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Edna’s Haven 
COVID-19 Safety Policy & Procedure
Subject: 		COVID19 Safety Plan for Edna’s Haven Visitors
Effective Date:	 	7/1/2020
Policy:			Edna’s Haven is committed to providing services and referrals to 					resources to homeless individuals In a safe way by observing social 				distancing protocols as recommended by the CDC. Edna’s Haven will 				follow policy and procedure recommended by Trinity Church in addition 				to internal COVID procedures set for by the Mental Health Association of 				Essex and Morris Inc. leadership team.( Protocols were implemented 				beginning March 2020.)
PROCEDURE:
Staff Self-monitoring & Self-Report:
· All employees are required to self-monitor and self-report before entering the work site by taking temperature daily and evaluating symptoms prior to leaving for the work site. Thermometers were provided to staff that did not have access to them.
· All employees must wear face coverings at all times when at any work site. If employees do not have access to face coverings, equipment will be provided to them.
· Employees are to practice appropriate hand washing and sanitizing as recommended by the CDC.
· Weekly email reminders are sent out to all MHAEM employees to self-monitor
· Travel quarantine updates are sent out to all MHAEM staff weekly advising of which states visited require quarantine. Staff are expected to report to management if they travel to any state that requires quarantine and expected to quarantine for 14 days if they travel to any state listed. 

Procedure for Staff COVID-19 Symptoms:
1. Consult with a medical professional
2. Do not report to the work site
3. Contact supervisor
4. Follow medical advice and get tested
5. Quarantine as directed by medical professional
6. Work from home if possible
7. Provide supporting documentation to supervisor and HR for clearance to return to work

Staff Work Station and Sanitation
· Work station is to be kept clean and neat for easy cleaning
· Desk and all frequently touched surfaces will be sanitized with spray after each visitor exits and again at the end of the shift including: door knobs, phones, light switches, phones, copier, elevator buttons, hand rails, bathrooms, desk surfaces, chairs etc.
· Ensure that hand sanitizer and disinfectant cleaning supply is fully stocked at all times, refills will be provided by MHA.

Visitor Experience
· All group activities have been suspended and all outside agency visitors are suspended. Virtual group meetings are offered as a replacement for services that were provided in person. Edna’s Haven patrons can call or email the center Coordinator for information about virtual groups.
· Only one visitor at a time will be permitted into the building only if necessary and telecommunication service cannot be provided to that individual instead. All other visitors waiting to speak to the case manager will wait outside.
· All visitors will be subject to a brief verbal assessment of recent symptoms prior to entering the building as well as have their temperature taken via touchless thermometer. (See Appendix A)
· All visitors to the drop in center are required to wear a face covering and sanitize hands prior to entering the building. If visitor does not have access to a mask, one will be provided to them. 
· Visitors are expected to maintain a minimum of six-foot distance from staff and any other person on premises at all times during service. 
· A daily visitor log will be maintained via electronic health record as per normal protocol. In addition, a daily paper log will be kept including name, phone number, email address and mailing address if applicable. Visitors will not touch any office supplies including pens and attendance log, instead the Coordinator will verbally collect their information and file it in the log book. (See Appendix B)
· Any visitor who appears to be experiencing symptoms of a cold they will not be permitted into the building and will be referred to Zufall Health Clinic for follow up and recommended for testing. 






Appendix A
Visitor Assessment Questionnaire


	1. Are you experiencing any new or worsening of the following symptoms? 

	
· • Fever (≥ 100.0°F) 
· • Cough or shortness of breath 
· • Sore Throat 
· • New loss of taste or smell 
· • Abdominal pain, nausea, vomiting or diarrhea 
· • Chills 
· • Muscle aches 
· • Headache 


	2. Have you had close contact with someone who is diagnosed with COVID-19? 


	3. Have you traveled or had close contact with anyone who has traveled internationally or within one of the NJ recommended quarantine states in the last 14 days? 



Entry Guidelines
· Temperature check will be conducted prior to entry.
· If temperature is 100 degrees F or greater, entry into the building will NOT be permitted and visitor will be referred to Zufall Health Clinic for testing.
· All visitors permitted to enter the building will be required wear a face mask covering nose and mouth. If they do not have access to a mask one will be provided to them. Refusal to wear a face mask will result in refusal of entry into the building. 
· Social distance must be practiced at all times.
· Visitor must sanitize hands upon entry into the building and again upon exit. 

