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A Note to Readers

The health and safety of all who enter our workplace is our number one priority. The 
information contained in the Return to Our Workplace Playbook represents Edifecs’ current 
practices regarding the recommended operation of offices, where and when permitted by 
law, during this time of the unprecedented COVID-19 pandemic. Unless noted as a global 
policy, practices/protocols may vary by region and by location. Along with providing a copy 
of its current playbook to all associates, Edifecs is also providing a copy to its customers, 
business partners, and relevant third parties to ensure they are all aware of its health and 
safety practices when they are on site or are interacting with Edifecs associates. The 
playbook was developed specifically for Edifecs and is subject to change over time as expert 
recommendations, regulatory guidance, and industry practices evolve. 

Please Note: This playbook does not constitute legal advice, and you should not rely on it as best practices for your 
own workplace. This playbook is to be used as a corporate and recommended practice guideline. It aligns with Centers 
for Disease Control (CDC), Department of Health and Human Services (HHS) pursuant to the Occupational Safety and 
Health Act (OSHA), and World Health Organization (WHO) recommendations to the greatest extent possible. This is a 
working document that will be updated to reflect changes in directives and introduce new recommended practices as 
they become available. It is intended to support the COVID-19/Crisis Response teams and to provide information and 
instruction to keep all who enter Edifecs offices safe.



  |   RETURN TO OUR WORKPLACE PLAYBOOK 3

1. PURPOSE .................................................5

What triggers reopening  
our workplace?

2. CURRENT SITUATION...........................5

3. BACK TO WORK TASK FORCE ............6

Crisis Management Lead

COVID Team Atlanta

COVID Team India

COVID Team Moldova

3.1 TASK FORCE ROLES AND 
RESPONSIBILITIES .............................8

4. PREPARING FOR A NEW 
WORK ENVIRONMENT ......................9

4.1 RETURNING TO  
WORK ENVIRONMENT ....................10

Five-phased Approach to  
Reopening Facilities

Strategy and Procedures

Five-phased Approach to 
Return to the Office

CRITICAL EXCEPTIONS

Timeline U.S.

Timeline India and Moldova

Office Hours

4.2 EDIFECS ENHANCED 
STANDARDS .......................................14

Lobbies
Elevators
Reception Areas
Lounges
Communal Areas
Kitchens
Pantries
Print Stations
Meeting Rooms
Restrooms
HVAC and Air Quality

4.3 EDIFECS FACILITY READINESS....16

4.4 RECONFIGURATION ........................17

4.5 ONGOING MANAGEMENT  
AND WORKPLACE EVOLUTION ....17

4.6 OUR METHODOLOGY FOR 
CREATING FACILITIES  
LIMITATION PLAN ............................18

4.7 OUR METHODOLOGY FOR  
MINIMIZING EXPOSURE RISK ......19

4.8 SCREENING .......................................20

4.9 EQUIPMENT – PPE SUPPLIES .......20

4.10 DISINFECTION FREQUENCY AT 
WORKSTATIONS AND OFFICES ..22

4.11 INBOUND PACKAGES AND 
MATERIALS PROTOCOL ...............23

5. ASSOCIATE PROTOCOLS ...............24

Daily Self-screening Protocol

5.1 BEHAVIORAL GUIDELINES 
AND EXPECTATIONS .......................25

6. PROTOCOL FOR A  
COVID-19 DIAGNOSIS .....................25

Monitoring and Preparing

Associate Symptom and Isolation 
Protocol (example)

Table of Contents

MESSAGE FROM LEADERSHIP ....4



  |   RETURN TO OUR WORKPLACE PLAYBOOK 4

Message from Leadership

Associates,

As we begin the process of returning our teams to Edifecs offices, our 
focus is on keeping you and your families safe. There is nothing is more 
important than your health and safety.

This Return to Our Workplace Playbook is designed to be a guide and 
resource for how we can work together to create a safe workplace. 
It follows recommendations by the Centers for Disease Control and 
Prevention (CDC), the Department of Health and Human Services (HHS) 
pursuant to the Occupational Safety and Health Act (OSHA) and the 
World Health Organization (WHO). The playbook includes new health 
and wellbeing protocols, workforce readiness, and the steps we have 
taken to ensure that our facilities are ready for your safe return.

We will be implementing a phased return to the office. We will be 
staggering office attendance based on your team and where in the office 
you sit to make sure we are limiting any potential exposure. I anticipate 
we will take two steps forward and one step back – that progress will 
be incremental and, at times, frustrating, but we will ultimately keep the 
safety of you and your family at the heart of the process.

Using the guidance outlined in the playbook, we have been preparing 
our facilities for a safe return by taking actions such as instituting new 
daily and weekly cleaning protocols, establishing hand sanitizer stations, 
and modifying some of the traffic flow and common areas in our facilities 
to increase physical distancing.  

Each of us plays an important role in keeping all of us safe. We need to 
continue to be vigilant, taking temperature checks daily, self-certifying, 
staying home if we, or anyone in our households, are sick, washing our 
hands frequently and maintaining physical distancing.

I am inspired by your resilience, your commitment to business as usual 
— during a time where things are anything but usual. You have shown 
up and embodied the values that make Edifecs the amazing company it 
is. This is a new journey for us. But history has tested us and proven our 
strength, especially during difficult times. I’m confident that we emerge 
from this crisis stronger than ever.

VENKAT KAVARTHAPU

CEO | Edifecs
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1. Purpose
This document summarizes Edifecs’ plans for reopening our global offices during the COVID-19 pandemic. Our priority 
is the health and safety of our associates, apart from meeting the needs of our partners, customers and vendors with a 
minimum of disruption, and ensuring Edifecs is able to support core business processes and functions.

We are approaching reopening our offices in the U.S. (Bellevue and Atlanta), India, and Moldova with an abundance of 
caution.  We are basing our playbook and guidelines on government advisories, but we plan to take a more conservative 
approach to protect our associates and to have the opportunity to learn from the successes and failures of other 
organizations as they re-open for business.

Edifecs is following guidance from the WHO and the CDC as well as local and regional health authorities.

https://www.who.int/emergencies/diseases/novel-coronavirus-2019

https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html

What triggers reopening our workplace?
Given the varying governmental advisories and stay-at-home orders across the globe, we expect the reopening process 
to occur in a gradual manner with varying dates based on location. This will create unique challenges and complexities 
for our global offices.

As governmental restrictions permit the return to our workplace and businesses are broadly allowed to reopen 
workplaces, we will be constantly evaluating our thresholds and policies for welcoming associates, customers and 
visitors back to our offices. This includes factors such as:

• Availability of widespread testing and monitoring of people with COVID-19 symptoms 

• Reliable and sustainable availability of key supplies, such as hand sanitizers, personal protective equipment including 
masks and gloves, wipes, disinfectants and other cleaning supplies – no one will be permitted in the office without a 
mask through Phase 4 of our recovery or until there is a vaccine available

• The ability of the location and physical environment to support social distancing and frequent cleaning

• Regulatory requirements and implementation of compliant practices

• The reopening of schools, daycare, and childcare services

2. Current Situation (as of May 6, 2022)

Currently Edifecs Offices are at Tier 0.

TIER 0 TIER 1 TIER 2 TIER 3

includes increased building 
sanitation measures (both in 
terms of office cleaning and 
in terms of making things 
like hand sanitizer available) 
as well as continuous risk 
monitoring via a crisis 
management team.

we will encourage as 
much work from home 
as possible, limit in-office 
meetings, visits and 
services and make or 
review concrete plans to 
move critical workflows 
to offices that are not 
impacted.

we close the office to 
non-essential associates/
activities/events and 
execute workload 
movement plans (if 
necessary) for critical 
functions.

we lock down the office 
entirely, and go to 100% 
mandatory work from 
home (WFH).

https://www.who.int/emergencies/diseases/novel-coronavirus-2019
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html
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3. Back-to-Work Task Force
Edifecs has establish a centralized, multidisciplinary task force to oversee our efforts. The team is responsible for 
all executive decisions regarding all aspects of our associates’ physical presence in our global offices during the 
COVID-19 pandemic. They will:

• Define our cultural North Star and Guiding Principles 

• Set policies and plans and communicate to associates and leaders 

• Use key data to inform decisions

– Sources: Center for Disease Control (CDC), World Health Organization (WHO), Occupational Safety and Health 
Administration (OSHA), ADA 

Crisis Management Team:

Leader Role Primary Backup 

Overall pandemic response 
coordination

RAVI SOIN
VP of IT and Operations
ravi.soin@edifecs.com

RITESH DARYANI
VP of People and Culture
ritesh.daryani@edifecs.com

Facilities Lead/Virus Prevention 
and Protocols Lead

SANJEET DHINSA
Sr. Director, Operations
sanjeet.dhinsa@edifecs.com

RAVI SOIN 
VP of IT and Operations
ravi.soin@edifecs.com

Communication Lead JANET HOHMANN 
Sr. Dir, Corp. Communications
janet.hohmann@edifecs.com

RITESH DARYANI
VP of People and Culture
ritesh.daryani@edifecs.com

PPE and Materials Lead SANJEET DHINSA
Sr. Director, Operations
sanjeet.dhinsa@edifecs.com

RAVI SOIN 
VP of IT and Operations
ravi.soin@edifecs.com

Customer Communication ASH MATHUR
Sr. Dir., Product Support
ashish.mathur@edifecs.com

Regional Representatives Atlanta

DENIS KOSENKO
denis.kosenko@edifecs.com

India

PRASAD MENON
prasad.menon@edifecs.com

Moldova

LILIAN PUSCAS
LilianP@edifecs.com

Atlanta

ASH MATHUR
ashish.mathur@edifecs.com

India

RACHIT SHARMA
rachit.sharma@edifecs.com

Moldova

FIDELIA ENI
Fidelia.eni@edifecs.com

Legal and Compliance TUFFER HARRIS
Associate General Counsel
tuffer.harris@edifecs.com

mailto:ravi.soin%40edifecs.com?subject=
mailto:ritesh.daryani%40edifecs.com?subject=
mailto:sanjeet.dhinsa%40edifecs.com?subject=
mailto:ravi.soin%40edifecs.com?subject=
mailto:janet.hohmann%40edifecs.com?subject=
mailto:ritesh.daryani%40edifecs.com?subject=
mailto:sanjeet.dhinsa%40edifecs.com?subject=
mailto:ravi.soin%40edifecs.com?subject=
mailto:ashish.mathur%40edifecs.com?subject=
mailto:denis.kosenko%40edifecs.com?subject=
mailto:prasad.menon%40edifecs.com?subject=
mailto:LilianP%40edifecs.com?subject=
mailto:ashish.mathur%40edifecs.com?subject=
mailto:rachit.sharma%40edifecs.com?subject=
mailto:Fidelia.eni%40edifecs.com?subject=
mailto:tuffer.harris%40edifecs.com?subject=
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COVID Team Atlanta:

Leader Role Primary Backup 

Overall pandemic response 
coordination

Virus Prevention and Protocols 
Lead / Sanitization and  
Disinfection Lead

PPE and Material Lead

DENIS KOSENKO
Facility Manager

denis.kosenko@edifecs.com

ASH MATHUR 
Senior Director

ashish.mathur@edifecs.com

COVID Team India:

Leader Role Primary Backup 

Overall pandemic response 
coordination

Communication and Training Lead

PPE and Material Lead

PRASAD MENON
Senior Director,  

People & Culture
prasad.menon@edifecs.com

KAMAL MATTA
VP Finance

kamal.matta@edifecs.com

Virus Prevention and Protocols 
Lead / Sanitization and  
Disinfection Lead

RACHIT SHARMA
Senior Director, 

Professional Services
rachit.sharma@edifecs.com

COVID Team Moldova: 

Leader Role Primary Backup 

Overall pandemic response 
coordination

LILIAN PUSCAS
Director

LilianP@edifecs.com

FIDELIA ENI (MOLDOVA)
Fidelia.eni@edifecs.com

Virus Prevention and Protocols 
Lead / Sanitization and  
Disinfection Lead

Communication Lead

PPE and Material Lead

MARINA PSEBELSKAIA
Office Manager

c-marina.Psebelskaia@edifecs.com

VIOLETA GORIUC
HR

c-violeta.goriuc@edifecs.com

mailto:denis.kosenko%40edifecs.com?subject=
mailto:ashish.mathur%40edifecs.com?subject=
mailto:prasad.menon%40edifecs.com?subject=
mailto:kamal.matta%40edifecs.com?subject=
mailto:rachit.sharma%40edifecs.com?subject=
mailto:LilianP%40edifecs.com?subject=
mailto:Fidelia.eni%40edifecs.com?subject=
mailto:c-marina.Psebelskaia%40edifecs.com?subject=
mailto:c-violeta.goriuc%40edifecs.com?subject=
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3.1 Task Force Role and Responsibilities

Overall pandemic response coordination lead – The workplace manager who has overall 
responsibility for the company’s back to work plan, coordinating and aligning with local/
regional/global leaders.

Facilities, Virus Prevention and Protocols Lead – Works to manage social distancing logistics in 
regard to arriving and departing associate “shifts”, as well as visitors and contractors. Will provide 
Workplace specific options regarding social distancing within the Workplace, including potential 
mitigation measures to manage risk of associates required to work at least 6 feet from others.

Sanitization and Disinfection Lead – Works to manage daily and periodic disinfection logistics, 
including routine and deep cleaning, disinfection processes, in accord with the protocols set 
up by the Virus Prevention and Protocol leader. Drives process continual improvement and 
ensures 100% compliance of our company’s disinfection protocol, and any approved regional 
variations. 

Communication – Works to manage all pandemic related communications, in accord with 
regional and global Communications and HR. Drafts and communicates protocols to ensure 
the wellness of all associates, customers, partners, and vendors — and the overall pandemic 
preparedness and response plan. 

PPE and Materials Lead – Works to secure all necessary supplies to implement and sustain 
the RTW playbook and the pandemic preparedness and response plan, including direct 
procurement of supplies.

The team will:

determine who comes back first

❏ Define prioritization of projects

❏ Define who is eligible to come back

❏ Create a phased approach 

❏ Build a facilities limitation plan

❏ Implement flexible work policies

❏ Identify and understand those in 
high-risk categories, with childcare 
or transportation constraints and 
level of comfort to return

❏ Prepare contingency plans

helm the creation of the following:

❏ Workplace PPE – stock and 
usage protocols 

❏ Facilities and cleaning protocols 

❏ Gathering and spatial planning 

❏ Screening

❏ Tracking and tracing COVID/
COVID-like Symptom procedures

facilitate communications for:

❏ Executives 

❏ Associates 

❏ Reopening plans and 
expectations 

❏ Physical office communication 
and signage
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4. Preparing for a New Work Environment
We are making space and services updates to maintain hygiene safety and physical distancing best practices in three ways:

FOR YOUR SAFETY

Prioritizing personal space: By 
modifying shared spaces with 
staggered seating and buffer zones, 
teams can continue to operate in the 
office while still maintaining a healthy 
physical distance from colleagues 
and fellow associates.

Increased sanitization: We have 
implemented heightened cleaning 
measures to ensure the health and 
wellbeing of our associates. We 
are disinfecting common areas 
more frequently and are providing 
complimentary sanitization products 
in our spaces. 

Behavioral signage: New cleaning 
standards and capacity protocols 
will be reinforced with strategically-
placed signage and wayfinding—
friendly reminders that the wellbeing 
of our community depends on all of 
us to do our part.

These space and services updates to maintain hygiene safety and physical distancing best practices will impact the 
following aspects of Edifecs’ day-to-day operations:

General:  
the phased return of our 
associates, protocol, and 

staffing

Building:  
phased opening of different 

physical locations in our 
buildings

Travel:  
permitted travel

Visitors:  
when we will allow visitors 

and protocol for visits

Food and beverage: 
kitchen stocking including 
food and beverage service

Wellbeing Center/Gym:  
availability of the WBC 

offerings and gym 
equipment

Meetings and All Hands: 
protocol for conducting 

meetings as we return to 
our workplace
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4.1 Returning to Work Environment
Five-Phased Approach to Reopening Facilities
Strategy and Procedures: 

Phase 0 Phase 1 Phase 2 Phase 3 Phase 4 Phase 5

General 100% of Edifecs 
associates WFH

10% of associates 
return to the office 
(business critical 
ONLY)

25% of associates 
return to the office 
(rotating)

50% of associates 
return to the office 
(rotating)

100% of 
associates are 
permitted to return 
to the building

Office  
reopens fully

Associates should 
“self-assess” 
for symptoms 
and follow 
precaution and 
safety measures 
as published by 
the WHO, CDC 
and regional and 
national bodies

Reception is not 
staffed

Receptionist with 
PPE onsite

All onsite 
associates must 
have a mask

Building entrances 
will be limited for 
screening

All associates 
will be screened 
before entering the 
building

Building All Edifecs 
operated facilities 
are in complete 
lockdown and no 
associates, visitors 
or deliveries are 
allowed

Critical associates 
only

Conference rooms 
may operate at 
half-capacity Resume normal 

business 
operations

Single associate 
use of huddle 
rooms

Travel All business travel 
is suspended

Essential business 
travel only with BU-
lead approval

Associates must 
quarantine (WFH) 
for 14 days after 
returning from 
travel

Essential 
International  
travel with BU- 
lead approval

Associates must 
quarantine (WFH) 
for 14 days after 
returning from 
travel 

Travel  
permitted

All candidate travel 
suspended for the 
foreseeable future
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Phase 0 Phase 1 Phase 2 Phase 3 Phase 4 Phase 5
Visitors No associates, 

visitors or 
deliveries allowed

No visitors allowed

Package delivery 
resumes following 
outline protocols

Candidates  
and visitors  

permitted onsite
Remote workers 
will continue 
remote onboarding 
for the foreseeable 
future

All candidate 
interviews held 
through video 
conferencing

Local candidates 
permitted onsite 
for interviews

Food/beverage 
service

Not offered Staggered kitchen 
times/no gathering 
in kitchen area

Food service 
resumes

Coffee/tea service

No personal/
reusable cups 
allowed

Coffee/tea service 
and packaged 
food

Selective food 
services resumes

Single-serve, 
packaged food 
only

We recommend 
bringing food from 
home.

We will allow 
eating at 
workstation to 
avoid associates 
gathering in 
groups

Microwaves and 
toasters will be 
removed

Wellbeing  
Center

Virtual services 
only

WBC activities 
resume

Gym Closed Sign-up sheet 
to ensure one 
associate at a 
time. Cleaning 
mandatory upon 
entrance and 
when exiting the 
center

Gym reopened

Meetings and  
All Hands

All Hands, team 
meetings, events, 
etc., will continue 
virtually

Small team 
meetings 
permitted in 
adherence with 
room capacity 
guidelines

Meetings resume



  |   RETURN TO OUR WORKPLACE PLAYBOOK 12

Five-Phased Approach to Reopening Facilities
Strategy: Phased Return to Headcount Curve

100%

80%

60%

40%

20%

0%

PHASE 1 PHASE 2 PHASE 3 PHASE 4 PHASE 5

Five-Phased Approach to Return to the Office

CRITICAL EXCEPTIONS

1. Anyone who is 
feeling unwell, or that 
has anyone in their 
household exhibiting 
COVID-19 symptoms, 
including having 
symptoms of flu, 
headache, loss of taste 
or smell, common cold or 
fever should NOT come 
to office. 

2. Associates with infants 
or toddlers under 2 years 
old should stay home 
at least through the 
remainder of 2022.

3. All associates who fall 
under high-risk category 
should continue to WFH 
for the remainder of 
2022.
High-risk category 
includes: 
a. Anyone with heart 

complications, 
diabetes, chest/
respiratory/lung 
complications, kidney 
related issues and 
hypertension

b. Pregnant women 
c. Anyone who is 

recovering or has 
recently had any 
major surgery

d. Anyone who is 
currently undergoing 
cancer treatment

4. All associates who are 
caregivers for family 
members in the high-risk 
category should stay 
home for the remainder 
of 2022. 

10%

25%

50%

75%

100%



  |   RETURN TO OUR WORKPLACE PLAYBOOK 13

TIMELINE (TENTATIVE) FOR REOPENING

U.S. (BELLEVUE, ATLANTA, PITTSBURGH, SAN FRANCISCO) AND MOLDOVA

OUR GLOBAL OFFICES REOPENED ON MARCH 14.

INDIA

OUR GLOBAL OFFICES 
REOPENED ON MARCH 14.

TImeline U.S. and Moldova: We will either MOVE FORWARD, PAUSE or 
STEP BACK based on the situation. The COVID Response Team will meet 
every Thursday to review and decide for the upcoming week.

Timeline India: We will either MOVE 
FORWARD, PAUSE or STEP BACK 
based on the situation. The COVID 
Response Team will meet every 
Thursday to review and decide for 
the upcoming week. 

Office Hours: Log-in time staggered between 8:30 AM – 10:30 AM and log-out time staggered between 4:00 PM – 6:00 PM 
until the end of Phase 5.

It is mandatory to follow local and state guidelines and that each office location adhere to their regional guidance. 
Thus, all the guidelines are impacted by mandates in Washington, Georgia, Pennsylvania, California, Mohali/Tri-city, 
and Moldova. If there are different guidelines in the state/district where the associate resides, then the Return to Our 
Workplace guidelines will apply after relaxation in the respective state/district.

Important: As we enter each phase, we will do a video call with the returning group of associates. On these calls, the 
local site lead will walk through protocols including “what to expect on your day one of return to the workplace.” This 
will ensure that associates understand what to expect upon arrival and what safety measures should be practiced 
throughout their day.
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4.2 Edifecs Enhanced Standards
Enhancing maintaining our cleaning measures
Across all our offices, our associates can expect heightened cleaning and 
hygiene standards that align with guidance provided by the CDC, WHO,  
and local health organizations. This includes:

• Increased frequency and scope of daytime cleaning and sanitization

• Expanded availability of hand sanitizer, sanitizing wipes, alcohol sprays,  
and gels throughout the building

• Provision of re-usable cloth masks or single-use paper masks, gloves,  
and other protective equipment to associates

• Installation of touch-free soap dispensers in all restrooms and kitchens

• Reduced touchpoints in kitchens and expanded offerings of single-use 
cutlery, dairy products, and condiments

Lobbies
As the first entry point into our spaces, our lobbies will have clear signage and 
communications to emphasize the importance of distancing, hygiene, and sanitation 
— reminding associates and guests that we all have an important role in ensuring the 
wellbeing of our communities. Additionally, touch-free hand sanitizer will be provided on 
the inside of the access control doors. These dispensers will be placed at all entrances. 

Elevators
Because of their confined nature, we are limiting elevators to single associate use.  
Please wait until the elevator is empty before entering.

6
FEET

Reception Areas
Primary reception areas are high traffic spaces. To prevent overcrowding, floor stickers 
will indicate 6’ distances to reinforce distancing guidelines. Touch-free hand sanitizer 
stations will also be located nearby. No reception staff will be present until facilities reach 
phase 4 of recovery.

Lounges
As communal focal points, we’re taking steps to maintain the collaborative energy 
in our lounges while still giving associates comfortable space to work. 

Capacity will be modified with seat-to-seat distancing — reducing occupancy  
(i.e., a four-person seating arrangement becomes a one- to two-person setup).  
These modified capacity norms will also be reinforced with signage.

Work Stations
Deep disinfect and cleaning including ALL chairs and desks (Bellevue), carpet shampooing 
(All offices). Nightly cleaning and disinfecting.
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Communal Areas
As communal focal points, we are taking steps to maintain the collaborative energy or our 
offices while still giving associates comfortable spaces to work. 

Capacity will be modified with seat-to-seat distancing —reducing occupancy  
(i.e., a four-person seating arrangement becomes a one- to two-person setup).  
These modified capacity norms will also be reinforced with nearby signage.

A large part of our efforts to de-densify our spaces is grounded in education and 
engagement. Visual guides will be created so that associates can identify the appropriate 
seating.

Kitchen
We are adapting pantry standards to meet health and safety needs, including updates 
to our appliances and food and beverage program. Kitchens will include “light touch” 
solutions such as disposable cups and cutlery, touch-free soap dispensers and wipe 
dispensers. We will also be scheduling designated lunch hours and break times to 
manage the foot traffic through our kitchen area.

Pantries
We are adapting pantry standards to meet health and safety needs, including updates 
to our appliances and food and beverage program. Pantries will include “light touch” 
solutions such as disposable cups and silverware, touch-free soap dispensers and wipe 
dispensers, and seating will be modified to reduce capacity and heavy foot traffic.

Print stations
From paper to office supplies, the print station is a frequently used space. To maintain 
the cleanliness of this “high touch” space, wipe dispensers, hand sanitizer, and hygiene 
signage will be placed at every print station

Meeting rooms
As shared, collaborative spaces, meeting rooms are being enhanced so that associates 
can connect with each other comfortably. New capacity guidelines will be posted at 
entrances and recommended seating arrangements will be placed on tabletops. 

WASH YOUR HANDS
Restrooms
As with all our spaces, restrooms will undergo more frequent and regimented cleanings 
throughout the day. To cut down on “high touch” exposure, touch-free soap dispensers 
will be installed at every other sink fixture and 20-second hand washing signage will 
remind associates that soap and water go a long way in staying healthy.

HVAC and Air quality
With consultancy from industry-leading engineering partners, Edifecs is taking 
immediate steps to protect associates with the maximum achievable delivery of fresh, 
clean air into all our spaces.

Company electric cars
There will be a 24-hour window between usage of a car and all vehicles will be 
thoroughly disinfected following each use.
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❏ Conduct deep cleaning of all desks and chairs and carpet shampooing

❏ Inspect HVAC and key building systems; where possible, increase 
natural ventilation and air filtration

❏ Determine access management strategies to monitor ongoing 
utilization and ensure operations do not exceed planned capacity  
(e.g., badge in/bade out reports, network access)

❏ Limit or close access or adapt use in public areas such as coffee 
stations, kitchens, copier areas, gyms,  mail rooms 

❏ Develop targeted cleaning protocols 

❏ Conduct comprehensive deep cleaning and assessment of all  
adjacent environments

❏ Inventory and confirm sustainable supply of items such as hand 
sanitizers, gloves, face coverings and related items; expect longer  
than usual lead times

❏ Make do-it-yourself cleaning options available for associates to provide 
an added level of control over their immediate work environment

❏ Assess “touch-free” protocols and potential technologies for building 
entry procedures—arrival, security, elevators and high-traffic tenant 
areas— reception, break rooms, restrooms

❏ Provide designated disposal receptacles for used gloves and masks

❏ Provide associate communications (emails, websites, posters, apps) 
focused on safety messages, cleaning information and other important 
behaviors

❏ Conduct an end-to-end walk-through to ensure that every component  
of the facility has been addressed for ongoing operational purposes

❏ Contact all key suppliers to preview requirements and any revised  
scope and service levels

❏ Recommission facility

Are we ready?

4.3 Edifecs Facility Readiness
Preparing to reopen requires the development of detailed plans for each location, reconfiguration of the physical 
environment to support social distancing practices, and continuous communications.

The facility readiness process is extensive, and no detail is too small to consider. We will conduct a comprehensive 
assessment of the physical building and prepare for reentry where controllable. The list below highlights facility criteria 
for returning to work.

Conduct facility functional assessment including:
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4.4 Reconfiguration
Public health guidance strongly suggests physical distancing measures should be stepped down very gradually. We will 
be taking tangible steps to change the physical environment that support physical distancing and other safety practices 
such as:

• Reconfigure space to achieve social distancing, including reduction of seats and closure and/or repurposing of 
conference rooms to maintain a minimum separation of six feet between associates

• Assess configuration of and access to frequently shared areas

• Maintain clean desk policy to facilitate effective cleaning

• Declutter spaces and furniture configuration to facilitate effective cleaning

• Encourage use of distributed virtual meetings, even in the office, to discourage use of conference rooms

• Establish “safe distance zones” around reception desks and other common gathering points

• Increase availability of sanitation options and provide self-serve desk and conference room kits

• Assess the opportunity for touchless technology throughout the facility and parking areas

• Develop and communicate policies and practices regarding the safe use of all areas and equipment in the facility

4.5 Ongoing Management and Workplace Evolution
We will approach reoccupying our offices for the long term as a “reset” of ongoing soft services to support the 
workplace environment. It will entail continuous and frequently updated communications to associates to provide 
education and awareness of safety, health and wellness initiatives underway.

Communications
Communicating with all constituents is more critical now than ever before. Edifecs has a heightened focus on our 
communications, recognizing that this must be an ongoing, deliberate, thoughtful effort that touches and engages all 
key stakeholders across both physical and virtual work environments. Ongoing associate feedback will be critical; we 
will continually review and adopt best practices and new ideas to demonstrate an active and ongoing commitment to a 
safe and healthy workplace environment.
 
We will conduct a comprehensive review of all operational activities and services that occur in the work environment 
including:

• Implement access protocols and practices; this may 
entail limiting entry points depending on protocols 
introduced

• Assess thermal screening or other detection 
technologies

• Implement enhanced cleaning and disinfection service 
levels and protocols adapted to unique requirements, 
surfaces and uses of workspaces; consider increased 
day cleaning—both inside and outside the work 
environment

• Implement enhanced cleaning protocols of public 
areas such as coffee stations, kitchens, copier areas, 
gyms, mail rooms—if these are not closed

• Follow CDC guidelines for mail and package handling; 
consider touch-fee Digital Mail service offering

• Implement enhanced cleaning protocols and 
ventilation for restrooms. Equip with sufficient hand 
sanitizer and DIY cleaning products

• Adapt booking systems for meeting rooms (and desks 
in shared environments) for one use or occupancy per 
booking before cleaned

• Eliminate “family style” food service

• Ban all non-essential visitors at sites

• Identify hospitals/clinics in the nearby areas, which are 
authorized to treat COVID-19 patients
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4.6 Our Methodology for Creating Facilities Limitation Plan
Once the spaces have been reoccupied and work resumes, we will remain vigilant and quick to respond to unexpected 
or unwelcome events. We will be prepared to return to Phase 0 in the event of a suspected or confirmed exposure 
concern.

We are evaluating risk based on the overlay below to determine high-traffic/risk areas. We are then applying the 
capacity overlay to identify the safest workspaces to mitigate and minimize risk of exposure for our phased approach  
to re-entry.

Risk Overlay – we have identified:

• High risk areas

– Elevator lobbies

– Reception/waiting spaces

– Breakrooms

– Kitchens

– Restroom

– Printer/copier areas

– Office supply/mail room

– Stairwells/exits

• Medium risk

– Conference rooms

• High-Touch Devices

• Low Risk Areas

Capacity Overlay – we have identified:

• Enclosed spaces

– Offices

– Small conference rooms

• Open spaces

– Workstations

– Open spaces

• Break/lunch rooms
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4.7 Our Methodology for Minimizing Exposure Risk
Masks MUST be worn at all times. If you do not have a mask, you may not enter Edifecs’ facilities.

How to wear a cloth face 
covering
Cloth face coverings should:

• fit snugly but comfortably against 
the side of the face

• be secured with ties or ear loops

• include multiple layers of fabric

• allow for breathing without 
restriction

• be able to be laundered and 
machine dried without damage  
or change to shape

No “hot desking” allowed
Associates must sit at their 
assigned seating only and not use 
any other desk or touchdown areas 
until Phase 5.

Keep your desk clean
This helps our cleaning crews 
ensure desks are sanitized 
thoroughly.

Wash your hands often

Wash your hands often with soap 
and water for at least 20 seconds, 
especially after you have been in a 
public place, or after blowing your 
nose, coughing, or sneezing.

If soap and water are not readily 
available, use an alcohol-based hand 
rub with greater than 60% ethanol or 
70% isopropanol. Cover all surfaces 
of your hands and rub them together 
until they feel dry.

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

https://www.cdc.gov/handwashing/when-how-handwashing.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/hand-hygiene.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/hand-hygiene.html
https://www.cdc.gov/coronavirus/2019-ncov/hcp/hand-hygiene.html
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4.8 Screening
We will apply the following criteria to screen associates before they enter the facility. Where possible, we will limit 
facilities to a single entry point to ensure proper screening.  

Checklist

❏  Contact information
❏  No travel in last 14 days
❏  No symptoms or exposure  

for last 14 days
❏ Symptom free on ongoing basis

Screening needs to be held outside the facility entrance 
to offer privacy

4.9 Equipment – PPE supplies
We will provide the following for onsite associates:

Equipment

Antiseptic hand wipes  
(in abundance)

Antiseptic wipes in bathrooms, 
kitchen areas, and in multiple 

locations around the office

Gloves (single-day use)

Hand sanitizer (in abundance) Infrared thermometers  
(at building entry points)

Masks (single day use),  
washable cloth masks
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PPE Supplies
• Confirm stock of face masks, gloves, and glasses on-site and on-order with proper lead time

– Medical associates, screeners, and cleaning crew are required to wear gloves, masks, and glasses

• Our sites will keep a minimum quantity of 30-day supply of PPE. Examples include (brand subject to local market and 
availability):

Item Spec Quantity

Mask (surgical)
Disposable surgical masks  
(1-day)

Min. 30-day supply

Nitrile gloves
Touchflex /Surgical nitrile gloves Min. 30-day supply

Infrared thermometer
Medical infrared thermometer/
Measures ranges 32°C to 42.5°C 
meets ASTM E965-1998 (2003)

1 per 100 associates/“shift”

Disinfectant spray/wipes

10% bleach (sodium 
hypochlorite) solution made 
fresh daily, or a hospital-grade 
disinfectant (refer to approved 
disinfectant listing)

Min. 30-day supply

Spray bottles
1-liter plastic spray containers Min. 5 bottles

Sanitization floor stand
Hand sanitizer dispenser  
floor stand

1 available in work area 
per 50 associates

Hand sanitizer (refills)
Sanitizer with alcohol 70%/ 
local brand “Sanitizer”

Min. 30-day supply

Hand soap
Hand soap / local brand 
“Serviquim”

Min. 30-day supply

Paper towels
Paper towel “Tork” Min. 30-day supply

Glasses/face shields Safety glasses /Polycarbonate Min. 30-day supply

Bio-hazard container

Bags that can be sealed and 
tagged as contaminated material 
(Please see ‘refuse’ section of the 
COVID-19 Policy and Guidelines 
Directive)

Min. 30-day supply

Clorox Total 360 (optional)
https://www.cloroxpro.com/
products/clorox/total-360/

https://www.cloroxpro.com/products/clorox/total-360/
https://www.cloroxpro.com/products/clorox/total-360/
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4.10 Disinfection Frequency at Workstations and Offices

Area/Place
Disinfection 
Content Disinfectant Disinfection Measures Frequency

Work site common 
surfaces

Including control 
buttons, tools, and 
other common 
surfaces

Hospital grade 
disinfectant 
or fresh 10% 
chlorine bleach 
solution (sodium 
hypochlorite 
solution), as 
appropriate

Spray with handheld 
sprayer or wipe

Minimum at 
the end of each 
“shift”

Offices, desk, and 
conference rooms

Table and chair 
surface

Spray with handheld 
sprayer or wipe

At the end of 
each meeting  
and end of day

General objects 
often used or 
touched

Doors and 
windows, handles, 
faucets, sinks, and 
bathrooms

Spray with handheld 
sprayer or wipe

At least four 
times per day

Kitchen Table and 
chair surfaces, 
dispensers, 
vending machines

Spray with handheld 
sprayer 

Generally, 3 or 
more times per 
“shift” to include 
after all breaks 
and meals

Tableware All tableware Place in high- 
temperature 
disinfection cabinet, 
with temperature 
higher than 60°C, 
and time longer 
than half an hour

After use

Vending machines Interface surfaces 
(pay, selection and 
vending surfaces)

Spray with handheld 
sprayer 

Generally, 3 or 
more times per 
“shift” to include 
after all breaks 
and meals

Transport vehicles Common surfaces 
(e.g., seat surfaces 
rails, belts, door 
and window 
controls)

Spray with handheld 
sprayer 

Before and after 
each use

All floors and walls All general floors 
and walls at site

Mop Periodic, where 
frequently 
touched; mop 
hard surfaces 
daily

Elevators Control buttons, 
floors, and walls

Spray with handheld 
sprayer or wipe

Minimum at 
the end of each 
“shift”
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4.11 Inbound Packages and Material Protocol

COVID-19 lives for 24 hours on cardboard and 72 hours on plastic and stainless steel. Let cardboard-packaged items 
sit for 24 hours before you touch them, and plastic packaging sit for 72 hours.

For perishables, simply put the items directly in the 
refrigerator (not on your tables and counters), and then 
thoroughly wash your hands. If you can, remove outer 
packaging and throw it directly in the trash before placing 
items in your refrigerator. Wash any surfaces that have 
been touched by packaging.

When possible, leave deliveries untouched for 72 
hours—this negates the possibility of accidental 
airborne transmission as COVID-19 lives for 72 hours  
as an aerosol.

Checklist 

Wash your hands 
frequently with soap  
and water

Use hand sanitizer when 
soap and water are not 
available

Avoid touching your face, 
eyes, nose or mouth

Whenever possible, keep 
packaged materials in 
storage for more than 72 
hours from last human 
contact
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Are you waiting for  
results of a COVID test  

due to symptoms or 
exposure?

5. Associate Protocols
Daily Self-screening Protocols

Are you feeling ill?

NO

Have you been in 
close proximity* 
to someone who 

tested positive 
or is presumed 

positive (by medical 
authority) for 
COVID-19?

Self-isolate until 
you receive results. 

Follow medical 
advice and contact 

supervisor.

Severe symptoms? 
Cannot breathe and/
or life-threatening?

Mild symptoms? 
Any of: fever, cough, 

runny nose, sore 
throat, or shortness 

of breath?

GO TO EMERGENCY 
ROOM OR  CALL 911

Notify healthcare 
worker that you 
have respiratory 
symptoms and 

request a mask. 
Contact your 

supervisor when 
able.

GO/STAY HOME.
Contact your 

supervisor

REMAIN 
ISOLATED UNTIL 

ALL OF THE 
FOLLOWING 
CONDITIONS 

ARE MET:

1. More than 7 
days since 
symptoms 
started.

2. More than 72 
hours with no 
fever, no cough, 
and resolution 
of symptoms.

3. If seen by 
medical 
provider, 
cleared to 
return to work.

Go to work  
as directed

Contact your 
supervisor and return 

to work as directed

Have you been in close proximity*  
to someone with moderate  

OR severe symptoms?

Self Quarantine AND 
monitor for 14 days 

from last contact

Have you developed 
fever PLUS cough or 
shortness or breath?

NO

YES

YES

NO

YES

NO

NO

Moderate 
symptoms? Fever 

PLUS cough or 
shortness of breath?

Y

Y

Y

YES

NO

GO/STAY HOME.
Contact your medical 

provider AND your 
supervisor

Refer to  
“Are you feeling ill?”

Y

NO

* close proximity = inside 6 feet for more than 5 minutes
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5.1 Behavioral Guidelines/Expectations

No handshake/hugs – 
touchless office

You can bow, clasp your 
hands in front of your 
chest, or put your hand 
over your heart as some 
men and women do in 
cultures that frown on 
physical touch

Keep it light – don’t 
carry things from home 
to the office to reduce 
the chance that a 
contaminated surface 
travels with you

Clean off all the desks 
and maintain a clean 
workspace

Make sure nothing comes 
in contact with your desk 
that you do not need

Don’t carry around your 
laptop in the office or at 
home

Keep it stationary and use 
your laptop rather than 
a separate keyboard and 
mouse

Use your cell phones and 
abandon desktop phones

6. Protocol for a COVID-19 Diagnosis
Monitoring and Preparing
• Consider conducting routine, daily health checks (temperature and screening symptoms for all associates)

• Report the situation to the COVID Task Force 

• Establish procedures for safely transporting anyone sick to their home or to a healthcare facility

• Notify local health officials and staff immediately of a possible case while maintaining the confidentiality required by 
the American Disabilities Act (ADA); other information and civil rights protections for workers related to COVID-19.

• Close off areas used by the sick associate until after cleaning and disinfection. Wait 24 hours to clean and disinfect.  
If it is not possible to wait 24 hours, wait as long as possible before cleaning and disinfecting. Ensure safe and correct 
application of disinfectants.

• Inform those who have had close contact with the associate with COVID-19 to stay home and self-monitor for 
symptoms, and follow the CDC guidance if symptoms develop.

https://www.ada.gov/aag_covid_statement.pdf
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Associate Symptom and Isolation Protocol (example)

COVID-19 Symptoms detected

COVID-19
Symptoms 

detected in  
the building

COVID-19
Symptoms 
detected

Radio / telephone 
communication is preferred

Report symptoms  
to Line Manager

Associate goes to 
designated isolation area 

for further evaluation

Send Home

Symptoms  
not detected

Line Manager reports  
to EHS, HR, GM

Associate is  
Symptomatic

Transportation 
Guidelines:

• If associate is well 
enough, they may 
drive their own car

• If the associate is 
transported in another 
car, all passengers 
must wear masks and 
nitrile gloves

• Disinfect the car; all 
persons cleaning the 
car must wear masks 
and gloves

ISOLATION ROOM PROTOCOL

Once the suspected infected associate arrives at the 
Isolation Room immediately give them a mask and 

nitrile gloves

The Isolation Team and any associate 
coming into contact must wear 

appropriate PPE prior to assisting  
the symptomatic associate

PERSONS IDENTIFIED 

• Provide a copy of the  
Self-Screening Protocol 

• Advise associates to carry 
out a daily self-screening 
check and contact local 
HR if symptomatic

• Follow the Self- 
Quarantine Protocol 

POSITIVE  
COVID-19

Isolation Coordinator, HR and EHS 
identify persons that may have 

been in contact with the suspected 
infected associate 

NEGATIVE 
COVID-19

COVID-19 Symptoms  
are not detected

Isolation Coordinator directs the associate to leave work 
and go home or to a healthcare provider

The Isolation Coordinator completes a
Suspected COVID-19 Case Form

Associate may 
return to work

Associates must see a doctor or medical 
professional and provide a note to local HR  

to confirm COVID-19 status

COVID-19 Symptoms 
detected at site entry

Disinfect the isolation area and associate’s 
workstation, in addition to all other surfaces 
recently touched by associate following the 

Disinfection Protocol 

Sent to isolation area for 
further assessment

Take temperature after  
5 minutes to confirm

Send  
to Work

Discretion is taken by associate 
and supervisor to return to work  

or send home
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Questions?

Crisis Management Team:

Leader Role Primary Backup 

Overall pandemic response 
coordination

RAVI SOIN
VP of IT and Operations
ravi.soin@edifecs.com

RITESH DARYANI
VP of People and Culture
ritesh.daryani@edifecs.com

COVID Team Atlanta:

Leader Role Primary Backup 

Overall pandemic response 
coordination

DENIS KOSENKO
Facility Manager
denis.kosenko@edifecs.com

ASH MATHUR 
Senior Director
ashish.mathur@edifecs.com

COVID Team India:

Leader Role Primary Backup 

Overall pandemic response 
coordination

PRASAD MENON
Senior Director,  
People & Culture
prasad.menon@edifecs.com

KAMAL MATTA
VP Finance
kamal.matta@edifecs.com

COVID Team Moldova: 

Leader Role Primary Backup 

Overall pandemic response 
coordination

LILIAN PUSCAS
Director
LilianP@edifecs.com

FIDELIA ENI (MOLDOVA)
Fidelia.eni@edifecs.com
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mailto:Fidelia.eni%40edifecs.com?subject=
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