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Infectious Disease Outbreak Response Plan 

March, 2020 
 
Introduction 
This plan is designed as a cautionary and proactive step in order to offer the safest work environment for the 
WNC Conference Staff and their families, while maintaining the effective operations of the organization during 
a local outbreak of COVID-19.  We do not want to cause alarm but do want to be proactive.  There are two stages 
to the protocol.  The first is an elevated focus on Workplace Hygiene.  This commonsense approach begins 
immediately, and all employees are expected to review and implement the following. 
 
Phase 1: Workplace Hygiene 

1. Hand sanitizer with the recommended percentage of alcohol content will be available at the reception 
front desk, kitchen area, and in each Conference Room.  Lotion will also be available to combat dry hands 
due to sanitizing/appropriate hand washing. (Supplies are being ordered and as soon as they arrive, this 
will be implemented). 

2. Approved/appropriate hand washing will be encouraged and expected (see separate CDC hand washing 
information).  Wash hands often with soap and warm water for at least 20 seconds. 

3. Daily, the Receptionist will get the US Mail from our Post Office Box and outside mailbox using supplied 
gloves.  This employee will sort the mail and open as much as possible using gloves.  Opened mail will 
be disseminated to the proper staff.  Unopened mail will be disseminated to the proper staff and 
receiving staff should use gloves to open this mail. 

4. Staff are encouraged to use cleaning wipes at least twice daily to wipe down kitchen countertops, 
doorknobs, and appliance handles. 

5. Each employee will be provided cleaning wipes to use periodically on your keyboards, phones, computer 
mouse, and other office supplies such as staplers and/or tape dispensers. 

6. If an employee or employee household members seem unwell, please err on the side of a caution and 
all remain at home until free of fever (100.4° F or higher), signs of fever and other symptom for at least 
24 hours, without the use of fever-reducing or other symptom altering medicines. 

7. Avoid touching your eyes, nose and mouth as much as humanly possible. 
 
The second phase of this protocol will be implemented by approval of the Bishop and Cabinet in conjunction 
with the Conference Treasurer/DAS should circumstances warrant.  Activation of this phase, Flexible 
Workplace/Social Distancing will immediately shift the normal work environment to the prescribed work 
schedules and methods.  Team members are expected to be aware of and prepared to implement this phase.  
Engagement of this step in the protocol will be communicated by the Treasurer/DAS via email.  This plan will be 
posted on the Conference web site (titled: Infectious Disease Outbreak Response Plan). 
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Phase2: Flexible Workplace/Social Distancing 
The following will be implemented as approved:  
 

1. Each employee with a conference-issued laptop computer will take it home daily. 
2. Face-to-face meetings will be discouraged as much as possible. 
3. WNC employees will staff the Conference Center Monday-Thursday on a rotating basis TBD.  District 

offices will be staffed based on the discretion of the Superintendent. 
4. Upon recommendation of local, state, or federal agencies, offices may be closed for all. 
5. Meals and snacks for employees working in the offices should be brought from home.  Eating out or 

having food brought into the office is discouraged. Catering will be determined after the caterer adheres 
to strict guidelines from CDC for food preparation and handling. 

6. Employees with conference-issued laptops will be expected to work at home and log your work hours. 
7. Employees with conference-issued laptops will have ZOOM conferencing capabilities functional on your 

computer. 
8. If there are interruptions at the Center, the district office or your home Internet, notify your supervisor. 
9. In order to maintain the integrity of our accounting policies, the following check handling, writing, 

approval, and disbursement process will be in place during the remote/flexible work protocol. 
a. Twice weekly US Mail processing with gloves 
b. Once Weekly Deposits and Input into Shelby (Either Tuesdays or Wednesdays) 
c. Invoices and Request for Payment must be turned in by Tuesday, 5 pm and checks / EFTs will be 

processed and distributed on Wednesdays 
 
Additional Information 

1. Staff members will be provided links to ongoing and current information regarding COVID-19. 
2. Staff members need to stay abreast of Huntersville, Mecklenburg County, North Carolina, and federal 

guidelines regarding COVID-19, public school and daycare implications, as well as disease-related 
mandates by government agencies. District offices should do the same with their location city and 
county. 

3. The Conference plans to continue business functions as long as our staff members are not in danger. 
4. Please be advised by the following resources from the CDC. 

a. What you need to know about coronavirus disease 2019 (COVID-19) 
b. What to do if you are sick with coronavirus disease 2019 (COVID-19) 
c. Share Facts About COVID-19 
d. Stop Germs!  Wash Your Hands. 
e. Handwashing and Hand Sanitizer Use 
f. February 28, 2020 Update and Interim Guidance on Outbreak of Coronavirus Disease 2019 

(COVID-19) (example of the CDC’s Health Alert Network communications) 
5. From the CDC 

a. All employers should be ready to implement strategies to protect their workers from COVID-19 
while ensuring continuity of operations.  During a COVID-19 outbreak, all sick employees should 
stay home and away from the workplace, respiratory etiquette and hand hygiene should be 
encouraged, and routine cleaning of commonly touched surfaces should be performed regularly. 

b. Employees who have symptoms of acute respiratory illness are recommended to stay home 
and not come to work until they are free of fever (100.4 degrees F or greater using an oral 
thermometer), signs of a fever, and any other symptoms for a least 24 hours, without the use 
of fever-reducing (e.g. acetaminophen or ibuprofen) or other symptom-altering medicines 
(e.g. cough suppressants). 


