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1. Emphasize staying home when sick, 
respiratory etiquette and hand hygiene 
by all employees:

• Place posters that encourage staying home when sick, cough and sneeze 
etiquette, and hand hygiene at the entrance to your workplace and in other 
workplace areas where they are likely to be seen.

• Provide tissues and no-touch disposal receptacles for use by employees.

• Provide soap and water and alcohol-based hand sanitizer in the workplace. 
Ensure that adequate supplies are maintained. Place sanitizer in multiple 
locations or in conference or break rooms to encourage hand hygiene.

https://www.cdc.gov/nonpharmaceutical-interventions/tools-resources/educational-materials.html
https://www.cdc.gov/healthywater/hygiene/etiquette/coughing_sneezing.html
https://www.cdc.gov/handwashing/materials.html


2. Encourage Basic Hygiene for all 
Employees: 
• Avoid touching your eyes, nose, and mouth with unwashed hands.

• Avoid close contact with people who are sick.

• Stay home when you are sick.

• Cover your cough or sneeze with a tissue, then throw the tissue in the trash. If 
no tissues, cough or sneeze into your elbow. 

• Clean and disinfect frequently-touched objects and surfaces using a regular 
household cleaning spray or wipe.

• Wash your hands often with soap and water for at least 20 seconds, especially 
after blowing your nose, coughing or sneezing, going to the bathroom; and 
before eating or preparing food.

• If soap and water are not readily available, use an alcohol-based hand sanitizer 
with at least 60% alcohol. 



3. Actively Encourage Sick Employees 
to Stay Home:

• Employees who have symptoms of acute respiratory illness are recommended 
to stay home and not come to work until they are free of fever (100.0° F [37.8° C] 
or greater using an oral thermometer), and any other symptoms for at least 24 
hours, without the use of fever-reducing or other symptom-altering medicines.

• Review and ensure that your sick leave policies are flexible and consistent with 
public health guidance and that employees and supervisors are aware of these 
policies.

• Employers should also maintain flexible policies that permit employees to stay 
home to care for a sick family member. Employers should be aware that more 
employees may need to stay at home to care for sick children or family members 
than is usual.

• Consider alternative work practices (e.g., teleworking, teleconferencing) when 
needed. 



4. Separate Sick Employees from Well 
Staff if They Do Come to Work:

• CDC recommends that employees who appear to have acute respiratory 
illness symptoms (i.e., cough, shortness of breath) upon arrival to work or 
become sick during the day should be separated from other employees 
and be sent home immediately. 

• Sick employees should always cover their noses and mouths with a tissue 
when coughing or sneezing (or into their elbow or shoulder if no tissue is 
available).



5. Perform Routine Environmental 
Cleaning Diligently:

• Routinely clean all frequently touched surfaces in the workplace, such as 
workstations, countertops, and doorknobs. 

• Provide disposable disinfectant wipes so that commonly used surfaces (e.g., 
doorknobs, keyboards, remote controls, desks) can be wiped down by 
employees before each use.



6. Advise Employees to Take Certain 
Steps before Traveling: 

• Employees should check the CDC’s Traveler’s Health Notices for the latest 
guidance and recommendations for each country to which they will travel. 

• Ensure employees who become sick while traveling or on temporary assignment 
understand that they should notify their supervisor and should promptly call a 
healthcare provider for advice if needed.

• If outside the U.S., sick employees should follow your company’s policy for 
obtaining medical care or contact a healthcare provider or overseas medical 
assistance company to assist them with finding an appropriate healthcare 
provider in that country. 

http://www.cdc.gov/travel


7. Prepare for Possible Increased 
Employee Absences
Employers should prepare for increased absences due to illness in 
employees and their family members, dismissals of early childhood programs 
and K-12 schools due to high levels of absenteeism or illness at those sites:

o Employers should plan to monitor absenteeism at the workplace.

o Implement plans (e.g., teleworking) to continue your essential 
business functions in case you experience higher than usual 
absenteeism.

o Cross-train personnel to perform essential functions so that the 
workplace is able to operate even if key staff members are absent.

o Be prepared to change your business practices if needed to maintain 
critical operations (e.g., identify alternative suppliers, prioritize 
customers, or temporarily suspend some of your operations if 
needed).
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