


1 

SMALL BUSINESS COVID-19 TOOLKIT 

 
Thank you for your interest in our Small Business COVID-19 toolkit for employers. The 
UCSD COVID Business Outreach Program is a team of volunteers committed to providing 
material that supports the public during the Coronavirus pandemic.  

This toolkit provides information, checklists and graphics to help: 

•! Learn more about COVID-19  
•! Implement on-site safety measures in your business including employee health 

screening and social distancing  
•! Review your business’s compliance to CDC, state, and county guidelines 

The toolkit and its materials are based on recommendations from the CDC, San Diego Public 
Health Services, and other reputable health information organizations. The information 
provided in the toolkit does not replace medical advice.  If you or an employee is a contact of 
someone with COVID-19, experiencing any symptoms of COVID-19, or has been tested for 
COVID-19, please contact a healthcare provider or call 2-1-1.  

If you have additional questions, contact the resources below.  

CDC: Businesses and Workplaces 
https://www.cdc.gov/coronavirus/2019-
ncov/community/organizations/businesses-employers.html  

 

2-1-1 San Diego: A free 24 hour confidential phone service 
Dial  2-1-1 
https://211sandiego.org/  

Contact the UCSD Business Outreach Program  
Email: CoRespond.Business@gmail.com 
Phone: 619-335-5882 
http://earth2.ucsd.edu/business/ 
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WHY ARE COVID-19 PRECAUTIONS IMPORTANT? 
 

1. To protect yourself 

2. To protect the most vulnerable, including loved ones 

3. To keep the economy on the road to recovery! 

 
 
 

Workplace safety is important for keeping businesses open 

The county is constantly monitoring the COVID-19 situation. If infections pass certain 
thresholds, or “triggers,” the county or state will force business closures again. 

We all have to do our part, both at work and at home, to prevent coronavirus from 
spreading so that we can continue towards a safe reopening and recovery. 

See the current status of the shutdown triggers at  
www.coronavirus-sd.com 
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1 IMPORTANT INFORMATION FOR EMPLOYERS 

Mandatory: Safety Requirements for businesses to open 

Make sure to implement all requirements from the County of San Diego Safe Reopening 
Plan  (included on pg. 14 of this packet). 

Tips for Maximizing Your Business's Safety 

1.! Review and implement all relevant suggestions from the industry-specific Cal/OSHA 

guidelines: https://covid19.ca.gov/industry-guidance/ 

2.! Train employees on updated safety policies and practices, and share with them the 

county’s COVID Factsheet (pg. 18).  

3.! Encourage employees to stay home if sick and inform them of paid sick and family 

leave rights. You are required by federal law to post notice of the FFCRA for your 

employees.  

a.! Use the Employee Rights factsheet in this packet, or visit 

www.dol.gov/agencies/whd/posters for more languages. 

4.! Stress the importance of maintaining safety practices outside of the workplace for 

slowing the spread of COVID-19 and keeping the county open. 

5.! Sign up for the county’s business newsletter to stay updated on the latest guidelines 

and official directives: 

https://app.smartsheet.com/b/form/02c91f7b6ce944f8b5a1562e9b607ce8   
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2 WHAT SHOULD EMPLOYEES DO IF THEY FEEL 
SICK? 

The following information is also included in the Employee Packet 

1.! KNOW the symptoms of COVID-191:  

Fever or chills Cough Shortness of breath 
Sore throat Body aches Fatigue 
Headache Loss of taste or smell Congestion / runny nose 
Nausea or vomiting Diarrhea  

 

2.! DO NOT COME INTO WORK and stay home if they have any COVID-19 
symptoms. 

3.! NOTIFY their employer. See pg. 9 for what to do if an employee has COVID-19. 
 

4.! CALL to get free COVID-19 testing. 
 
Stay home and call their 
healthcare provider or   
CALL 2-1-1 

 
Their healthcare provider or 2-1-1 will connect them with FREE TESTING2. They can also 
make an appointment at a free testing center on the county’s website: sandiegocounty.gov  

Seek medical care immediately if you have life-threatening symptoms, including but not 
limited to: difficulty breathing, inability to wake or stay awake, persistent pain or pressure in 
the chest, bluish lips or face, or new confusion. 

Call 911 or call ahead to your local emergency healthcare facility and let them know that 
you are seeking care for someone who has or may have COVID-19. 
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2.1 Paid Sick and Family Leave 

Under the Families First Coronavirus Response Act (FFCRA), you may be entitled to PAID 
SICK AND FAMILY LEAVE if they are3: 

1.! Experiencing symptoms of COVID-19 and are seeking a medical diagnosis 

2.! Quarantined by federal, state, or local government officials, or by a healthcare provider 

3.! Caring for a family member who is sick with COVID-19 

4.! Other reasons outlined in the FFCRA.  

More information on the FFCRA: pg. 19 

 

2.2 What if I don’t have health insurance? 

Even if you are an undocumented immigrant and/or don’t have insurance, you can get 
necessary testing and treatment for COVID-19 through Medi-Cal emergency services. 

Would seeking testing or treatment for COVID-19 impact my immigration status under 
the public charge rule? 

NO. Seeking testing or treatment for COVID-19 is treatment for an emergency medical 
condition and is not considered under the public charge rule.   

More information on Healthcare: pg. 21 

More information on Public Charge: pg. 22 

See also: COVID-19 Guidance for Immigrant Californians 
https://files.covid19.ca.gov/pdf/wp/listos_covid_19_im
migrant_guidance_en_daf.pdf  
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3 STAYING SAFE AT WORK AND AT HOME 

Tips for employee safety in the workplace and at home 

The simplest way you can keep employees and customers safe is by encouraging employees 
and customers to: 

A.! Maintain 6 feet social distancing 

B.! Cough or sneeze into a tissue or the inside of your elbow 

C.! Wash your hands frequently for 20 seconds with soap and running water 

D.! Use hand sanitizer with at least 60% alcohol only if soap and water are unavailable 

E.! Avoiding touching your eyes, nose, and mouth 

F.! Use a cloth facemask to protect others 

 

 IMPORTANT TO KNOW 

Even if you have no symptoms, you could have COVID-19 and could be spreading it to 
others.  

That’s why it’s important to make sure everyone follows these safety tips, even if they don’t 
feel sick. Encourage employees to use these safety tips any time they are with someone who 
is not part of their household unit.  

Coronavirus is known to spread during indoor gatherings, so encourage your employees to 
avoid those if possible. Additionally, recommend that employees only carpool to and from 
work with members of their household.  
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3.1 What information should I share with my employees? 

1.! San Diego County’s COVID-19 Factsheet pg. 18. Required for restaurants. 

2.! Employee rights to paid sick leave and family leave (with exceptions) 

•! All private sector companies of less than 500 employees are required to 

post notice of the FFCRA for their employees.4 Use the Employee Rights 

poster included in this packet. 

3.! Updates and implementation of new safety precautions for COVID-19. 

4.! COVID-19 symptoms and what to do if they feel sick. 

 

3.2 Should I screen my employees for symptoms? 

Yes. County public health orders require that employers “conduct temperature screening 
of all employees and prohibit entrance to the workplace of all employees” with: 

!! A temperature of 100 degrees Fahrenheit or more 
!! Exhibiting COVID-19 symptoms (see pg. X CDC poster) 
!! Recent exposure to a person who has tested positive for COVID-19 

IMPORTANT: not all patients with COVID-19 have a fever. That is why it is important to 
screen for all of the above symptoms and exposures. 

This packet includes a sample employee health log sheet on pg. 25 that is also available 
on our website. 

If you choose to use the health log, make sure to treat it as a confidential medical record. 
See pg. 10 for more on confidentiality.  
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4 WHAT TO DO IF AN EMPLOYEE HAS SUSPECTED 
OR CONFIRMED COVID-19 

Adapted from “Responding to COVID-19 in the Workplace” by the California 
Department of Public Health. See the full guidance: 
https://www.cdph.ca.gov/Programs/CID/DCDC/Pages/COVID-19/Workplace-
Outbreak-Employer-Guidance.aspx 

Key Points:  

1.! Prepare to identify COVID-19 outbreaks in the workplace 

2.! Send employees home if they: 

a.! have symptoms of COVID-19 (see pg. 5). They should also contact their healthcare 

provider or 211 to arrange free COVID-19 testing. 

b.! were diagnosed with COVID-19 

c.! are waiting for test results for COVID-19 

3.! Call 211 to notify the local health department of a confirmed or suspected outbreak in the 

workplace, or a laboratory confirmed case at the workplace. 

4.! Report COVID-19 cases to CAL/OSHA if COVID-19 results in the hospitalization or death 

of an employee, even if it is unclear whether it was contracted at work. 

5.! Identify additional employee cases and close contacts to control further spread 

6.! Notify employees who may have been exposed. However, maintain the confidentiality 

of the employee with suspected or confirmed COVID-19 at all times. 

7.! Determine when it is appropriate for cases and contacts of cases to return to work by 

consulting with your local health department / CDC guidance (call 211). 

8.! Perform more frequent cleaning and disinfection after employees with COVID-19 have 

been at work.  

9.! Stay up-to-date on guidance from the Governor’s Office, Cal/OSHA, and the CDC 
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4.1 How do I keep my employee’s information confidential? 

The U.S. Equal Employment Opportunity Commission (EEOC) issued the 
following clarifications on confidentiality according to the Americans 
with Disabilities Act (ADA). 

Additional tips: 

•! Have a designated supervisor for employees to report to regarding COVID-19.5 
•! Call 211 to work with your local health department to determine who should be 

notified of a case of COVID-19 in the workplace and how to disclose this 
information. 
 

How should an employer store 
medical information obtained from 
employees related to COVID-19? 

All medical information about a particular 
employee, including the results of taking an 
employee’s temperature or the employee’s 
self-identification as having this disease, 
should be stored in a medical file that is 
separate from the employee’s personnel file. 
Access to the medical file should be limited. 

Can an employer tell other 
employees the name of an employee 
diagnosed with COVID-19?6 

No. You may tell other employees that they 
may have been exposed to COVID-19, but 
you cannot disclose the name of the 
diagnosed employee. 

Can an employer keep a log of 
employees’ daily temperature checks 
required before entering the 
workplace? 

Yes. The employer needs to maintain the 
confidentiality of this information.  

May an employer disclose the name 
of an employee to a public health 
agency when it learns that the 
employee has COVID-19? 

Yes. 
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5 PAID SICK AND FAMILY LEAVE AND NEW TAX 
CREDITS 

Under the Families First Coronavirus Response Act (FFCRA), certain employers (employers 
with less than 500 employees) are required to provide their employees with paid sick leave 
or expanded family and medical leave for specified reasons related to COVID-19. In order 
to ease the burden on employers, the FFCRA also includes COVID-19 related tax credits. 

What tax credits does the FFCRA provide? 

The FFCRA provides businesses with tax credits to cover certain costs of providing employees 
with required paid sick leave and expanded family and medical leave for reasons related to 
COVID-19, from April 1, 2020, through December 31, 2020. 

When can employers start claiming the credits? 

A.! Eligible Employers may claim tax credits for qualified leave wages paid to 
employees on leave due to paid sick leave or expanded family and medical 
leave for reasons related to COVID-19 for leave taken beginning on April 1, 
2020 and ending on December 31, 2020. 

B.! Eligible Employers will claim the credits on their federal employment tax 
returns (e.g., Form 941, Employer's Quarterly Federal Tax Return), but they 
can benefit more quickly from the credits by reducing their federal 
employment tax deposits. 

 
For eligible employers, paid sick leave wages due to COVID-19 will be fully reimbursed 
by the IRS through refundable tax credits.     

 For more information visit:  
https://www.irs.gov/newsroom/covid-19-related-tax-credits-for-paid-sick-and-
paid-family-leave-overview  
or see the Families First Coronavirus Response Act for Employers on pg. 17 

For help filing taxes or tax credits, call 211.  



12 

6 IMPORTANCE OF GETTING THE INFLUENZA 
VACCINE THIS SEPTEMBER/OCTOBER 
Adapted from "Frequently Asked Influenza (Flu) Questions: 2020-2021 
Season" by the CDC 

Flu and  COVID-19 will likely be spreading this winter. Even though there may 
not be a COVID-19 vaccine yet, there is a flu vaccine. Encourage your 
employees to get a flu vaccine because: 

•! Flu symptoms can mimic COVID-19, so employees that get flu will be 
unable to work and businesses may have to follow procedures that 
assume the employee have COVID-19   

•! Slowing the spread of the flu by getting vaccinated will reduce the 
burden on the healthcare system during the COVID-19 pandemic 

For more information visit: https://www.cdc.gov/flu/season/faq-flu-season-
2020-2021.htm 
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LINKS TO ADDITIONAL RESOURCES 
San Diego County COVID-19 Page for Businesses 
and Employers 

https://www.sandiegocounty.gov/content/sdc/hhs
a/programs/phs/community_epidemiology/dc/201
9nCoV/CommunitySectors/Chambers_of_Commer
ce_and_Businesses.html 
 

 

 

San Diego County Business telebriefings 

Wednesdays at 9:30 AM 
Weekly meeting with county officials to update 
businesses on the state of reopening. More information 
here: 
https://app.smartsheet.com/b/form/02c91f7b6ce944
f8b5a1562e9b607ce8    
 

 

San Diego County Business Mailing list  

Stay up-to-date on county health orders for 
businesses by subscribing to the county’s mailing 
list here: 
https://app.smartsheet.com/b/form/02c91f7b6ce9
44f8b5a1562e9b607ce8    

  

San Diego County Contact Info  

Businesses can send general questions about COVID-
19 to:  
COVID-Business@sdcounty.ca.gov 
 

For questions specific to reopening:  
COVID19BusinessQuestions@sdcounty. ca.gov  

Cal /OSHA Guidance on COVID-19 

It is required to implement industry-specific 
guidance necessary for maintaining sanitation, 
employee screening, social distancing and face 
coverings. 
https://www.dir.ca.gov/dosh/coronavirus/Health-
Care-General-Industry.html 

 

CDC Interim Guidance for Businesses 

Provides helpful guidance and checklists for measures 
to implement to increase the safety of your business.  
https://www.cdc.gov/coronavirus/2019-
ncov/community/guidance-business-response.html 
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Resources Used in this Document 

1.! County of San Diego Public Health Orders (Effective July 15, 2020). 
https://www.sandiegocounty.gov/content/dam/sdc/hhsa/programs/phs/Epidemiology/
HealthOfficerOrderCOVID19.pdf 
 

2.! Testing - County of San Diego. 
https://www.sandiegocounty.gov/content/sdc/hhsa/programs/phs/community_epidemi
ology/dc/2019-nCoV/testing.html 
 

3.! COVID-19 Related Tax Credits: General Information FAQs. 
https://www.irs.gov/newsroom/covid-19-related-tax-credits-general-information-faqs#5 
 

4.! Families First Coronavirus Response Act Notice – FAQs. 
https://www.dol.gov/agencies/whd/pandemic/ffcra-poster-questions#:~:text=Yes 

 
5.! Responding to COVID-19 in the Workplace. 

https://www.cdph.ca.gov/Programs/CID/DCDC/Pages/COVID-19/Workplace-Outbreak-
Employer-Guidance.aspx  

 
6.! How to Comply with the Americans with Disabilities Act: A Guide for Restaurants and 

Other Food Service Employers. https://www.eeoc.gov/fact-sheet/how-comply-
americans-disabilities-act-guide-restaurants-and-other-food-service-employers 
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HEALTH CARE 
Information about beneÞts can change. Please visit the links available below for the latest information and 
application details. 

SYMPTOMS OF COVID!19 

!  Fever 

!  Cough 

!  Shortness of breath 

WHAT TO DO IF YOU ARE SICK 

!  If you have symptoms such as fever, cough or 
shortness of breath, and believe you may have 
been exposed to COVID-19, please CALL your 
health care provider before seeking care. 

!  If you donÕt have health care coverage, please 
call your usual source of care, like your doctor, 
LOCAL CLINIC or PUBLIC HEALTH DEPARTMENT. 

!  It is important to call before seeking care to 
avoid putting others at risk. Please be sure to 
tell your health care provider about your travel 
history. 

If you have trouble breathing seek care 
IMMEDIATELY. If you need to call 911, tell the 911 
operator youÕre experiencing a fever or cough so 
the ambulance provider can prepare to treat you 
safely. 

TREATMENT AND CARE 

!  If it is determined you need a COVID-19 test, 
your test will be free. 

!  Even if you are undocumented and/or donÕt 
have insurance, you can get necessary testing 
and treatment for COVID-19 through Medi-
Cal emergency services, even at a local clinic. 

!  Emergency services are free for enrolled Medi-
Cal beneÞciaries which includes COVID-19 
testing, evaluation and treatment services. 

!  Medi-Cal care for COVID-19 related testing or 
treatment DOES NOT count under the public 
charge rule because it is the treatment of an 
emergency medical condition. 

!  The California community-based COVID!19 

TESTING PROGRAM has expanded access to 
COVID-19 screening and testing for high-risk 
people in certain areas of the state. If you 
are in Santa Clara or San Mateo County, or 
within 50 miles of the city of Riverside, or the 
city of Sacramento and want to get tested for 
COVID-19, you can COMPLETE THE SCREENER 

to see if you qualify. You will need internet 
access and a Google account. 

!  There is no treatment for COVID-19 currently. 
However, the CDC lists 10 THINGS YOU CAN 

DO IF YOUÕRE SICK and taking care of yourself 
at home. Their guidance is also available in 
SPANISH, VIETNAMESE, KOREAN and CHINESE. 

IMMIGRANTGUIDE.CA.GOV  COVID-19 | Guidance for Immigrant Californians | 7 

From COVID-19 Guidance for Immigrant Californians: 
https://files.covid19.ca.gov/pdf/wp/listos_covid_19_immigrant_guidance_en_daf.pdf



  

  
  

  

    

 
 

 

 
 

 

 
 

 
 

 

 

  

 

  
  

   
  

 

  
 

 
 

 

 

 
 

  

 

UNDERSTANDING PUBLIC CHARGE  
Some immigrants worry that the public charge rule stops them from receiving government beneÞts or that 
using those beneÞts will hurt their ability to get a green card. 

PLEASE REMEMBER 

!  NOT all immigrants are subject to a public 
charge determination. 

!  Public beneÞts accepted by family members 
are generally NOT considered under the public 
charge rule. 

!  The new rule does NOT change eligibility rules 
for public beneÞts programs. 

!  Only some beneÞts are considered public 
beneÞts for purposes of public charge. 

The FEDERAL GOVERNMENT has said that using 
health care services for COVID-19 prevention, 
testing or treatment alone does not make you a 
public charge. 

Medi-Cal care for COVID-19 related testing or 
treatment does NOT count under the public charge 
rule because it is the treatment of an emergency 
medical condition. 

Please donÕt let fear stop you from getting 
necessary treatment, as the effects of avoiding 
health care services may be very serious. This will 
help keep you, your family, and your community 
healthy. 

PUBLIC BENEFITS NOT CONSIDERED FOR PUBLIC 
CHARGE 

!  Medi-Cal beneÞts received for the treatment 
of an emergency medical condition. 

!  School-based services or beneÞts. 

!  Medi-Cal beneÞts received by a noncitizen 
under 21 years of age. 

!  Medi-Cal beneÞts received by a woman 
during pregnancy and during the 60-day 
period beginning on the last day of the 
pregnancy. 

!  Public health assistance for immunizations 
with respect to immunizable diseases, and 
for testing and treatment of symptoms of 
communicable diseases whether or not such 
symptoms are caused by a communicable 
disease; and many more. 

CLICK ON YOUR LANGUAGE FOR MORE DETAILS 
ABOUT THE PUBLIC CHARGE RULE 

ENGLISH FRENCH SPANISH 

AMHARIC HAITIAN TAGALOG 

ARABIC HINDI VIETNAMESE 

BURMESE HMONG 

CHINESE KOREAN 

Do you want to talk to an attorney about public 
charge and your case? Find support on this list 
of IMMIGRATION SERVICES FROM NONPROFIT 

ORGANIZATIONS. 

IMMIGRANTGUIDE.CA.GOV  COVID-19 | Guidance for Immigrant Californians | 6 

From COVID-19 Guidance for Immigrant Californians: 
https://files.covid19.ca.gov/pdf/wp/listos_covid_19_immigrant_guidance_en_daf.pdf
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Reopening Checklist 
The following checklist is a summary of some key safety measures and information that you 
should implement in your business. Please refer to the San Diego County Safe Reopening 
Plan for the full requirements. 

! ! Implement all measures from San Diego CountyÕs Safe Reopening Plan 
! ! Inform your employees about COVID-19 safety 

! !COVID-19 symptoms, spread, and prevention from the countyÕs COVID-19 Fact 
Sheet 

! ! Importance of implementing safety measures both in the workplace and at 
home 

! !Right to paid sick and family leave under the Families First Coronavirus 
Resource Act (FFCRA) 

! !Be informed about government assistance programs for providing paid sick and 
family leave, and avoiding layoffs, through the FFCRA and CARES acts and other 
employment resources 

! !Screen employees daily for symptoms of COVID-19, and ask them to stay home and 
call their doctor or 211 if they have symptoms. 

! !Make a disinfection protocol 
! ! Identify high-touch surfaces that need routine disinfection, such as doorknobs, 

countertops, handrails, etc. 
! !Use EPA approved disinfectants, leave the disinfectant on the surface for the 

appropriate contact time, and provide gloves for the person cleaning  
! !Disinfect tools and equipment between each customer or employee that uses 

it 
! !Keep records of your cleaning routine to ensure it is implemented 

! !Encourage employees to wash hands frequently or use hand sanitizer with at least 
60% alcohol. 
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Please wear a cloth face covering.

cdc.gov/coronavirus

Maintain a distance of 6 feet 
whenever possible.

6 ft
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