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1.     ABOUT COVID-19 

a.     COVID-19 is caused by the novel SARS-CoV-2 virus and can cause symptoms 
ranging from mild to severe, and in some cases, death. 

i.     Symptoms include fever or chills, cough, shortness of breath or difficulty 
breathing, fatigue, muscle or body aches, headache, new loss of taste or 
smell, sore throat, congestion or runny nose, nausea or vomiting, diarrhea. 
This list does not include all possible symptoms. CDC will continue to update 
this list as we learn more about COVID-19. 

ii.     Some individuals have demonstrated a range of other symptoms. 
iii.    Some individuals infected with the virus are asymptomatic. 
iv.     Symptoms may appear 2-14 days after exposure. 

b.     COVID-19 is believed to spread mainly from person-to-person through respiratory 
droplets produced when an infected person coughs or sneezes. 

i.     Close contact between people (within 6 feet) is believed to increase the risk 
of exposure. 

ii.     It may be possible to contract the virus by touching a surface or object that 
has the virus on the surface and then touching one’s own mouth, nose or 
eyes. 

iii. Individuals are believed to be most contagious when they are symptomatic 
but may also be highly contagious when asymptomatic or pre-symptomatic. 

2.     GENERAL SAFETY MEASURES 
a.     King of Glory will follow guidelines from federal, state and local government and 

health departments, the Centers for Disease Control (CDC), and California 
Occupational Safety and Health Safety Administration (CalOSHA) as to how, when 
and who will be allowed to return to work and how to best protect the health of 
employees and others. 

b.     Essential employees may return to work under different timelines and under 
enhanced precautions than non-essential employees. 

c.     King of Glory will follow general CDC safety guidelines for all employees including: 
 i.     Maintain a physical distance of 6 feet wherever possible. 
ii.     The use of facemasks is required when working around other staff, 

members of the public, and children and the employee is unable to maintain 
physical distancing of six feet (unless contraindicated by position 
responsibilities or underlying respiratory conditions).  

1.     Employees may wear cloth face masks from home which should be 
washed daily. 

2.     King of Glory will provide disposable paper face masks for those 
who do not have their own masks. 

iii. Third party visitors to the church or pre-school facilities are required to wear a 
facemask. 

iv.     Require the use of gloves for changing diapers or other close personal 
contact. King of Glory will provide gloves for staff who are required to be in 
close personal contact. 
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v. Frequent handwashing for 30 seconds throughout the day, or the use of 60% 
alcohol-based hand sanitizer when handwashing is unavailable.  

vi.    Maintain respiratory etiquette by covering the face with a tissue or elbow 
when coughing or sneezing. 

 vii.  Workstations spaced 6 feet or more apart and in separate offices whenever 
possible. 

viii.  No sharing of office equipment including phones, computers, desks 
wherever possible. Where this is not feasible, the employee who shares a 
workstation will clean and disinfect the workstation prior to leaving at the end 
of their shift. 

 ix. Closure of common work areas such as lunchrooms. 
 x.     Staggered work hours and continued telecommuting for all employees as 

possible.  
xi. Employees are strongly encouraged to practice physical distancing, hand 

washing, and the use of face masks when away from work to reduce the 
likelihood of bringing the COVID-19 virus into the work environment. 

3.     EMPLOYEE HEALTH 
a.     General Precautions 

 i.     All employee health issues will be treated in a confidential manner. Any 
health records, including physician notes for return to work or the employee 
check-in roster will be maintained in a file separate from the standard 
employment file. 

ii.     Staff will be notified in writing about return to work protocols, possible viral 
exposure, changes in health screening procedures, cleaning/disinfecting 
procedures, lockdown measures, returning to work after quarantine/illness, 
etc. Electronic communications will be regarded as equivalent to printed 
communication. 

iii.     Virtual meetings are encouraged whenever possible and in-person group 
meetings must follow established guidelines. 

iv.     Employees should self-monitor for possible exposure to COVID-19 and for 
signs and symptoms and report either to their supervisor asap. 

b.     Employees shall have their temperature taken upon reporting to work daily.  
 i.     Employee privacy shall be protected. 
ii.     Employees will enter through the front office door and check their own 

temperature with a no-touch thermometer in the Deacon’s office.  
iii.  Employees will record their name, temperature, symptoms of COVID-19 

illness (Y/N), and any recent contact with a COVID-19 positive individual on 
the check-in roster in the Deacon’s office. 

iv.    Any employee with a temperature over 100.4 degrees F will be sent home 
and asked to monitor their temperature throughout the day. In the event there 
is no supervisor in the office at the time the employee’s temperature is taken 
and is recorded over 100.4 degrees F, that employee shall leave the office 
and return home. The employee will advise their supervisor by email or text 
message of the situation. Employees will be allowed to return to work the 



KING OF GLORY LUTHERAN CHURCH AND PRESCHOOL 
GUIDELINES FOR STAFF RETURN TO WORK FROM COVID-19 

Council approved 6/25/20        3 

following day if they remain asymptomatic and their temperature upon check-
in registers under 100.4 degrees F.  

c.     Employees who feel ill or demonstrate any of the following symptoms shall stay 
home from work and notify their supervisor immediately.  

i.      Symptoms include fever or chills, cough, shortness of breath or difficulty 
breathing, fatigue, muscle or body aches, headache, new loss of taste or 
smell, sore throat, congestion or runny nose, nausea or vomiting, diarrhea. 
This list does not include all possible symptoms. CDC will continue to update 
this list as we learn more about COVID-19. 

ii.     If an employee begins to feel ill while at work, they shall immediately isolate 
themselves in a separate room and notify their supervisor. 

iii.  The Deacon for Administration and Congregational Care will contact the local 
OC Department of Health if an employee becomes ill at work with COVID-19 
type symptoms.  

d.     To be cleared to return to work, employees who demonstrate COVID-19 symptoms 
must test negative or meet all of the following criteria as outlined by the CDC: Free of 
fever without the use of antipyretic medications for three days; 10 days since the 
development of symptoms; experiencing improvement of respiratory symptoms. 

e.   Employees who test positive for COVID-19 but are without symptoms must 
quarantine themselves for 10 days since the date of the positive test. 

f.     Employees who quarantine due to COVID-19 exposure must self-isolate for 14 days 
from the date of exposure and be symptom free and fever free throughout the 
quarantine period to return to work. 

g.     Employees who are at high risk for complications from the COVID-19 virus may be 
offered adaptations to their work environment. 

i.     Employees considered high risk include those over the age of 65, and those 
with a diagnosis of diabetes, cardiac disease, lung disease, or who are 
immune compromised. 

 ii.     High risk employees whose jobs allow it will be encouraged to continue to 
work from home. 

 iii.     High risk employees may be offered permanent work from home positions 
or may be offered staggered workdays and schedules to protect their health. 

iv.     A physician’s note may be required to document the employee’s health 
condition. 

h.     Employees who are offered a position to return to work but choose not to return due 
to general anxiety over contracting the disease, even with CDC and CalOSHA 
guidelines in place, may be considered by King of Glory management to have 
resigned and forfeited their position. Employees who choose not to return to work 
under these circumstances may be at risk of losing Unemployment Insurance 
benefits. 

4.     REPORTING AND TRACING  
a.     All required signage regarding COVID-19 precautions, industry specific CalOSHA 

workplace guidelines, cleaning protocols and reporting requirements will be posted in 
church and preschool workrooms. 
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b.     Any employee who tests positive for COVID-19 must notify their supervisor 
immediately and will be asked if they believe they contracted the virus in the 
workplace. 

i. If they believe they may have been infected in the workplace, they will be 
asked about the activity they believe may have led to their exposure. 

ii.     King of Glory will review the environment for any possible concerns 
regarding exposure and will adapt procedures as needed. 

iii.     An employee who is believed to have contracted COVID-19 in the 
workplace and who is hospitalized or dies from the virus should be reported 
to CalOSHA and documented on CalOSHA Form 300.  

c.     King of Glory will establish a staff member to evaluate others who may have been 
exposed to a COVID-19 positive staff member.  

d.  For staff who test positive for the COVID-19 virus, King of Glory will rely on the staff 
member or the staff member’s physician to notify the OC Department of Public 
Health who will follow up with contact tracing and notification.       

5.     CLEANING AND DISINFECTING GUIDELINES 
a.     All rooms that are utilized should be cleaned per the following guidelines. 

i.     All hard office surfaces will be cleaned with EnvirOx and disinfected with 
Strike Back. High touch surfaces such as doorknobs, light switches, 
countertops, bathrooms, phones and workstations shall be cleaned and 
disinfected frequently. 

 ii.     Carpeted areas should be vacuumed weekly. 
iii.     Hard surface floors should be cleaned and disinfected weekly. 
 iv.     Outdoor hard surfaces are less likely to remain contaminated with the virus 

and should be cleaned after use. 
v.     Outside air ventilation is encouraged where possible. 

6.     TEMPORARY LOCKDOWN 
a.     In the event that any individual who has been on the King of Glory campus is 

diagnosed with COVID-19 illness, the local health department may require a 
temporary lockdown of the facility. 

i.     Staff, parents, members, and community groups will be notified in writing. 
ii.     The entire campus may be closed for 24 hours if required by the local health 

department. 
iii.     Cleansing and disinfecting of the rooms in which the individual was present 

will take place prior to return. 
iv.     Return to school, work and gatherings will again follow state and local 

health department guidelines. 


