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COVID-19/Infectious Disease: Preparedness and Response Plan 
 

PURPOSE 

The purpose of this Plan is to outline the guidelines for preventing and responding to COVID-19 

infections in the workplace. COVID-19 has been classified as a Pandemic. 

SCOPE 

The following Plan is based on the recommendations set forth by the Centers for Disease Control 

and Prevention (CDC) and other governmental entities.  This Plan applies to all job sites and 

workers, vendors and visitors where EVENICH CONSTRUCTION, INC. is the general 

contractor and/or participates as a subcontractor. 

DEFINITIONS 

COVID-19: A mild to severe respiratory illness that is caused by a coronavirus (Severe acute 

respiratory syndrome coronavirus 2 of the genus Betacoronavirus), is transmitted chiefly by 

contact with infectious material (such as respiratory droplets), and is characterized especially by 

fever, cough, and shortness of breath and may progress to pneumonia and respiratory failure. 

Infectious Disease: Diseases caused by pathogenic microorganisms, such as bacteria, viruses, 

parasites, or fungi; the diseases can be spread, directly or indirectly, from one person to another. 

Pandemic: (of a disease) prevalent over a whole country or the world. 

 

GENERAL INFORMATION 

How COVID-19 Spreads 

• Mainly spreads from person-to-person  

• When a person sneezes or coughs 

• Between persons who are in close contact with one another (within about 6 feet) Droplets 

from a sneeze or cough may be inhaled. 

There is no known cure, and there is currently no vaccine to prevent infection. The best 

protection is to not be exposed. 

Symptoms of COVID-19 

 

Symptoms of COVID-19 infection include:  

• Cough 

• Fever  

• Tiredness 

https://www.merriam-webster.com/dictionary/coronavirus
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• Difficulty Breathing (severe cases) 

All persons on a job site are required to monitor themselves and immediately leave the job site if 

they exhibit any of the known symptoms. 

If COVID-19 infection is suspected, contact your doctor or healthcare provider to schedule 

confirmation testing. If you need help finding a doctor or accessing medical care, call 2-1-1, and 

they can direct you to low- or no-cost providers in your area. 

All EVENICH CONSTRUCTION, INC. personnel are required to remove anyone that is seen 

exhibiting any of these known symptoms. 

 

Steps to Protect Yourself 

 

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.  Avoid touching 

common surfaces with bare hands. 

 

If soap and water are not readily available, use a hand sanitizer that contains at least 60% 

alcohol. Cover all surfaces of your hands and rub them together until they feel dry. 

 

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

 

Avoid close contact with people who are sick 

 

Constantly observe your work distances in relation to other staff. Maintain the recommended 6 

feet at all times when not wearing the necessary PPE for working in close proximity to another 

person. Do not shake hands or make other direct contact with other staff. Do not carpool with 

other staff unless they are family members living within your household. 

 

Do not share phones. Use of microwaves, water coolers and other similar group equipment for 

breaks shall be suspended until further notice. 

 

Clean personal tools prior to use, as well as group tools. 

 

If your task requires working in close proximity to another person, review the Job Hazard 

Analysis (JHA) (required for each task) to ensure you are equipped with the proper PPE and are 

trained in and understand the directions for use. Do not start any task until you have been 

properly equipped and trained on procedures. 
 

Ensure you clean and maintain your personal PPE and do not loan any item out to other staff. 
 

Disposable PPE, paper towels, and similar waste must be deposited in non-touch waste bins. 

 

Do not cough or sneeze into your hand; rather, direct coughs and sneezes into the crook of 

your arm at your elbow; follow established CDC guidelines. 
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Workers should change work clothes and shoes prior to arriving at home. All clothing 

should not be shook out. Launder work clothes separate from other laundry. 

 
 

Steps to Protect Others 

 

Stay home if you are sick, except to obtain medical care. 

 

Encourage respiratory etiquette (e.g., cover coughs and sneezes, disinfect surfaces after such 

coughs and sneezes, etc.). 

 

Discourage workers from using another worker’s phone, offices, computers, tools, etc 

 

Maintain enhanced housekeeping practices (e.g., routine cleaning and disinfecting of surfaces, 

equipment, and other elements of the work environment). 

 

When applicable, clean and sanitize trailers, toilets and other enclosed spaces. In such cases, 

EVENICH CONSTRUCTION, INC. will establish deep cleaning schedules on job sites to 

address exposed surfaces. 

 

Establish a cleaning and decontamination protocol prior to entry and exit of the job site. 

Establish a similar cleaning protocol within the job site area(s). 

 

Establish cleaning and/or hand washing stations within the work areas. They shall be of 

sufficient quantity to allow staff to remain within the work areas without exiting into break areas. 

It is critical to adequately maintain sanitization at these stations continuously. 
 

Establish adequate time in the work day to allow for proper cleaning and decontamination 

including prior to leaving the job site for the day. 

 

WHEN YOU SHOULD SELF-QUARANTINE WITHOUT SYMPTOMS 
 

The Centers for Disease Control and Prevention (CDC) recommends self-quarantining only if 

you have a high or medium risk of exposure to COVID-19. 
 

You’re at high risk of exposure to COVID-19 if you: 

• Have recently traveled from Hubei Province, China or another highly infected area 

• Live with, are intimate with, or care for someone who has symptomatic laboratory-

confirmed COVID-19 infection without using recommended precautions form home care 

and home isolation 

You’re at medium risk of exposure to COVID-19 if you: 

• Travel from mainland China outside Hubei Province or Iran 

• Travel from a country with widespread, sustained transmission, other than China or Iran  
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• Travel from a country with sustained community transmission (refer to the CDC) 

• Come in close contact with a person with symptomatic laboratory-confirmed COVID-19 

• Live with, are intimate with, or care for someone who has symptomatic laboratory-

confirmed COVID-19 infection while consistently using recommended precautions form 

home care and home isolation 

If you’re healthy, don’t have any symptoms, and don’t fall into one of the risk categories above, 

you don’t need to self-quarantine unless otherwise instructed by an appropriate governmental 

entity — but you should continue to practice social distancing and monitor yourself for signs and 

symptoms, like fever and cough (reference attachment 

If you feel sick, and/or have been exposed to anyone who is sick, stay at home. You maybe 

required to provide test result showing a negative result (not infected) before being allowed to 

return to work. This is critical to preventing spread of the virus. 
 

WORKPLACE CONTROLS 

 
All EVENICH CONSTRUCTION, INC. Associates shall be trained on the requirements set forth 

in this Plan. 

 

EVENICH CONSTRUCTION, INC. shall designate a Site Safety Rep (SSR) to monitor and 

implement all recommended safety practices regarding the COVID-19 virus with all contractor 

staff members. Supervisors shall have the authority, through consultation with the SSR, to halt 

all activities that do not adhere to the COVID-19 safety practices. The SSR should have training 

commensurate with this hazard and all required industrial hygiene practices that may be required 

on the job site. This person will be responsible to maintain supplies of disinfectants and make 

sure that workers follow decontamination, hand washing, distancing, and PPE rules. 

 

EVENICH CONSTRUCTION, INC. Superintendents will provide this Plan to all sub-

contractors who are working on the project site and require them to train their own Associates 

per their program and requirements herein. 

 

EVENICH CONSTRUCTION, INC. will establish an assembly point for staff, before the start of 

work each day, that complies with the recommended social distancing parameters.  For all 

projects, the assembly point will be located at: the entry point of a  jobsite’s driveway or the 

parking spaces closest to the entry driveway of a public lot for a commercial or TI project.   

 

EVENICH CONSTRUCTION, INC. will establish a daily screening protocol for arriving staff, 

to ensure that potentially infected staff do not enter the work site. If workers leave and re-enter 

the work site during the shift, a re-screen shall be conducted prior to re-entry into the work site. 

 

EVENICH CONSTRUCTION, INC. shall provide a daily tailgate session reviewing site 

protocols to mitigate potential spread of the virus. As information is changing continuously 

regarding COVID-19, these tailgates will occur daily and attendance shall be documented. 
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Task specific Job Hazard Analysis (JHA) shall be performed with established levels of PPE 

required for each task. 

 

For work sites where multi-employers share the same workspace, EVENICH 

CONSTRUCTION, INC. will inform all employers about site-specific COVID-19 site safety 

guidelines outlined in this plan. Where one contractor enters the space of another contractor, the 

most stringent guidelines will be followed. 

 

Sub-contractors working on site shall document / track workers (salary and hourly), visitors and 

low-tiers subs daily through a log and provide to EVENICH CONSTRUCTION, INC. upon 

request. 

 

Sub-contractors shall create and maintain a COVID-19 plan that addresses steps you will take to 

minimize the potential for an outbreak of the virus on our project sites as well as mitigation 

actions once there is a suspected or identified case. The plan should identify the three points of 

contact within your organization for coordination and action going forward along with contact 

information for these individuals. 

 

Superintendents will maintain a record of the awareness briefing related to the program for all 

workers, sub-contractors, vendors and visitors who are working on the project site. 

 

No one will work on the project site without the proper awareness briefing being administered 

and documented regarding COVID-19. 

 

EVENICH CONSTRUCTION, INC. will keep everyone informed, to the best of our ability, 

about the latest issues related to COVID-19. 

 

All persons performing work on the project site will practice social distancing per CDC 

guidelines.  

 

Definition: Remaining out of congregate settings, avoiding mass gatherings and maintaining 

distance (approximately 6 feet) from others when possible. 

 

When applicable, social distancing or appropriate PPE shall be maintained in elevators and lifts. 

In such cases, a regular cleaning and disinfection schedule for elevators and lifts shall be 

maintained. 

 

All Associates and sub-contractors of EVENICH CONSTRUCTION, INC. will require sick 

workers to stay home and will send workers home who exhibit any known symptoms of COVID-

19. 

 

All workers shall employ the restrictions of limiting the number of persons within a generally 

confined area to less than 10. 
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All Associates, sub-contractors, and workers at the project site will enforce good housekeeping, 

including the cleaning of surfaces of areas that they have used in the performance of their work. 

 

 

REPORTING PROCEDURE 
 

EVENICH CONSTRUCTION, INC. Superintendent is tasked with keeping a log of all known 

instances of exposure of workers to COVID-19, which includes logging the following 

circumstances: 

• Suspected Case of a person who worked onsite for sub-contractor, visitor or vendor. 

• Confirmed Case of COVID-19 infection of a worker who has worked at the job site 

within the last 14 days. 

• Any cases of self-quarantine by workers at a job site. 

 

THIS INFORMATION IS CONFIDENTIAL AND WILL NOT BE SHARED WITH ANYONE 

WITHOUT THE EXPRESS CONSENT OF AN OFFICER OF EVENICH CONSTRUCTION, 

INC. 

 

All EVENICH CONSTRUCTION, INC. associates and sub-contractors need to be aware that 

there is no exception to the reporting requirements on the OSHA 300 Log related to COVID-19. 
 

Employers must report any instances of COVID-19 on the OSHA 300 log which meet all the 

following requirements: 

• It is a confirmed case of COVID-19. 

• The case is work-related, meaning an event or exposure in the work environment either 

caused or contributed to the resulting condition or significantly aggravated a pre-existing 

injury or illness (see 29 CFR 1904.5). 

• The case involves one or more of the general recording criteria set forth in 29 CFR 

1904.7 (e.g., medical treatment beyond first-aid, days away from work). 

 

OSHA also requires all employers to report any workplace incident that results in a fatality 

(within 8 hours) or an in-patient hospitalization (within 24 hours). Only formal admissions to the 

in-patient service of a hospital or clinic for care or treatment are reportable.  

Employers should carefully consider an employee’s work duties and environment, and the 

circumstances surrounding an individual case, in undertaking the fact-specific inquiry of whether 

to record and report, and consider such an analysis to be guided by their overarching obligations 

to make good- faith and non-arbitrary determinations consistent with OSHA requirements. 
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REFERENCES 

1. Center for Disease Control and Prevention 

2. World Health Organization 

3. Occupation Safety and Health Administration (OSHA) 

 

 

PROGRAM & PROCEDURE REVIEW PROCESS 
 

This program will be reviewed on a periodic basis, not to exceed at least annually. It is the 

responsibility of the Safety Committee to assign the appropriate personnel to complete the 

review. 

 

Once the review is complete, the Safety Manager and/or Operations Director will ensure that 

changes made to this program are relayed to affected employees. 
 

 

SUPPORTING DOCUMENTS – APPENDICES SECTION 
 

Attachment A – External memo to Sub-contractors, Trade Partners and Suppliers 

Attachment B -  Risk Assessment Screening Forms (COVID-19/Infectious Disease) 

Attachment C – COVID-19 Site Safety Orientation 

Attachment D – Example CDC  Toolbox Topics (English/Spanish) 

Attachment E – OSHA Risk Classification Posters (English/Spanish) 

Attachment F – Communication and EVENICH CONSTRUCTION, INC. Key Contacts 

Attachment G―Documentation---COVID-19 Exposure Log 

Attachment H – Documenttion---Essential Business Sample Letter 
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list. 
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• Adding COVID-19 Exposure Log 
• Adding Essential Business Sample 

Letter 
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Attachment A - External MEMO  

To:  All EVENICH CONSTRUCTION, INC. Trade Partners and 

Suppliers  

RE:  Coronavirus (COVID-19) Action and Update (March 30, 2020)  

 

Dear Valued Team Member, 

EVENICH CONSTRUCTION, INC.’s overriding concern is for the safety, health, and well-being of each 

and every team member and their family.  Anyone who has symptoms of acute respiratory illness are 

recommended not to come to work until they are free of fever and other symptoms for at least 24 hours, 

without the use of medication.  Employees who are well but have a sick family member at home with COVID-

19 should refer to CDC guidance for how to conduct a risk assessment of their potential exposure. 

Precautionary measures should include: 

• Site access shall be granted to critical, project essential personnel only!  No visitors or sales vendors 

are allowed on site. 

• Clean your hands often. Frequent hand washing is the most effective method to stay well. 

• Discourage handshaking – Maintain 6’ social distancing. 

• Avoid touching your face, nose, eyes, etc. 

• Everyone is encouraged to conduct all meetings by phone or videoconference.  If face-to-face 

contact is absolutely necessary, be sure to maintain adequate “social distancing” between 

participants.  (Note:  CDC recommends 6 feet distancing as best practice.) 

EVENICH CONSTRUCTION, INC. is currently working to identify prudent action items for our project 

teams that can facilitate the health, safety, and continued progress on our projects. In that effort, we ask your 

cooperation and participation with the following: 

1. Notification:  Notify the EVENICH CONSTRUCTION, INC. Project Manager on your project 

immediately if there is an identified or suspected case of COVID-19 within your workforce or any 

participants on the project. 

2. Worker Tracking:  We ask that you keep accurate daily logs of all employees, both hourly and salary, 

who are on the project.  This flows down to your lower tier subs and any other job visitors as well.  Do not 

send this information to us at this time but maintain it so that it can be sent promptly when needed. 

3. Sub-Contractor Plan:  We ask that you send us your COVID-19 plan that addresses steps you will take 

to minimize the potential for an outbreak of the virus on our project sites as well as mitigation actions 

once there is a suspected or identified case per Item 1 above. Your plan should identify the three points of 

contact within your organization for coordination and action going forward along with contact information 

for these individuals.  (See attached EVENICH CONSTRUCTION, INC. Key Contact List.) 

 

4. Supply Chain:  In order to mitigate any manufacturing, shipping, customs or any other project delays, 

EVENICH CONSTRUCTION, INC. is requesting that each trade partner perform a thorough assessment 

of their outstanding products/materials and services. If there are any products or services you are providing 

to an EVENICH CONSTRUCTION, INC. project that may be potentially delayed due to causes associated 

with COVID-19, please notify your EVENICH CONSTRUCTION, INC. Project Team as soon as you suspect 
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that there could be an impact.  In addition, please provide a mitigation strategy as applicable.  This may 

include expedited procurement, alternate manufacturers, substitute materials, or any other opportunity to 

ensure timely completion of work. 

➢ We ask for your prompt and complete compliance with all the above. 

➢ Our preventative actions onsite will evolve as more information comes in.  

➢ For CDC updates:  https://www.cdc.gov/coronavirus/2019ncov/index.html 

➢ Feel free to contact your EVENICH CONSTRUCTION, INC. Project Team with any questions and we 

will supplement this notice with further updates as warranted. 

http://www.cdc.gov/coronavirus/2019-ncov/index.html
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      Attachment B – Risk Assessment Screening Form  

(COVID-19/Respiratory Transmission Related) 
 

 

 
 

Please indicate accordingly Yes No 

Have you traveled in the last 14 days - or have a household member who has traveled 

to an area with an outbreak or sustained transmission of COVID -19? Example: 

Airline, Cruise ships, travel outside of U.S., even if you are asymptomatic. 

  

To the best of your knowledge, have you or a member of your family come into 

contact with another individual that has recently travelled to China, Japan, South 

Korea, Iran, or Italy in the past 21 days? 

  

Have you or any member of your family been in close contact with person(s) 

diagnosed with or person(s) suspected with COVID-19 or person(s) who have been 

quarantined at home during the last 21 days? 

  

Have you been experiencing any of the following? If so check “yes” Yes No 

Fever (100.4° F [37.8° C] or greater using an oral thermometer), or signs of a 

fever, and any of the following listed below for at least 24 hours, without the 

use of fever-reducing (e.g., aspirin) or other symptom-altering medicines (e.g. 

cough suppressants). 

  

Runny Nose 
  

Shortness of breath – (e.g. Hold breath 10 seconds, exhale w/ cough) 
  

Cough – Non-productive 
  

Sore Throat 
  

 
 

 

* If any employee answers “Yes” to any of the above questions isolate them from other Employees/Workers. 
 
 

*Employees who answer “Yes” to any of the above questions will not be allowed to work onsite for at least 14 days. 

 

or must have a Doctor’s Release Form to return to work.
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Attachment B – Risk Assessment Screening Form  

(COVID-19/Respiratory Transmission Related) 
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Attachment C – COVID 19 Site Safety Orientation 

 

 

1. Clean your hands often. Frequent hand washing is the 

most effective method to stay well. 

2. No handshaking – Maintain 6’ social distancing 

3. Avoid touching your face, nose, eyes, etc. 

4. Cover your cough and sneeze with elbow or tissue. 

5. Everyone is encouraged to conduct all meetings by phone or videoconference. If 

face-to-face contact is absolutely necessary, be sure to maintain adequate “social 

space” between participants. 

6. Create separation plans so multiple crews maintain required spacing and eliminate 

trade stacking of work in same location. 

7. Daily safety planning provides employee protection in use of large lifts or other 

equipment utilized. 

8. Provide safe distance where personnel congregate (i.e. restrooms, wash stations, etc.) 

9. Practice good hygiene and hand washing 

10. Lunch gatherings organized to maintain safe worker distance. 

11. Pre-start huddle protocol limited to one representative from each subcontractor (i.e. 

foreperson) to discuss daily safety plans, work activities, deliveries, etc. This will be 

done at a safe distance or virtual. 

12. When needed, provide and maintain additional jobsite trailers to be used by the 

Authorities Having Jurisdiction. 

13. Daily planning on JHA’s should include crew and personnel safe-spacing/social 

distancing and hygiene of person and tools/equipment. 

14. When possible, ensure multiple points of access are available on each project to limit 

the proximity of workers as they arrive and leave the site. 

15. Use only personal tools if possible.  Shared tools should be cleaned per sub-contractor / 

vendor site-specific COVID-19 cleaning protocol. 

16. Personal tools will not be allowed in gang boxes.  All Community tools should be 

stored within the gang boxes and be cleaned per sub-contractor / vendor site-specific 

COVID-19 cleaning protocol. 

17. Community equipment will be checked out daily and cleaned at the end of the shift. 

18. All personnel must utilize their own dedicated PPE.  Shared/community PPE will not be 

allowed. 

 

CDC Guidelines:  Risk Assessment COVID-19 (please refer to Attachment B): 

 
19. Recommend that individuals who feel they are high-risk, as defined by CDC, not work 

onsite. 

20. Any person with a fever or a positive COVID-19 diagnosis will not be allowed to enter 

the site until they are free of fever for at least 24-hours without the use of fever-

reducing medicines. 
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21. Any person that has had close contact with a confirmed COVID-19 patient will not be 

allowed to enter the site for 14-days starting from the day they last interacted with the 

person with COVID-19. 

Definition:  Close Contact means being within 2m/6ft of a person with a confirmed case 

of COVID-19 for a prolonged period of time. 

22. All personnel requesting access must be compliant with any applicable quarantine 

requirements for travelers returning from international locations.   Please refer to 

resources/guidance for return travelers provided by national/state/local health authorities.  

(For example, the CDC website for the U.S.). 

23. If you suspect you may have been exposed to any of the items above, you are required 

to report it right away to your supervisor and EVENICH CONSTRUCTION, INC. 

followed by self-quarantine. 

24. Special hardhat stickers to be provided for all personnel who have been trained to enter 

the jobsite AND separate sticker for those who have been trained on COVID-19. 

 

Jobs Classified at Lower Exposure Risk (Caution):  

What to Do to Protect Workers 
 

For workers who do not have frequent contact with the general public, employers should follow 

the above steps laid out in the Safety Site Orientation as well as implement control measures 

described in the following section. 

 

Engineering Controls 

 

Additional engineering controls are not recommended for workers in the lower exposure risk 

group.  Employers should ensure that engineering controls, if any, used to protect workers 

from other job hazards continue to function as intended. 

 

Administrative Controls 

 

■    Monitor public health communications about COVID-19 recommendations and ensure that 

workers have access to that information.  Frequently check the CDC COVID-19 website:  

www.cdc.gov/coronavirus/2019-ncov. 

 

■    Collaborate with workers to designate effective means of communicating important 

COVID-19 information. 

 

Personal Protective Equipment 

 

Additional PPE is not recommended for workers in the lower exposure risk group.  Workers 

should continue to use the PPE, if any, that they would ordinarily use for other job tasks. 
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Attachment D:  Example Toolbox Topic  

 

CDC:  Stop The Spread Of Germs (English) 
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Attachment D:  Example Toolbox Topic  

 

CDC:  Stop The Spread Of Germs (Spanish) 
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Attachment D:  Example Toolbox Topic  

 

CDC:   What to do if you are sick with COOVID-19? (English) 
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Attachment D:  Example Toolbox Topic  

 

CDC:   What to do if you are sick with COOVID-19? (Spanish) 
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Attachment E:  OSHA Risk Classification Poster (English) 
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Attachment E:  OSHA Risk Classification Poster (Spanish) 
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Attachment F:  Communication 

 

EVENICH CONSTRUCTION, INC. Key Contacts 
 

1. Ty Evenich:  Equipment/Maintenance/Demo:  707-529-0710 Cellphone 

 

2.  Ron Evenich:  On Site Crew Operations:  707-479-8737 Cellphone 

     Ty Evenich:  On Site Crew Operations:  707-529-0710 Cellphone 

     Andy Delgado :  On Site Crew Operations (English & Spanish):  707-387-5425 Cellphone  

 

3.  Ron Evenich:  Estimating Operations:  707-479-8737 Cellphone 

 

4.  Becky Evenich:  Office Operations:  707-974-3477 Cellphone/707-792-0358 Office 

 

In the event of any situation requiring decision making on COVID-19 related matters, the above 

information lists the key contacts with EVENICH CONSTRUCTION, INC..  Please contact as 

soon as possible in the event of any related situation arising. 

 

EVENICH CONSTRUCTION, INC. employees are directed to contact the main office via 

telephone and/or email and/or their direct site supervisor for any questions, concerns, 

clarification of procedures, or other information they may have regarding COVID-19 in our 

operation. 

 

We are committed to providing our employees with up-to-date education and training on 

COVID-19 risk factors, protective behaviors (e.g., cough etiquette and care of PPE) and other 

topics as appropriate.  If this has not been provided to you or you wish to have a refresher, please 

contact our main office and/or your site supervisor and it will be provided. 

 

Last, we will also insure our employees are refreshed on don/doff of any PPE or other safety 

equipment required as part of their work.  This will include how to use protective clothing and/or 

equipment, how to don/doff (e.g., put it on/take it off) safely, including in the context of their 

current and potential duties.  Training material will be provided in a form which is both easy to 

understand and in the appropriate language and literacy level of our workers. 

 

Ultimately, it is the focus of EVENICH CONSTRUCTION, INC. to ensure the health & safety 

of our employees on all job sites where we are engaged.  As information evolves, we will 

continue to keep our workforce informed and adjust or otherwise modify our work activity as 

appropriate or required. 

 

 

 

This section intentionally left blank. 

Proceed to Page 20. 
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Attachment G:  Documentation---COVID-19 Exposure Log 

 

 
 

 

 

 

 

This section intentionally left blank. 

See Page 21. 
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Attachment G:  Documentation---Essential Business Sample Letter 
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