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COVID-19 (CORONAVIRUS)
A MESSAGE TO OUR CLIENTS AND CANDIDATES

We at Hamptons Employment Agency continue to monitor the COVID-19 (Coronavirus) situation on a daily basis, assessing its 
impact on our clients, candidates, and the communities in which we operate.

As always, our clients’ and candidates’ well-being is our highest priority. In accordance with guidance from the Centers for 
Disease Control and Prevention (CDC), we have posted this notice on our website and we are circulating a Coronavirus notice 
to candidates.

Please consider the following CDC guidance – which is excerpted verbatim from the CDC’s website – when interviewing and 
meeting and, for clients, when managing domestic employees (please also make sure to visit the CDC’s website at www.cdc.
gov for the most current information).

SECTION I. STEPS TO PREVENT ILLNESS
(Please see https://www.cdc.gov/coronavirus/2019-ncov/about/prevention.html for additional information)

There is currently no vaccine to prevent coronavirus disease 2019 (COVID-19).  The best way to prevent illness is to avoid being 
exposed to this virus.  The virus is thought to spread mainly from person-to-person.

n	 Between people who are in close contact with one another (within about 6 feet).

n	 Through respiratory droplets produced when an infected person coughs or sneezes.

These droplets can land in the mouths or noses of people who are nearby or possibly be inhaled into the lungs.

IMPORTANT:  Older adults and people who have severe underlying chronic medical conditions like heart or lung disease or 
diabetes seem to be at higher risk for developing more serious complications from COVID-19 illness. Please consult with your 
health care provider about additional steps you may be able to take to protect yourself.

I. TAKE STEPS TO PROTECT YOURSELF

Clean your hands often

n	 Wash your hands often with soap and water for at least 20 seconds especially after you have been 
in a public place, or after blowing your nose, coughing, or sneezing.

n	 If soap and water are not readily available, use a hand sanitizer that contains at least 60% alcohol. 
Cover all surfaces of your hands and rub them together until they feel dry.

n	 Avoid touching your eyes, nose, and mouth with unwashed hands.

Avoid close contact

n	 Avoid close contact with people who are sick.

n	 Put distance between yourself and other people if COVID-19 is spreading in your community. This is 
especially important for people who are at higher risk of getting very sick.

http://www.cdc.gov
http://www.cdc.gov
https://www.cdc.gov/coronavirus/2019-ncov/about/prevention.html
https://www.cdc.gov/coronavirus/2019-ncov/specific-groups/high-risk-complications.html
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II. TAKE STEPS TO PROTECT OTHERS

Stay home if you’re sick

n	 Stay home if you are sick, except to get medical care. Learn what to do if you are sick.

 

 
Cover coughs and sneezes

n	 Cover your mouth and nose with a tissue when you cough or sneeze or use the inside of your elbow.

n	 Throw used tissues in the trash.

n	 Immediately wash your hands with soap and water for at least 20 seconds. If soap and water are not 
readily available, clean your hands with a hand sanitizer that contains at least 60% alcohol.

Wear a facemask if you are sick

n	 If you are sick:  You should wear a facemask when you are around other people (e.g., sharing a room 
or vehicle) and before you enter a healthcare provider’s office. If you are not able to wear a face-
mask (for example, because it causes trouble breathing), then you should do your best to cover your 
coughs and sneezes, and people who are caring for you should wear a facemask if they enter your 
room. Learn what to do if you are sick.

n	 If you are NOT sick: You do not need to wear a facemask unless you are caring for someone who is 
sick (and they are not able to wear a facemask). Facemasks may be in short supply and they should 
be saved for caregivers.

Clean and disinfect

n	 Clean AND disinfect frequently touched surfaces daily. This includes tables, doorknobs, light switch-
es, countertops, handles, desks, phones, keyboards, toilets, faucets, and sinks.

n	 If surfaces are dirty, clean them: Use detergent or soap and water prior to disinfection.

 
SECTION 2. INTERIM GUIDANCE FOR BUSINESSES AND EMPLOYERS
(Please see https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html for additional infor-
mation).

Please note:  The following information was prepared by the CDC for Employers in general, but the overall guidance is rel-
evant for Domestic Employers more specifically.

Plan, Prepare and Respond to Coronavirus Disease 2019

This interim guidance is based on what is currently known about the coronavirus disease 2019 (COVID-19). The Centers for 
Disease Control and Prevention (CDC) will update this interim guidance as needed and as additional information becomes 
available.

https://www.cdc.gov/coronavirus/2019-ncov/about/steps-when-sick.html
https://www.cdc.gov/coronavirus/2019-ncov/about/steps-when-sick.html
https://www.cdc.gov/coronavirus/2019-ncov/community/home/cleaning-disinfection.html
https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html
https://www.cdc.gov/coronavirus/2019-ncov/about/index.html


Last updated: 3/12/2020www.HamptonsEmployment.com

590 Madison Avenue, New York, NY 10022
212-521-4373  Fax: 212-390-0017 

149 Hampton Road, Southampton, NY 11968
631-204-1100  Fax: 631-204-1101

433 Plaza Real, Boca Raton, FL 33432
561-866-2633  Fax: 561-288-9008

800 Boylston Street, Boston, MA 02199
617-800-4701  Fax: 617-843-4544

RECOMMENDED STRATEGIES FOR EMPLOYERS TO USE NOW:

Actively encourage sick employees to stay home:

n	 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° F [37.8° C] or greater using an oral thermometer), signs of a fever, and any other 
symptoms for at least 24 hours, without the use of fever-reducing or other symptom-altering medicines (e.g. cough 
suppressants). Employees should notify their supervisor and stay home if they are sick.

n	 Ensure that your sick leave policies are flexible and consistent with public health guidance and that employees are 
aware of these policies.

n	 Talk with companies that provide your business with contract or temporary employees about the importance of sick 
employees staying home and encourage them to develop non-punitive leave policies.

n	 Do not require a healthcare provider’s note for employees who are sick with acute respiratory illness to validate their 
illness or to return to work, as healthcare provider offices and medical facilities may be extremely busy and not able to 
provide such documentation in a timely way.

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

Separate sick employees:

n	 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 cover their noses and mouths with a tissue when coughing or sneezing (or 
an elbow or shoulder if no tissue is available).

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

n	 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.

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

n	 Instruct employees to clean their hands often with an alcohol-based hand sanitizer that contains at least 60-95% 
alcohol, or wash their hands with soap and water for at least 20 seconds. Soap and water should be used preferentially 
if hands are visibly dirty.

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

n	 Visit the coughing and sneezing etiquette and clean hands webpage for more information.

Perform routine environmental cleaning:

n	 Routinely clean all frequently touched surfaces in the workplace, such as workstations, countertops, and doorknobs. 
Use the cleaning agents that are usually used in these areas and follow the directions on the label.

n	 No additional disinfection beyond routine cleaning is recommended at this time.

n	 Provide disposable wipes so that commonly used surfaces (for example, doorknobs, keyboards, remote controls, desks) 
can be wiped down by employees before each use.

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
https://www.cdc.gov/healthywater/hygiene/etiquette/coughing_sneezing.html
https://www.cdc.gov/handwashing/materials.html
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Advise employees before traveling to take certain steps:

n	 Check the CDC’s Traveler’s Health Notices for the latest guidance and recommendations for each country to which you 
will travel. Specific travel information for travelers going to and returning from China, and information for aircrew, can 
be found at on the CDC website.

n	 Advise employees to check themselves for symptoms of acute respiratory illness before starting travel and notify their 
supervisor and stay home if they are sick.

n	 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.

n	 If outside the United States, 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. A U.S. consular officer can help locate healthcare services. However, U.S. embassies, consulates, 
and military facilities do not have the legal authority, capability, and resources to evacuate or give medicines, vaccines, 
or medical care to private U.S. citizens overseas.

Additional Measures in Response to Currently Occurring Sporadic Importations of the COVID-19:

n	 Employees who are well but who have a sick family member at home with COVID-19 should notify their supervisor and 
refer to CDC guidance for how to conduct a risk assessment of their potential exposure.

n	 If an employee is confirmed to have COVID-19, employers should inform fellow employees of their possible exposure 
to COVID-19 in the workplace but maintain confidentiality as required by the Americans with Disabilities Act (ADA). 
Employees exposed to a co-worker with confirmed COVID-19 should refer to CDC guidance for how to conduct a risk 
assessment of their potential exposure.

Sincerely,

Aleksandra Kardwell 
President 
Hamptons Employment Agency, Inc.	

Content source: National Center for Immunization and Respiratory Diseases (NCIRD), Division of Viral Diseases

https://wwwnc.cdc.gov/travel
https://www.cdc.gov/coronavirus/2019-ncov/travelers/index.html
https://www.cdc.gov/coronavirus/2019-ncov/about/symptoms.html
https://www.cdc.gov/coronavirus/2019-ncov/php/risk-assessment.html
https://www.cdc.gov/coronavirus/2019-ncov/php/risk-assessment.html
https://www.cdc.gov/coronavirus/2019-ncov/php/risk-assessment.html
https://www.cdc.gov/ncird/dvd.html

