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WELCOME BACK!

The health and safety of our employees is our top priority. We look forward to 
welcoming everyone back to our offices and are committed to ensuring we come 
back safely.

MICA’s leadership team has been monitoring CDC, state, and local health 
guidelines. The procedures in this guide are consistent with the CDC’s 
recommendations for communities returning to work. 

We will continue to monitor the ongoing COVID-19 situation and established 
procedures to ensure the safety of our employees and the families we serve.  
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We will be using the gauge as our model 
to guide reopening our offices. You will see 
that there are four levels on the gauge, each 

representing a different set of conditions and protocols for our service provision. 

As we move to reopen, keep in mind that movement along the gauge can be in 
either direction. Social distancing requirements, health guidelines, and funder 
recommendations may dictate that one department is at a different level on the 
gauge than another. Your director will advise you as to what each phase means 
for you and your team.

A detailed description of what the gauge means for service provision and staffing 
is on the following pages. Here is a brief overview:

Level 1A:  Essential staff only in offices. 100% remote work. 
100% contactless services.

Level 1B:  As 1A, but facilities teams begin work to clean and prepare offices.
Level 2: Up to a quarter of staff begin to return to work on a limited basis. 

This may involve shifts or a set schedule. Resume limited services that 
require person-to-person contact.

Level 3: 25% to 100% staff return to work on a rotational basis with limited 
office hours. Resume all services at a reduced rate.

Level 4: No restrictions. Full post-pandemic service implementation.



OUR GRADUAL TRANSITION PLAN
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CONDITIONS TO 
CONSIDER

Local, state, or 
federal emergency 
declaration

Open facilities

PROTOCOLS AND 
RECOMMENDED PRACTICES

Family Development Centers with 
Food Pantries - COVID19 Protocol

CDC guidelines on illness prevention
https://www.cdc.gov/coronavirus/2019-
ncov/prevent-getting-sick/prevention.
html

Office and facilities reopening protocol

CDC guidelines on preparing to return
https://www.cdc.gov/coronavirus/2019-
ncov/community/cleaning-disinfecting-
decision-tool.html

Office and facilities reopening protocol

Return to Workplace Protocol

4

WHO IS IN 
THE OFFICE

Essential staff

Non-essential staff 
with approval of 
executive director

As 1A, plus:

Facilities team

As 1A/1B, plus:

Each building up 
to 25% of 
workforce following 
a regular schedule.

EHS/HS exception 
may apply with 
approval

As 1A/1B/2, plus:

Between 25% and 
100% of staff 
return to buildings 
following a rotation 
with limited office 
hours*

No restrictions.

Office and facilities reopening protocol

Return to Workplace Protocol

* You will be given advance notice before you are expected to return to the office. We will make best efforts 
to coordinate with you and your team to ensure that everyone is informed about upcoming decisions.



SERVICE PROVISION PER LEVEL

PROGRAMS/
SERVICES

1
2

3

Emergency Food 
Pantry - curbside or 
delivery

Others - remote 
only

PROTOCOLS 
AND PRACTICES

Family Development 
Centers with Food 
Pantries COVID-19 
Protocol

As 1, plus:

EHS/HS

WIC

Weatherization

CHANGES TO SERVICE 
PROVISION

All services delivered remotely or via 
phone. Contactless services only.

In-person delivery for limited programs 
and services.

May have limited capacity (number 
served, restricted hours/days, etc.)

All other services continue as level 1.

All programs

4

No restrictions.

In-person delivery for all programs and 
services. 

Virtual options continue as allowed by 
funders. 

May have limited capacity (number 
served, restricted hours/days, etc.)

Return to Workplace 
Protocol

Funder directives

Return to Workplace 
Protocol

Funder directives

In each level, staff will be engaged in planning for potential movement both to the next level or the 
previous level, if needed.

Levels can include phased-in approaches. For example, in level 2, the food pantry may resume in-
person operations but continue to engage in virtual home visits.



SAFETY 
FIRST

WHAT TO 
EXPECT AS 

YOU RETURN

ON ENTERING OUR 
OFFICES

CLEANING 
PROTOCOLS

SOCIAL 
DISTANCING

PROTECTIVE 
EQUIPMENT

COMMON AREA 
RESTRICTIONS

MEETING 
PROCEDURES

As you return, you will notice 
new signage, temperature 
checks, and restricted entry to 
keep you and the families we 
serve safe.

Cleaning measures will be 
enhanced, particularly in high-
touch or common areas, to 
ensure your safety.

Practicing of good social 
distancing will be expected as 
we return. This means keeping 
good interpersonal spacing, 
using virtual meetings, and 
common area etiquette.

MICA employees will use 
personal protective equipment 
(PPE) like masks or face shields 
to reduce exposure risks to 
themselves and those around 
them.

Some common areas will be 
restricted for use, but others 
will be open. Please review 
updated signage posted at 
common areas and wash your 
hands before and after usage.

New meeting guidance will be 
issued that will reduce overall 
meeting room capacity, ensure 
good interpersonal spacing, 
and minimize travel between 
buildings or from visitors.



WHEN YOU ARRIVE TO WORK

BEFORE YOU ENTER THE BUILDING

• Practice good social distancing in the parking lot.
• Sanitize hands upon entry to the building.
• Temperature screening will be in place at the door.

Why temperature screening is important:

Temperature screening for vendors, employees, and visitors helps us protect 
ourselves and our communities against the spread of COVID-19. Anyone who 
exhibits a fever of 100.4 or higher will be asked to return home.

STAY AT HOME IF YOU ARE SICK.

If you have a temperature of 100.4F or higher OR are exhibiting 
symptoms of COVID-19, stay at home and notify your supervisor.

Symptoms include: difficulty breathing, cough, chills, fever, headache, 
fatigue, sweats, and aches.

ONCE YOU ARE IN THE BUILDING

• Signage with instructions and guidance will be posted 
throughout the building. Please read the signs carefully. 

• Minimize face-to-face interactions as much as possible.
• Use hand sanitizer or wash your hands before and after using 

common areas like the bathrooms, kitchen, break areas, or 
copy areas. Hand sanitizer will be readily available.

• Whenever possible, schedule virtual meetings instead of in-
person meetings.



PREVENTATIVE MEASURES

CLEANING AND DISINFECTION

• Additional cleaning and disinfection protocols are in place to 
keep you safe.

• We will perform standard building cleaning daily according to 
CDC guidelines.

• Common areas may be treated if needed with a fogging 
disinfectant or other disinfecting treatment.

• Deep cleaning will be performed per CDC guidelines if a 
suspected or confirmed COVID-19 exposure incident has 
occurred.

USE OF PPE

• Personal protective equipment (PPE) is very useful in helping 
keep us safe. As of April 3, the CDC recommends wearing cloth 
face coverings in public settings.

• At MICA, a face mask will be required for entry to the 
building and in spaces where social distancing is difficult or 
impossible.

• Certain programs may require the use of additional PPE. Follow 
the guidance of your supervisor and program director.

HOW TO USE A FACE MASK

Clean your hands before touching the mask. Pull the mask over your 
mouth and chin. Avoid touching the face mask while wearing. Dispose 
of or clean your mask after using. Ensure that you remove the mask 
carefully by holding both loops and gently lifting away from your 
face. Clean your hands with soap and water or hand sanitizer after 
removal.



MEETINGS AND VISITORS

NEW MEETING PROTOCOLS

• We encourage the use of virtual meetings when possible for 
both large and small gatherings.

• Gatherings of more than ten people are prohibited.
• Try to limit travel between offices or departments, even in the 

same building.
• If an in-person meeting is necessary, please follow 

recommendations and signage in the meeting room. Do NOT 
move chairs or remove signage. If the meeting room cannot 
accomodate your group, host the meeting virtually.

EXTERNAL VISITORS

• No external visitors will be allowed into MICA. 
• Speak with your supervisor and HR for approval before inviting 

guests.
• If you do have guests, please notify the front desk before their 

arrival and escort them for the duration of their visit.
• Please conduct virtual meetings if possible.
• Avoid travel between MICA offices. Exceptions for business 

continuity may be approved by the executive director (such as 
facilities/maintenance/cleaning).

MIND YOUR SPACE!
In any meeting, use contactless greetings and avoid handshakes or 
physical contact.

Be cognizant of the space around you, whether in meetings, in your 
office, or in other spaces around the office.



GENERAL GUIDANCE

1 2 3 4
High-risk employees

High-risk families

Wash hands often

Cover coughs/sneezes

Stay home when ill

Require use of face 
covering if social 
distancing is not 
possible

Promote flexible work 
options

Stagger workstations 
to socially distance 
employees

Facilities PPE

Surface/object 
cleaning

Isolation of cases

Social distancing 
markers in place

Employee health 
checks

Communal use items

Hand wash or hand 
sanitizer available at 
building entrance

Disinfection of high-
traffic areas or high-
touch surfaces

Provide telework 
options, if available

Avoid visiting, stay 
home if able

Continue

Continue

Continue

Continue

Continue for as long 
as possible

Continue for as long 
as possible

Gloves, mask or 
cloth face covering, 
increased hand 
hygiene

Continue

Continue

Continue

Yes

Limited

Yes

Frequent

Provide telework 
options, if available

Avoid visiting, stay 
home if able

Continue

Continue

Continue

Continue

Continue for as long 
as possible

Continue for as long 
as possible

Gloves, mask or 
cloth face covering, 
increased hand 
hygiene

Continue

Continue

Continue

Yes

Limited

Yes

Frequent

Continue normal 
activities

Avoid visiting, stay 
home if able

Continue

Continue

Continue

Discontinue

Normal operations

Normal operations

Job-appropriate PPE

Continue

Continue

Discontinue

No

Normal

Yes

Normal




