 report. See Memorandum of 

10 April 2020  "Guidance for implementation of application for the registration 

of cases of coronavirus disease 2019 (COVID-19)" 

https://www.osha.gov/memos/2020-04-10/enforcement-guidance-recording-cases-

coronavirus-disease-2019-covid-19  
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b. Notify OSHA in case of hospitalization of 1 or more employees affected by 

Covid-19 in the workplace in 24 hours and in case of death by Covid-19 at the 

workplace in 8 hours (see 2 OSHA 1904). 

   

TRAINING TO EMPLOYESS 

1. Employees will be trained in the use, handling, limitations, cleaning and disposal of 

personal protective equipment. Once completed, Management will keep employee 

training records as evidence.   

2. This plan will be discussed in full with the employees. Once completed, 

Management will keep employee training records as evidence.   
 

 
CERTIFICATION 

 

 

This COVID-19 exposure control plan has been revised and modified to meet the needs of the 

Caribbean Fishery Management Council (CFMC). The plan was developed on May 21st, 

2020 in San Juan, Puerto Rico. 

  

           05/21/2020 
 
Miguel A. Rolón, Director Ejecutivo          Date 
Signature Owner or Employer Representative           
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EMPLOYEE HEALTH QUESTIONAIRE 

 

Dear Employee:  

At Caribbean Fishery Management Council (CFMC)  we care about your health and the 
working environment in our company, the well-being of our employees. For this reason, and 
following the recommendations of the Government of Puerto Rico regarding the COVIC-19 
Pandemic, we need you to collaborate with us by answering the following questions: 

 
** Please circulate the answer** 

1. You have been in contact with someone who has symptoms: 
a. Fever (greater than 38 degrees) 
b. Dry Cough 
c. Difficulty breathing 
d. Tiredness 
e. Short of Breath 
f. All of the above 
g. None of the above 

2. You have any of these symptoms: 
a.  Fever (greater than 38 degrees) 
b. Dry Cough 
c. Difficulty breathing 
d. Tiredness 
e. Short of Breath 
f. All of the above 
g. None of the above 

3. During the past 48 hours you were in contact with someone traveling outside Of Puerto 
Rico: 

a. Yes 
b. No 

Answering these questions will not affect your work and they will be kept completely 

confidential and in accordance with the corresponding laws of the Department of Health and the 

Department of Labor and Fiscal Officer. 

 

Employee Name:  ______________________________ 

Date:    ______________________________ 

 

Received by Fiscal Officer: ______________________________ 
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