
COVID-19 PANDEMIC 
HEALTH & SAFETY PROTOCOL

20’’ Chorus Inspo

Toxic by Britney Spears
Truth Hurts by Lizzo
Jolene by Dolly Parton 

It is our top priority to provide a safe environment for our members, visitors, and staff. 
Following the U.S. Department of Labor Occupational Safety and Health Administration 
(OSHA), and the Centers for Disease Control and Prevention (CDC) we have prepared 
this document to inform our tenants, staff, guests and future tenants of all procedures 
and regulations taken place at Minds CoWork to prevent and control against SARS-CoV-2, 
the virus that causes the Coronavirus Disease 2019 (COVID-19). Please be thorough as 
these procedures must be implemented and complied by all. Let’s keep our office safe.

Personal Hygiene Guidelines

 + Frequent and Thorough Hand Washing

Please wash your hands frequently with soap and warm water that will always be 
available in all sinks throughout our facility for at least 20 seconds. Alcohol-based 
hand rub with at least 60% alcohol is also available, rub until your hands feel dry.
Hands should be sanitized when entering the facility and during all times when surfaces, 
items, and food are being manipulated. Please be conscious of your fellow coworkers and 
be aware of what you touch; use your sleeve or a piece of fabric to provide a barrier between 
your skin and the handle to open doors if you are not able to push open with your body or arm.

 + Respiratory Etiquette

If you need to sneeze or cough, please cover your mouth and nose with your bent elbow 
or tissue, dispose of the used tissue immediately. Keep track of your respiratory symp-
toms, if you are feeling unwell, please stay home.

 + Cleaning Surfaces 

Please wipe your office’s or desk areas’ surfaces and objects reg-
ularly throughout your workday. e.g.: door handles, desks, chairs, 
telephones, keyboards, computer mouse, monitor’s on/off button, 
headphones, external hard drives, white-boards, markers, and pens.

 + Kitchen

Members must place all dirty dishes, cups, mugs, silverware in the dish-
washer to be properly cleaned. Do not leave any items in the sink. We 
encourage you to please use your personalized mugs and water bottles. 
All plates, mugs, glasses, utensils, or serving dishes will be cleaned us-
ing the dishwasher or a dish detergent containing anti-bacterial com-
ponents. Disposable tableware will be readily available: we are green.



gENERAL PROCEDURES

Please wear your masks at all times when coming inside the building and are using common 
areas. Members and visitors will need to bring their own face masks. Minds will only have 
a limited amount of courtesy face masks for members and guests to utilize upon request.

 + Protective Facemasks 

 + Social Distancing 

Please maintain a distance of at least 6 feet between you and others outside of 
your close collogue circle. Since it’s safest to avoid any person-to-person con-
tact, please leave handshakes, hugs, high-fives, or touch greetings behind. Keep in 
mind not to share headsets or other items that are used near the mouth, ear, or nose.

 + Feeling unwell? 

We ask you to please stay at home if you are feeling sick and exhibiting symptoms 
that could be flu-like or if you have or have had a temperature of 100.4 within 24 
hours of your visit

How are we keeping our facility safe? 

 + Cleaning Standards 

Minds contracts a professional commer-
cial cleaning team that ensures our facil-
ity is safe and healthy for members and 
guests. They are on-site every weekend 
and Wednesday evening to sanitize and 
prepare the facility for the following days. 
The days in between, our day-to-day 
cleaning team and the Minds staff will im-
plement Clorox Healthcare Germicidal 
Cleaner (EPA Registered disinfectant) to 
their cleaning protocols; using this prod-
uct on all high-risk surface areas: facility 
door handles, common area and meeting 
rooms’ fabric and leather furniture, desks, 
and chairs. CDC approved faucet disinfec-
tant will be used throughout the kitchen, 
and anti-bacterial cleaner will be used on 
coffee carafes, water dispensers, remote 
controls for AV equipment and makers. 

 + Staff Duties

Staff members will take their own body 
temperature upon arrival to the facility with 
a digital non-touch thermometer to ensure 
we are “fit for duty.” The staff, just like mem-
bers, will wear protective face masks at all 
times when we’re not at individual work-
stations, in addition to cleaning our work-
stations and exposed surfaces at the start 
of a shift, mid-day, and at the end of a shift. 

We will continue to actively encourage 
sick employees to stay home until they 
have been diagnosed and recuperated 
from any illness.
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Reported Cases of COVID-19 

In the event of a reported case of COVID-19 from a staff, member or guest, the following 
procedures will be followed: 

 – If the individual becomes sick during the workday, they will be sent home imme-
diately. 

 – Minds will report the incident to our local health district authorities.
 – All surfaces the person was in contact with will be immediately blocked off 

and professionally disinfected by our professional commercial cleaning team. 
In addition to deep cleaning the rest of the facility. We can’t take any risks.

 – Other individuals that came into close contact with the infect-
ed individual will be considered exposed and asked to self-quaran-
tine for 14 days following the strict directions from medical professionals.

If your goal is to avoid people during peak times, keep in mind that our facility has 
round the clock keycard access, you can always work late evenings or nights.

Alternative Work Hours 
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