
STAY  HOME. STOP  THE SPREAD. SAVE  LIVES.

NY FORWARD SAFETY PLAN TEMPLATE

Industry: 

Address: 

Contact Information: 

Owner/Manager of Business: 

Human Resources Representative and Contact Information, if applicable:

I. PEOPLE

A. Physical Distancing. To ensure employees comply with physical distancing requirements, you agree
that you will do the following:

Ensure 6 ft. distance between personnel, unless safety or core function of the work activity requires 
a shorter distance. Any time personnel are less than 6 ft. apart from one another, personnel must 
wear acceptable face coverings.

Tightly confined spaces will be occupied by only one individual at a time, unless all occupants are 
wearing face coverings. If occupied by more than one person, will keep occupancy under 50% of 
maximum capacity.

Each business or entity, including those that have been designated as essential under Empire State 
Development's Essential Business Guidance, must develop a written Safety Plan outlining how its workplace 
will prevent the spread of COVID-19. A business may fill out this template to fulfill the requirement, or may 
develop its own Safety Plan. This plan does not need to be submitted to a state agency for approval but 
must be retained on the premises of the business and must made available to the New York State 
Department of Health (DOH) or local health or safety authorities in the event of an inspection. 

Business owners should refer to the State’s industry-specific guidance for more information on how to safely 
operate. For a list of regions and sectors that are authorized to re-open, as well as detailed guidance for each 
sector, please visit: forward.ny.gov. If your industry is not included in the posted guidance but your 
businesses has been operating as essential, please refer to ESD's Essential Business Guidance and adhere 
to the guidelines within this Safety Plan. Please continue to regularly check the New York Forward site for 
guidance that is applicable to your business or certain parts of your business functions, and consult the state 
and federal resources listed below. 

COVID-19 Reopening Safety Plan

Name of Business: 

http://forward.ny.gov
https://esd.ny.gov/guidance-executive-order-2026
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Post social distancing markers using tape or signs that denote 6 ft. of spacing in commonly used  
and other applicable areas on the site (e.g. clock in/out stations, health screening stations)

Limit in-person gatherings as much as possible and use tele- or video-conferencing whenever 
possible. Essential in-person gatherings (e.g. meetings) should be held in open, well-ventilated 
spaces with appropriate social distancing among participants.

Establish designated areas for pick-ups and deliveries, limiting contact to the extent possible.

List common situations that may not allow for 6 ft. of distance between individuals. What measures 
will you implement to ensure the safety of your employees in such situations?

How you will manage engagement with customers and visitors on these requirements (as applicable)?

How you will manage industry-specific physical social distancing (e.g., shift changes, lunch breaks)  
(as applicable)?

II. PLACES

A. Protective Equipment. To ensure employees comply with protective equipment requirements, you 
agree that you will do the following:

Employers must provide employees with an acceptable face covering at no-cost to the employee 
and have an adequate supply of coverings in case of replacement.

What quantity of face coverings – and any other PPE – will you need to procure to ensure that  
you always have a sufficient supply on hand for employees and visitors? How will you procure 
these supplies?
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Face coverings must be cleaned or replaced after use or when damaged or soiled, may not be 
shared, and should be properly stored or discarded. 

What policy will you implement to ensure that PPE is appropriately cleaned, stored, and/or discarded?

Limit the sharing of objects and discourage touching of shared surfaces; or, when in contact with 
shared objects or frequently touched areas, wear gloves (trade-appropriate or medical); or, sanitize 
or wash hands before and after contact.

List common objects that are likely to be shared between employees. What measures will you 
implement to ensure the safety of your employees when using these objects?

B. Hygiene and Cleaning. To ensure employees comply with hygiene and cleaning requirements, you
agree that you will do the following:

Adhere to hygiene and sanitation requirements from the Centers for Disease Control and Prevention 
(CDC) and Department of Health (DOH) and maintain cleaning logs on site that document date, time,
and scope of cleaning.

Who will be responsible for maintaining a cleaning log? Where will the log be kept?

Provide and maintain hand hygiene stations for personnel, including handwashing with soap, water, 
and paper towels, or an alcohol-based hand sanitizer containing 60% or more alcohol for areas 
where handwashing is not feasible.

Where on the work location will you provide employees with access to the appropriate hand 
hygiene and/or sanitizing products and how will you promote good hand hygiene?

https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://coronavirus.health.ny.gov/home
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Conduct regular cleaning and disinfection at least after every shift, daily, or more frequently as 
needed, and frequent cleaning and disinfection of shared objects (e.g. tools, machinery) and 
surfaces, as well as high transit areas, such as restrooms and common areas, must be completed.

What policies will you implement to ensure regular cleaning and disinfection of your worksite and 
any shared objects or materials, using products identified as effective against COVID-19?

C. Communication. To ensure the business and its employees comply with communication requirements,
you agree that you will do the following:

Post signage throughout the site to remind personnel to adhere to proper hygiene, social distancing 
rules, appropriate use of PPE, and cleaning and disinfecting protocols.

Establish a communication plan for employees, visitors, and customers with a consistent means to 
provide updated information.

Maintain a continuous log of every person, including workers and visitors, who may have close 
contact with other individuals at the work site or area; excluding deliveries that are performed with 
appropriate PPE or through contactless means; excluding customers, who may be encouraged to 
provide contact information to be logged but are not mandated to do so.

Which employee(s) will be in charge of maintaining a log of each person that enters the site 
(excluding customers and deliveries that are performed with appropriate PPE or through contactless 
means), and where will the log be kept?

If a worker tests positive for COVID-19, employer must immediately notify state and local health 
departments and cooperate with contact tracing efforts, including notification of potential 
contacts, such as workers or visitors who had close contact with the individual, while maintaining 
confidentiality required by state and federal law and regulations.

If a worker tests positive for COVID-19, which employee(s) will be responsible for notifying state and 
local health departments?

http://www.dec.ny.gov/docs/materials_minerals_pdf/covid19.pdf
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III. PROCESS

A. Screening. To ensure the business and its employees comply with protective equipment requirements,
you agree that you will do the following:

Implement mandatory health screening assessment (e.g. questionnaire, temperature check) before 
employees begin work each day and for essential visitors, asking about (1) COVID-19 symptoms in 
past 14 days, (2) positive COVID-19 test in past 14 days, and/or (3) close contact with confirmed or 
suspected COVID-19 case in past 14 days. Assessment responses must be reviewed every day and 
such review must be documented.

What type(s) of daily health and screening practices will you implement? Will the screening be done 
before employee gets to work or on site? Who will be responsible for performing them, and how will 
those individuals be trained?

If screening onsite, how much PPE will be required for the responsible parties carrying out the 
screening practices? How will you supply this PPE?

B. Contact tracing and disinfection of contaminated areas. To ensure the business and its employees
comply with contact tracing and disinfection requirements, you agree that you will do the following:

Have a plan for cleaning, disinfection, and contact tracing in the event of a positive case.

In the case of an employee testing positive for COVID-19, how will you clean the applicable 
contaminated areas? What products identified as effective against COVID-19 will you need and how 
will you acquire them?

In the case of an employee testing positive for COVID-19, how will you trace close contacts in the 
workplace? How will you inform close contacts that they may have been exposed to COVID-19?

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
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IV. OTHER

Please use this space to provide additional details about your business’s Safety Plan, including 
anything to address specific industry guidance.

Staying up to date on industry-specific guidance:

To ensure that you stay up to date on the guidance that is being issued by the State, you will: 

Consult the NY Forward website at forward.ny.gov and applicable Executive Orders at  
governor.ny.gov/executiveorders on a periodic basis or whenever notified of the availability of  
new guidance.

https://forward.ny.gov/ 
http://governor.ny.gov/executiveorders
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State and Federal Resources for Businesses and Entities

As these resources are frequently updated, please stay current on state and federal guidance issued in 
response to COVID-19. 

General Information

New York State Department of Health (DOH) Novel Coronavirus (COVID-19) Website

Centers for Disease Control and Prevention (CDC) Coronavirus (COVID-19) Website

Occupational Safety and Health Administration (OSHA) COVID-19 Website

Workplace Guidance

CDC Guidance for Businesses and Employers to Plan, Prepare and Respond to Coronavirus 
Disease 2019

OSHA Guidance on Preparing Workplaces for COVID-19

Personal Protective Equipment Guidance

DOH Interim Guidance on Executive Order 202.16 Requiring Face Coverings for Public and  
Private Employees

OSHA Personal Protective Equipment

Cleaning and Disinfecting Guidance

New York State Department of Environmental Conservation (DEC) Registered Disinfectants of COVID-19

DOH Interim Guidance for Cleaning and Disinfection of Public and Private Facilities for COVID-19

CDC Cleaning and Disinfecting Facilities

Screening and Testing Guidance

DOH COVID-19 Testing

CDC COVID-19 Symptoms

https://coronavirus.health.ny.gov/home
https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://www.osha.gov/SLTC/covid-19/
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/businesses-employers.html
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/businesses-employers.html
https://www.osha.gov/Publications/OSHA3990.pdf
https://coronavirus.health.ny.gov/system/files/documents/2020/04/doh_covid19_eo20216employeefacecovering_041420.pdf
https://coronavirus.health.ny.gov/system/files/documents/2020/04/doh_covid19_eo20216employeefacecovering_041420.pdf
https://www.osha.gov/SLTC/personalprotectiveequipment/
https://www.dec.ny.gov/docs/materials_minerals_pdf/covid19.pdf
https://coronavirus.health.ny.gov/system/files/documents/2020/03/cleaning_guidance_general_building.pdf
https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html
https://coronavirus.health.ny.gov/covid-19-testing#can-i-be-tested-
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html

	Ensure 6 ft distance between personnel unless safety or core function of the work activity requires: On
	Tightly confined spaces will be occupied by only one individual at a time unless all occupants are: On
	Post social distancing markers using tape or signs that denote 6 ft of spacing in commonly used: On
	Limit inperson gatherings as much as possible and use tele or videoconferencing whenever: On
	Establish designated areas for pickups and deliveries limiting contact to the extent possible: On
	Employers must provide employees with an acceptable face covering at nocost to the employee: On
	Face coverings must be cleaned or replaced after use or when damaged or soiled may not be: On
	Limit the sharing of objects and discourage touching of shared surfaces or when in contact with: On
	Adhere to hygiene and sanitation requirements from the Centers for Disease Control and Prevention: On
	Provide and maintain hand hygiene stations for personnel including handwashing with soap water: On
	Conduct regular cleaning and disinfection at least after every shift daily or more frequently as: On
	Post signage throughout the site to remind personnel to adhere to proper hygiene social distancing: On
	Establish a communication plan for employees visitors and customers with a consistent means to: On
	Maintain a continuous log of every person including workers and visitors who may have close: On
	If a worker tests positive for COVID19 employer must immediately notify state and local health: On
	Implement mandatory health screening assessment eg questionnaire temperature check before: On
	Have a plan for cleaning disinfection and contact tracing in the event of a positive case: On
	NameOfBusiness: Specialized Early Childhood Center of WNY, Inc., d/b/a Bornhava
	Industry: Schools: Pre-K - Grade 12
	Address: 25 Chateau Terrace, Amherst, NY 14226
	ContactInformation: www.bornhava.org, (716) 839-1655
	OwnerManagerOfBusiness: Donna M. Ringholz, Executive Director, (716) 839-1655 ext. 302
	HumanResourcesContact: Jo-Ann Formoso, (716) 839-1655 ext. 324
	List common situations: Children birth to 5 years of age with a variety of developmental needs as outlined by their education plans may not be able to understand what distancing means.  Teaching staff and therapists will do their best to help them with the concept of maintaining a distance, but we cannot ensure that the 6 foot distance will be able to be maintained.  In classrooms where social distancing is not possible, staff will be required to wear appropriate face covering as well as using appropriate practices for hand hygiene and cough/sneeze hygiene.  They will practice and reinforce  these health and safety procedures with the children as needed. Children will be encouraged to wear a mask, if they are able to do so.
	How you will manage engagement: Staff, caregivers and stakeholders will have access to Bornhava's Re-Opening Plan which outlines the procedures to ensure the health and safety of the children and staff.  Staff will receive professional development related to distancing, as well as copies of the current guidance.  Caregivers will participate in an orientation prior to school starting in September, as well as receive a copy of the updated guidance in the Parent/Caregiver Handbook.   Visitors and vendors will buzz when they arrive inside the vestibule and will be met by the receptionist. They will not be allowed to enter the building beyond the locked door.
	How you will manage industry-specific: Signage will be posted delineating 6 foot distances in areas where there may have been congregation in the past, such as the sign-in and sign-out station (front desk).  Staff will stagger lunch breaks to decrease the number of staff in any one room.  If possible, they will eat in their offices, car or outside to decrease capacity.  Start and end times will be staggered to allow for a smoother flow of entering and leaving the building when shifts begin and end.
	What quantity of face coverings: Bornhava has 300 cloth face masks which were received from Erie County, 100 of which have been distributed to staff members.  The other 200 are available for use by anyone who enters the vestibule without a mask.  Additional cloth masks will be requested as needed from Erie County.  Disposable masks are also available for those who need them on a short term basis. Additional disposable masks will be ordered through websites and kept in stock.  Twenty-four (24) clear masks have been purchased for teachers and therapists to use for students/caregivers who are deaf/hard of hearing or have communication difficulties.  Additional masks have been ordered to replace these as needed.  Disposable gloves (non-latex) have been purchase in large quantities for use by staff when engaged in hygiene activities with children as well as when handling food and cleaning/sanitizing surfaces.
	What policy will you implement: Staff will receive training on the appropriate ways to clean, store, discard, as well as donning and doffing of masks and other PPE.  Signs will be posted to remind staff about these procedures.  Small resealable bags will be available for staff to store their mask while on lunch break or if it becomes soiled. Extra PPE will be available, if masks becomes damp or soiled during the school day.
	List common objects: Writing instruments, infrared thermometers, computer keyboards, copiers, printers, staplers, hole punchers and other office equipment will be cleaned with a sanitizing wipe after use.  Bins labeled "Sanitized" and "Unsanitized" for pens will be available at the sign-in area, so staff have a supply of clean pens for signing in and out of the building. The administrative assistant at the front desk will make sure the "used" pens are sanitized before putting them back in the "Sanitized" bin.  Wipes will be readily available throughout the building and in any outdoor areas that may be used for in-person services. Gloves will be available in all common areas.
	Who will be responsible: Logs will be placed in each area to be cleaned as noted on the Office of Children and Family Services (OCFS) Cleaning and Disinfecting log  (OCFS-6041).   Staff assigned to each area will be responsible for cleaning their individual space and completing the log.  For shared areas, specific staff will be assigned to clean and sanitize on a scheduled basis and complete the log.  Cleaning and disinfecting logs will be collected when full, or at the end of each week, then stored in a binder in the nurse's office.
	Where on the work location: A portable sink with soap, touch free paper towels, gloves and hand sanitizer will be accessible at the entrance of the building where children and staff can practice hand hygiene upon entering the building. A foot pedaled garbage can will be in the area for disposal of used paper towel and gloves.  Sinks are available in all classrooms, bathrooms, nurse's office and kitchen for easy access to all hand hygiene products.  Staff will complete hand washing with children as needed throughout the day.  Signs depicting correct hand hygiene will be posted at all sinks as well as in the halls as a reminder to clean hands often. 
	What policies will you implement: High touch areas in classrooms will be cleaned before and after each use with soap and water, the area will be rinsed, then a bleach-water mix will be applied as recommended by the OCFS and Department of Health to sanitize the surface.  The administrative assistant and other designated staff will wipe down high touch and shared items at the beginning, middle and end of the day, or more often, if soiled or contaminated.  Staff who utilize classrooms/therapy rooms will be responsible for cleaning and sanitizing each room at the end of the day or when areas become soiled during the day.  The cleaning company (CoverAll) is scheduled to sanitize all rooms and hallways nightly using a fogging machine and disinfectant listed in the CDC guidelines.
	Which employee(s) will be in charge: The administrative assistant at the front desk will monitor and maintain the log, with the nurse backing her up, if she needs to be away from the desk.  Two additional staff members will be identified as subs for these positions, if neither the administrative assistant nor the nurse is available.
	If a worker tests positive: The nurse and HR manager will work together to ensure the appropriate notifications take place.
	What type(s) of daily health: The OCFS Health Screening One-Time Attestation form (OCFS 6040) will be completed by all staff, essential visitors, and caregivers of children that are receiving in-person services.  The signer agrees to complete a thorough health screening and temperature check before they enter the building.  This form is completed and kept on-site as verification of their assurance to comply with mandates.  In addition, a health screening and temperature check station is set up in the external vestibule for anyone who enters the building to complete, if they were not able or forgot to answer the screening questions and/or take their temperature. Staff and caregivers will take their own temperatures and staff will take the temperature of the children. Staff will be trained by the nurse and administrative assistant as well as through e-mail and Zoom meeting sessions.  The most recent CDC guidance documents have been distributed and training developed in accordance with best practices. Guardians will be trained during orientation, through written notification and will receive the updated caregiver handbook with expectations related to COVID-19 procedural changes.
	If screening onsite: Gloves and face masks are available to staff who will be doing the screenings for the child with whom they are working.  As staff will be completing the screenings themselves, hand sanitizer, disinfecting wipes and gloves will be available as needed for shared objects, such as pens and the infrared thermometer. There will be a station immediately as you enter the building. Each classroom will have its own infrared thermometer to use with the children assigned to that class. Bornhava has purchased 6 infrared thermometers for this purpose. The designated administrative assistant and nurse will monitor inventory of PPE and will order supplies from current vendors before supplies diminish.
	In the case of an employee: Depending on the extent of the exposure, the main area that was occupied by the individual will be closed down for 24 hours.  After this time the room will be cleaned and sanitized by CoverAll  (the contracted cleaning company), following their protocol.  For more extensive exposure (multiple classrooms and shared spaces), the entire building will be closed for 24 hours, cleaning and disinfection will then be completed by CoverAll. Staff can return the following day after CoverAll has completed the disinfecting process.  CoverAll will provide the Safety Data Sheet (SDS)  for the products used in the cleaning and sanitizing of the building.
	In the case of an employee2: Contacts will be traced by reviewing the sign-in and sign-out logs (employees/parents/students) that are at the front desk.  Attendance logs for the children will be kept by each classroom team.  These lists will provide the names of anyone who has entered the building or who has been in session for that day.  Repair personnel and/or contracted service providers (cleaning company) that must gain access for emergency situations will also be asked to document their attendance.  Anyone who has had contact with an employee who has tested positive for COVID-19 will be contacted via telephone by the nurse, administrative assistant or HR manager to let them know that someone that they may have had contact with tested positive.  The Erie County Department of Health will be notified and consulted with to determine further action to be taken.
	Other: Use of face masks by the children with whom we work will be expected, but may not be possible due to health, physical and emotional issues.  For these children, we will be diligent to use universal precautions and extra safety measures that are outlined in the safety plan.  School will resume in September 2020 with children participating in instruction and therapy via 3 possible models:In-Person ModelUpon reopening, the number of children in each classroom will be monitored to adhere to guidance regarding proper social distancing. Class size will reflect the need to ensure that children's seats can be positioned no less than six feet apart. To minimize exposure of children and staff, classrooms will remain together (cohort) at all times and staff traveling between classrooms will be limited and monitored.   All health and safely protocols will be utilized to minimize exposure to illness.  Using this model, children, teachers, aides and therapists will be present and interactive to maximize learning opportunities while at school.Hybrid ModelIn an effort to minimize exposure, contain spread of the virus, meet guidelines for capacity, as well as cleaning and sanitizing, Bornhava has developed a plan for preschool children and staff to attend school three days per week (Monday, Wednesday and Friday) for 5 hours. Infants and toddlers would be able to attend sessions for up to 3 half days, in accordance with their Individualized Family Service Plan (IFSP). Traditional instruction will occur on the days when children are on-site as well as therapy provision as schedules allow.  Tuesday and Thursday would be days for, but not limited to:• remote learning and tele-therapy to meet the mandates on the child’s Individualized Education Plan (IEP) or IFSP• staff development related to Social Emotional Learning, effective remote learning and tele-therapy best practices, as well as safety, cleaning, and sanitizing protocols • increasing caregiver and child engagement during remote learning and tele-therapy• cleaning and sanitizing materials, toys and equipment used by multiple children within a cohort or to be shared by another cohort when they return to school• virtual staff meetings Remote ModelThis is the least preferred model to meet the needs of the children at Bornhava who are identified as children in need of services or a preschool student with a disability.  This model will be utilized when directed by state and local officials that schools may not open or need to close down due to COVID-19.  A family may request a remote model of education, if the child has significant health concerns that preclude them from attending school in-person.   In the remote model, children will not attend school in-person.  Instruction will be completed digitally through on-line platforms, such as Zoom for tele-therapy, Padlet, or other approved means.  Staff and caregivers will receive information and training on how to make the most of remote learning and tele-therapy.  Live streaming of instructional activities by teachers may be utilized when possible.  Children and teachers will have substantive interactions and attendance will be taken. Bornhava is in the process of revising and/or creating addendums to the Employee Handbook, Caregiver Handbook, OCFS Health Care Plan, as well as internal policies and procedures to reflect the guidance from the Center for Disease Control, the New York State and Erie County Departments of Health, the New York State Education Department and the Office of Children and Family Services.  Changes will be shared with all stakeholders through a variety of mediums.Bornhava is completing the Re-Opening Plan for the New York State Education Department, which will be posted on our website: www.bornhava.org. This detailed plan corresponds to the assurances noted in this NY Forward Safety Plan.  Both plans will be reviewed and updated as needed to assure compliance with best practices in an effort to minimize the spread of COVID-19.
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