
 

COVID-19 TOOLBOX TALK 
 

Ensure you are conducting training in a safe way for all of your employees:  
 

MN Current Training Guidelines for Safety: https://dli.mn.gov/sites/default/files/pdf/COVID-
19_training_facilities.pdf  
 
Ensure you are recording all employees who attend the safety training to be certain that all 
staff are properly trained on these important protocols. It is recommended that the safety 
director or the plan administrator documents the names of all who attended the safety training 
(especially since this may be done in a virtual setting) rather than having each individual pass 
the clipboard around and sign in on the sheet. 
 

Sample Sign in Sheet for Safety Training: 
https://www.electricalassociation.com/Images/Images/Online/PDFs/ToolboxTalks/00_Sign-
In_Form.pdf  
 
This toolbox talk is being provided to you as a template to walk your employees through for 
training on safe practices while working during the pandemic.  Please modify as it fits your 
needs and business practices.  
 
 This icon indicates a resource or tool that you should print out and use in conjunction 
with the information provided on this toolbox talk 

What is COVID-19? 
 
The novel coronavirus, COVID-19 is one of seven types of known human coronaviruses.  
COVID-19, like the MERS and SARS coronaviruses, likely evolved from a virus previously 
found in animals.  The remaining known coronaviruses cause a significant percentage of colds 
in adults and children, and these are not a serious threat for otherwise healthy adults. 
 
Patients with confirmed COVID-19 infection have reportedly had mild to severe respiratory 
illness with symptoms such as fever, cough, and shortness of breath. 
 
According to the U.S. Department of Health and Human Services/Centers for Disease Control 
and Prevention (“CDC”), Chinese authorities identified an outbreak caused by a novel—or 
new—coronavirus.  The virus can cause mild to severe respiratory illness.  The outbreak 
began in Wuhan, Hubei Province, China, and has spread to a growing number of other 
countries—including the United States. 

How is COVID-19 Spread? 
 
COVID-19, like other viruses, can spread between people.  Infected people can spread COVID-
19 through their respiratory secretions, especially when they cough or sneeze.  According to 
the CDC, spread from person-to-person is most likely among close contacts (about 6 feet).  
Person-to-person spread is thought to occur mainly via respiratory droplets produced when an 
infected person coughs or sneezes, like how influenza and other respiratory pathogens spread.  
These droplets can land in the mouths or noses of people who are nearby or possibly be inhaled 
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into the lungs.  It is currently unclear if a person can get COVID-19 by touching a surface or 
object that has the virus on it and then touching their own mouth, nose, or possibly their eyes. 
 
In assessing potential hazards, employers should consider whether their workers may 
encounter someone infected with COVID-19 in the course of their duties.  Employers should 
also determine if workers could be exposed to environments (e.g., worksites) or materials (e.g., 
laboratory samples, waste) contaminated with the virus. 
 
Depending on the work setting, employers may also rely on identification of sick individuals who 
have signs, symptoms, and/or a history of travel to COVID-19-affected areas that indicate 
potential infection with the virus, in order to help identify exposure risks for workers and 
implement appropriate control measures. 
 
There is much more to learn about the transmissibility, severity, and other features associated 
with COVID-19, and investigations are ongoing. 

What are the Symptoms of COVID-19? 

People with COVID-19 have had a wide range of symptoms reported – ranging from mild 
symptoms to severe illness. Symptoms may appear 2-14 days after exposure to the virus. 
People with these symptoms may have COVID-19: 

 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 

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

How will we screen for COVID-19?  
 
 This screening checklist will be used for each employee at the beginning of the work day 

prior to entering the office building or job-site 
 These screening checklists are considered medical documents that must be maintained and 

stored in separate files for each employee upon completion and remain confidential 
 

Screening Checklist:  
https://staysafe.mn.gov/assets/visitor-and-employee-health-screening-
checklist_English_tcm1152-437882.pdf  
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What to do if you are symptomatic or are exposed to someone 
who is symptomatic? 
 
 If any persons has COVID-19 symptoms or is exposed to someone who has COVID-19 

symptoms, they must go home or not report to work and would be advised to see their 
medical provider 

• Workers who are experiencing COVID-19 symptoms or have tested positive for 
COVID-19 must be instructed not to report to work until their isolation or 
quarantine period is complete 

 If any persons develop COVID-19 symptoms throughout the day, they must inform the plan 
administrator, go home and be advised to see their medical provider  

• Workers who are experiencing COVID-19 symptoms or have tested positive for 
COVID-19 must be instructed not to report to work until their isolation or 
quarantine period is complete 

 The individual should contact their supervisor or plan administrator if they have a positive 
test result 

 All information about symptoms or test results will remain confidential 
 

COVID-19 and When to Return to Work: 
https://www.health.state.mn.us/diseases/coronavirus/returntowork.pdf  
 

Discontinuation of Isolation for Persons with COVID-19 (Not in Healthcare Settings):  
https://www.cdc.gov/coronavirus/2019-ncov/hcp/disposition-in-home-patients.html  
 
 If anyone informs the plan administrator that they tested positive for COVID-19, they must 

remain at home for 14 days and not return to the job-site.  At this point, job logs will be 
looked at and anyone who has came in close contact (6ft or less) with that individual for 15 
minutes or more must be sent home to isolate as well.  

• The plan administrator will inform the other business’s that infected worker had 
close contact with as well as the general contractor(s) (if applicable) of the 
possible exposure to COVID-19 at the worksite.  The plan administrator must 
gather information from workers who may be sick with COVID-19 and engage in 
communication while ensuring privacy of infected workers.  
 

Next steps if employee tests positive for COVID-19: 
https://www.health.state.mn.us/diseases/coronavirus/sickemployee.pdf  
 
 This information needs to remain confidential and not shared with any other team member 

unless the person with the confirmed case gives written permission that this info can be 
shared.  

 

* Employers must also be cognizant of new sick leave obligations imposed the FFCRA. Effective 

April 1, 2020, employers with between 50 and 499 employees must provide paid sick leave to 

employees who are unable to work because the employee is under a quarantine or isolation order, 

the employee is experiencing symptoms of COVID-19, or the employee is seeking a medical 

diagnosis of COVID-19. Additionally, covered employers must provide paid sick leave to 

employees who are unable to work because they are caring for someone subject to a quarantine or 

isolation order, or they are caring for a child whose school or childcare provider is closed because of 

COVID-19.  Communicate with your team at this point as to how this applies to them and your 

business. 
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View the Families First Coronavirus Response Act: Employee Paid Leave Rights webpage for 
the most up to date information on what is required for you as a business owner:  
https://www.dol.gov/agencies/whd/pandemic/ffcra-employee-paid-leave  

How can employees stop the spread of COVID-19? 
1. SOCIAL DISTANCING 

WORKERS MUST BE AT LEAST SIX-FEET APART  
 

 When 6ft of distance can’t be maintained – face coverings may be required (see 
source controls section) 

 Keeping crews together that may come closer than 6ft from each other is helpful for 
the instance that someone does contract COVID-19.  There would be less employees 
needing to isolate. 

 The supervisor of the job-site is in charge of ensuring social distancing is maintained 
between crew members.  
 

Free Downloadable Signage on DISTANCING: https://www.displays2go.com/S-4316/covid-
19-printable-signs  
 

 Safety meetings, staff meetings, design meetings, project planning meetings and any 
other in-person scenarios that used to happen will now all be moved to telephone calls 
or online meetings.  

 Sharing of equipment and tools should be avoided, cleaning and disinfecting of any 
that do need to be shared must occur in-between uses.  

 Incorporation of barriers, partitions, screens or curtains to maintain barrier protection 
between workers where social distancing cannot be maintained.  

 Any employees who have communicated that they are “high risk” workers who are 
vulnerable to serious complications if they were to contract COVID-19 will have safety 
procedures in place in the plan 

• Suggestion would be to allow them to work on solo projects or work from home 
whenever possible. 

 

COVID-19: Are you at higher risk for severe illness: https://www.cdc.gov/coronavirus/2019-
ncov/need-extra-precautions/people-at-increased-
risk.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-
ncov%2Fneed-extra-precautions%2Fpeople-at-higher-risk.html  
 

2. WORKER HYGIENE AND SOURCE CONTROLS  
 

 You must regularly wash and/or sanitize your hands, in particular when entering and 
exiting the worksite, and before and after eating or drinking, using tobacco products, 
using restroom facilities, and using devices, tools and equipment used by other 
workers. Avoid touching your face with unwashed or unsanitized hands. Handwashing 
and/or hand-sanitizer facilities are readily available at the worksite and we will provide 
you with sufficient time to engage in handwashing/sanitizing. “Handwashing” and 
“cover your cough” signs will be posted. 
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Free Downloadable Signage on HAND WASHING: 
https://www.health.state.mn.us/people/handhygiene/materials.html  
 

Free Downloadable Signage on COVER YOUR COUGH: 
https://www.health.state.mn.us/people/cyc/index.html  
 

 Protective supplies will be provided when required, including non-medical source-
control face coverings, gloves, disinfectant, guards and shields to protect you against 
the transmission of COVID-19 while you are working. 

o Some employees may be required to wear face coverings, including in those 
situations where (1) it is mandated by state or local rule, or (2) employees must 
work in proximity of six (6) feet from other employees.  A face covering is a 
cloth, bandana, or other type of material that covers a person’s nose and 
mouth.  The CDC lists five criteria for “cloth face coverings”: the face covering 
should:  fit snugly but comfortably against the side of the face; be secured with 
ties or ear loops; include multiple layers of fabric; allow for breathing without 
restriction; and be able to be laundered and machine-dried without damage or 
change to shape.   

 Community drinking stations and water fountains will not be available or used. 
Individual water bottles may be provided or distributed in lieu of potable waterstations. 
Touchless water-filling stations may still be provided. 

 Food will not be provided nor shared communally. 
 Tissues or towels will be provided for proper cough and sneeze etiquette as well as 

no-touch trash bins. 
 Launder your clothing, uniforms, apparel and personal protective equipment (PPE) 

daily according to clothing or detergent instructions. Maintain additional apparel at 
worksites (e.g. shirts, sweatshirts) to minimize cross-exposure between work areas or 
worksites. 

 Proper respiratory protection will still be provided, used and maintained to protect you 
from other recognized health hazards as required (e.g. respirable silica, lead, 
asbestos). 

 Supplementing handwashing and hand-sanitizing facilities may be available on sites or 
the use of self-provided, individualized, water bottles or containers filled with soap and 
water, and potable water for immediate handwashing at worksites. 

 Keep everyone off of the job site who is not obligated to be there 
o Workers assigned to report to worksites must be at the worksite only because it 

is essential for them to perform their work function 
 

3. WORKPLACE CLEANING AND DISINFECTION PROTOCOL  
 

 Perform thorough cleaning in high traffic areas on a regular basis. 
o Have a schedule and Checklist to ensure frequency   

 
 Frequently disinfect commonly used surfaces. 
 Clean and sanitize shared equipment between each use. 
 Clean touchable surfaces between shifts or between users, whichever is more 

frequent. 
 Wash your hands or use sanitizer after using shared equipment. 
 Sanitize PPE at the end of the shift. 
 Avoid sharing phones, work tools, etc., wherever possible. 
 Adequate time will be provided for workers to clean during their shift. 
 Keep sanitary facilities operational and stocked at all times.  

https://www.health.state.mn.us/people/handhygiene/materials.html
https://www.health.state.mn.us/people/cyc/index.html


 Additional toilets and hand washing stations will be provided if needed for physical 
distancing during breaks. 

 Cleaning products approved for use against COVID-19 on the Environmental 
Protection Agency (EPA)-approved list should be used. 

 

EPA Approved List: https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-
sars-cov-2-covid-19  

 
 Proper use of these products is required on the jobsite as well following the product 

instructions, ventilation requirements and OSHA requirements 
 

OSHA Info sheet: https://www.osha.gov/Publications/OSHA3512.pdf  
 

 Hands-free devices are the preferred method of cleaning if possible, including motion 
sensor sinks, soap dispensers, sanitizer dispensers, and paper towel dispensers 

 

How will residential work differ (if applicable) 
CUSTOMERS 
 
 Screening checklist will be used for each customer/vendor that they will be coming into 

contact with closer than 6ft. prior to coming into contact with them (this could be handled 
with a phone call to the customer prior to the visit. 

 These screening checklists are considered medical documents that must be maintained and 
stored in separate files upon completion and remain confidential 

  
Screening Checklist: https://staysafe.mn.gov/assets/visitor-and-employee-health-screening-
checklist_English_tcm1152-437882.pdf  
 
 If a customer answers ‘yes’ to any of these questions – employees should not complete 

service for that particular customer 

What will our drop off, pick-up and delivery practices look 
like?  
 

 This will be specific to each jobsite.  Supervisors will provide guidance at each location 
as to how to handle safe drop off and pick-up of items that are delivered for the project.  

How often will we train on COVID-19?   
 

 Each time the business preparedness plan changes with new guidance, this topic 
should be discussed with all employees again and documented through the sign in 
sheet.  

 Each time employees are not following the requirements set forth in the business 
preparedness plan, this topic should be discussed with all employees again and 
documented through the sign in sheet. 

 Managers and supervisors are expected to monitor the effectiveness of the plan and 
the compliance by all employees.  Any issues or concerns should be brought up to the 
plan administrator so re-training can occur.  
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