
STAY  HOME. STOP  THE SPREAD. SAVE  LIVES.

NY FORWARD SAFETY PLAN TEMPLATE

Industry: 

Address: 

Contact Information: 

Owner/Manager of Business: 

Human Resources Representative and Contact Information, if applicable:

I. PEOPLE

A. Physical Distancing. To ensure employees comply with physical distancing requirements, you agree
that you will do the following:

Ensure 6 ft. distance between personnel, unless safety or core function of the work activity requires 
a shorter distance. Any time personnel are less than 6 ft. apart from one another, personnel must 
wear acceptable face coverings.

Tightly confined spaces will be occupied by only one individual at a time, unless all occupants are 
wearing face coverings. If occupied by more than one person, will keep occupancy under 50% of 
maximum capacity.

Each business or entity, including those that have been designated as essential under Empire State 
Development's Essential Business Guidance, must develop a written Safety Plan outlining how its workplace 
will prevent the spread of COVID-19. A business may fill out this template to fulfill the requirement, or may 
develop its own Safety Plan. This plan does not need to be submitted to a state agency for approval but 
must be retained on the premises of the business and must made available to the New York State 
Department of Health (DOH) or local health or safety authorities in the event of an inspection. 

Business owners should refer to the State’s industry-specific guidance for more information on how to safely 
operate. For a list of regions and sectors that are authorized to re-open, as well as detailed guidance for each 
sector, please visit: forward.ny.gov. If your industry is not included in the posted guidance but your 
businesses has been operating as essential, please refer to ESD's Essential Business Guidance and adhere 
to the guidelines within this Safety Plan. Please continue to regularly check the New York Forward site for 
guidance that is applicable to your business or certain parts of your business functions, and consult the state 
and federal resources listed below. 

COVID-19 Reopening Safety Plan

Name of Business: 

✔

✔

Police Activities League of Massena

Child-Care: Non-Profit, After-School Program

30 Bayley Rd.

(315) 705-6075

Zachary Monroe

Zachary Monroe- (315) 705-6075,  Director@massenapal.com
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Post social distancing markers using tape or signs that denote 6 ft. of spacing in commonly used  
and other applicable areas on the site (e.g. clock in/out stations, health screening stations)

Limit in-person gatherings as much as possible and use tele- or video-conferencing whenever 
possible. Essential in-person gatherings (e.g. meetings) should be held in open, well-ventilated 
spaces with appropriate social distancing among participants.

Establish designated areas for pick-ups and deliveries, limiting contact to the extent possible.

List common situations that may not allow for 6 ft. of distance between individuals. What measures 
will you implement to ensure the safety of your employees in such situations?

How you will manage engagement with customers and visitors on these requirements (as applicable)?

How you will manage industry-specific physical social distancing (e.g., shift changes, lunch breaks)  
(as applicable)?

II. PLACES

A. Protective Equipment. To ensure employees comply with protective equipment requirements, you 
agree that you will do the following:

Employers must provide employees with an acceptable face covering at no-cost to the employee 
and have an adequate supply of coverings in case of replacement.

What quantity of face coverings – and any other PPE – will you need to procure to ensure that  
you always have a sufficient supply on hand for employees and visitors? How will you procure 
these supplies?

✔

✔

✔

✔

Computer Stations, Bathrooms, Front Desk Sign In/Out, Program Rooms, Snack Line. Computer Stations will be split by 
plexiglass sheets, if plexi glass is unattainable then there will be a gap, leaving 6 ft in between each, by eliminating the 
station. Bathroom policy will be revised to include that only one person allowed in the bathroom at a time, must sign 
in/out. Front Desk Sign In/Out will be staggered, we will ask that each child only have 1 adult or guardian member 
present at the front desk when picking up, facemasks must also be worn. program rooms will be limited to 10 youth per 
program/activity at a time. Facemasks will be worn at all times, safe mask breaks will be provided.

Temperature screenings will be required by all Staff/Youth Members upon entering the building. in the event of a 
temperature reading 100 degrees and above, the person will be seperated from the group and a call home for pick up 
will ensue, staff will be asked to sign out for the day. Only 1 parent/guardian will be allowed in the building at a time 
during pick up. Any visitors or guest speakers coming for the program will also be required to undergo a temperature 
check and follow the same guidelines. PAL will continue to monitor the NYS Mandatory State Quarantine list and will 
forego any arranged presentations/visitors that are from a state active on that list. 

Limiting daily capacity is the first step. Youth will be placed into Groups A/B Based on their assignment from the 
massena central school district. Group A which is planned for in person instruction on Tuesday/Thursday will also be 
allowed to attend the Massena PAL Club that Day. Students in Group B will be allowed on Wednesday/Friday. If a 
student has opted for full-remote learning but still wants to attend club they will be assigned a group based on capacity 
and will be allowed to attend on the same days as the group. Social Distancing awareness signs, Face maks 
requirements signs along with hygiene reminders and floor traffic arrows will help control physical social distancing. 

Massena PAL, will provide each youth member with a cloth re-usable facemask. We intend many of our youth will also 
have PPE as required in school and the program operates directly after. However all employees and youth who may 
have misplaced or broke any PPE will also be able to obtain face coverings through a stock surplus. We will work with 
our community partners like the United Way of NNY to procure such PPE prior to opening. Sanitizer and other cleaning 
solutions will be purchased and obtained through the current vendors that the organization is already doing business 
with. Daily cleaning records will also be kept on file. 



STAY  HOME. STOP  THE SPREAD. SAVE  LIVES.

Face coverings must be cleaned or replaced after use or when damaged or soiled, may not be 
shared, and should be properly stored or discarded. 

What policy will you implement to ensure that PPE is appropriately cleaned, stored, and/or discarded?

Limit the sharing of objects and discourage touching of shared surfaces; or, when in contact with 
shared objects or frequently touched areas, wear gloves (trade-appropriate or medical); or, sanitize 
or wash hands before and after contact.

List common objects that are likely to be shared between employees. What measures will you 
implement to ensure the safety of your employees when using these objects?

B. Hygiene and Cleaning. To ensure employees comply with hygiene and cleaning requirements, you
agree that you will do the following:

Adhere to hygiene and sanitation requirements from the Centers for Disease Control and Prevention 
(CDC) and Department of Health (DOH) and maintain cleaning logs on site that document date, time,
and scope of cleaning.

Who will be responsible for maintaining a cleaning log? Where will the log be kept?

Provide and maintain hand hygiene stations for personnel, including handwashing with soap, water, 
and paper towels, or an alcohol-based hand sanitizer containing 60% or more alcohol for areas 
where handwashing is not feasible.

Where on the work location will you provide employees with access to the appropriate hand 
hygiene and/or sanitizing products and how will you promote good hand hygiene?

✔

✔

✔

✔

Informational Posters to spread awareness accompanied with staff and volunteer supervision will help us ensure that 
PPE is approprialy cleaned, stored and/or discarded

Walkie Talkies, Tablets, Computers, Office Supplies, Etc. are all likely to be shared between employees. Because of 
supply limitation, we won't be able to assign specifics to individual employees. However, proper training and reminders 
will be given on a daily basis about cleaning and sanitizing any shared equipment or supplies after handling or using. 

Program Staff, along with the organizaton's employee in charge of cleaning will maintain daily cleaning log records. 
Program staff wil complete the cleaning checklists and leave in their assigned spots in each of the 5 program rooms. 
The cleaner, will also be responsible for maintaining a full facility general cleaning log, which will be housed in the 
supply closet. 

Massena PAL, has installed 4 Automatic Hand sanitizing dispensers located strategically in different high traffic areas of 
the facility. Pump Sanitizer will also be placed in each of the program rooms where no sanitizer dispenser is located. 
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Conduct regular cleaning and disinfection at least after every shift, daily, or more frequently as 
needed, and frequent cleaning and disinfection of shared objects (e.g. tools, machinery) and 
surfaces, as well as high transit areas, such as restrooms and common areas, must be completed.

What policies will you implement to ensure regular cleaning and disinfection of your worksite and 
any shared objects or materials, using products identified as effective against COVID-19?

C. Communication. To ensure the business and its employees comply with communication requirements,
you agree that you will do the following:

Post signage throughout the site to remind personnel to adhere to proper hygiene, social distancing 
rules, appropriate use of PPE, and cleaning and disinfecting protocols.

Establish a communication plan for employees, visitors, and customers with a consistent means to 
provide updated information.

Maintain a continuous log of every person, including workers and visitors, who may have close 
contact with other individuals at the work site or area; excluding deliveries that are performed with 
appropriate PPE or through contactless means; excluding customers, who may be encouraged to 
provide contact information to be logged but are not mandated to do so.

Which employee(s) will be in charge of maintaining a log of each person that enters the site 
(excluding customers and deliveries that are performed with appropriate PPE or through contactless 
means), and where will the log be kept?

If a worker tests positive for COVID-19, employer must immediately notify state and local health 
departments and cooperate with contact tracing efforts, including notification of potential 
contacts, such as workers or visitors who had close contact with the individual, while maintaining 
confidentiality required by state and federal law and regulations.

If a worker tests positive for COVID-19, which employee(s) will be responsible for notifying state and 
local health departments?

✔

✔

✔

✔

✔

Any work station or location in the facility where there is shared objects/materials will be properly equipped with either 
disinfectatnt or sanitzer. Training and communication will be the most frequent method to ensure proper cleaning 
protocols are being followed, along with accountability.. 

The front desk/membership coordinator will keep a digital attendance record of each person that enters the site. Staff 
and PAL Youth will be assigned membership cards that will be scanned into the system upon entering/exiting the 
building. The log will be kept in a digital file online through Comet Informatics System and can be produced at any time. 
Visitors/Parents will also be manually logged through the system. 

The area visited by the employee will be closed off. Doors and windows to the outside will be opened if possible, to 
provide fresh air circulation. After 60 minutes decontamination may commence. All Applicable surfaces and equipment 
such as desks, chairs, tables, electronic equipment and bathrooms will be disinfected using an EPA Approved product 
for use against Covid-19, following the manufacturers guidelines for concentraion, application method and contact time. 
Immediate contact will be made with the St. Lawrence County Health Department and at their recommendation the 
facility could closed, no less than 14 days per any recommendations.  The employee will be required to quarantine for 
14 days, and re-test negative for covid-19 before returning to work. 
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III. PROCESS

A. Screening. To ensure the business and its employees comply with protective equipment requirements,
you agree that you will do the following:

Implement mandatory health screening assessment (e.g. questionnaire, temperature check) before 
employees begin work each day and for essential visitors, asking about (1) COVID-19 symptoms in 
past 14 days, (2) positive COVID-19 test in past 14 days, and/or (3) close contact with confirmed or 
suspected COVID-19 case in past 14 days. Assessment responses must be reviewed every day and 
such review must be documented.

What type(s) of daily health and screening practices will you implement? Will the screening be done 
before employee gets to work or on site? Who will be responsible for performing them, and how will 
those individuals be trained?

If screening onsite, how much PPE will be required for the responsible parties carrying out the 
screening practices? How will you supply this PPE?

B. Contact tracing and disinfection of contaminated areas. To ensure the business and its employees
comply with contact tracing and disinfection requirements, you agree that you will do the following:

Have a plan for cleaning, disinfection, and contact tracing in the event of a positive case.

In the case of an employee testing positive for COVID-19, how will you clean the applicable 
contaminated areas? What products identified as effective against COVID-19 will you need and how 
will you acquire them?

In the case of an employee testing positive for COVID-19, how will you trace close contacts in the 
workplace? How will you inform close contacts that they may have been exposed to COVID-19?

✔

✔

Employee's will have the option of conducting a daily health screening at home or work depending on if they have 
access to a certified infrared thermometer. If not the organization will provide it to them. They must answer a series of 
screening questions in regards to well being within the last 72 hours. Symptomatic employees or those have been told 
to quarantine will be returned home. Youth members and, visitors will also be required to have a temperature check 
taken prior to entering the facility and will be required to follow the same guidelines as the staff. Questionnaire however 
will not be conducted, as it's require earlier in the day from the school district. 

Massena PAL will purchase the recommended non-contact infrared thermometer and will assign a staff member, or two 
depending on capacity to conduct the readings. Training on how to use the equipment properly will be provided. No 
records will be kept as to adhere to all HIPPA compliances. We will distribute the PPE as needed and will obtain a 
surplus stock stored safely in a designated, dry location prior to reopening. PPE will be obtained through the United Way 
of NNY, Partnering community organizations and pre-budgeted purchases as neccessary. 

The area visited by the employee will be closed off. Doors and Windows to the outside will be opened if possible, to 
provide fresh air circulation. After 60 minuted decontamination may commence. All applicable surfaces and equipment 
such as desks, chairs, tables, electronic equipment, and bathrooms will be disinfected using an EPA and CDC Approved 
product for us against Covid-19. Supply Inventories will be purchased in bulk prior to reopening and replenished as 
necessary. Immediate communications with the SLC Health Department will commence. Approved products may be 
found at the EPA Website using List N: for disinfectants for use against SARS-CoV-2, obtained through a local vendor.

Massena PAL Will work closely with the St. Lawrence County Health Department and individuals assigned as COVID-19 
Contact Tracers. Utilizing digital data through the Comet Informatics system a determinination of the span of attendance 
and times for the employee/youth member or visitor will be researched. a spreadsheet or contact sheet will be created to 
allow for rapid and mass communication to anyone who may have been exposed. We will rely on social media and local 
media to also help spread the word. 
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IV. OTHER

Please use this space to provide additional details about your business’s Safety Plan, including 
anything to address specific industry guidance.

Staying up to date on industry-specific guidance:

To ensure that you stay up to date on the guidance that is being issued by the State, you will: 

Consult the NY Forward website at forward.ny.gov and applicable Executive Orders at  
governor.ny.gov/executiveorders on a periodic basis or whenever notified of the availability of  
new guidance.

Major Covid-19 Operation Takeaways for Employees, Visitors and Parents of Youth:

- PAL Youth will be assigned to Group A/ Group B dependent on their MCSD Assignments
        -Full Remote learners will also be allowed to register and will be assigned a group based on capacity.
        - Group A will attend on Tuesday/Thursday 
        - Group B will attend on Wednesday/Friday
        - Monday's will be a virtual day, but may be reserved as a remote learning space for individuals recognized by the     
          district as living in a rural area where internet access is unavailable or extremely limited.    

-PAL Youth will be assigned to a group, no larger than 10 based on grade/age/interests. They will be allowed to participate in 
a variety of socially distanced activities and normal activity/programs. Program/activity changes will be staggered to eliminate 
any unnecessary large gatherings.

-Facemasks must be worn at all times, except when seated for snack break. Where chairs will be spaced to allow for social 
distancing. Once snack is finished the PAL Member will put their face mask back on and proceed to their assigned program 
room/ group to start the day. When necessary, we will utilize the outdoor recreation space as much as possible, where 
distanced activities will allow club members to get a mask break. 

-Temperature checks will be conducted upon entering the PAL building, if a child's temperature reads over 100 degrees a 
parent/guardian will be contacted immediately for pick up. 

-MCSD will continue to provide transportation under normal operations. Madison and Nightengale students will still continue 
to take the transfer bus to Jefferson which will drop them off in the parking lot. All transportation guidelines must be followed.

-J.W. Leary Jr High/ High School PAL Members will also still be provided transportation to PAL. They will board the BOCES 
Bus after PM Drop Off and it will be a designated bus for PAL Members only. If a youth is already assigned to a bus in the 
PAL Vacinity, they will be asked to take their normal bus, in order to meet capacity accomodations for others. 

-Strict Safety and enforcement policy will be in place. a PAL Member will only receive one verbal warning about facemask 
protocols or other safety policies. A parent/PAL Member meeting with the program director or executive director will be held 
after a 2nd warning. and a third warning will result in removal from the club until further notice. Constant and consistent 
communications and proper PPE wearing demonstrations will be held with all employees and club members. 

-Only one parent/guardian will be allowed to enter the building at pick-up. With no more than 2 seperate parents inside at the 
front desk for pick up at a time. We ask that other parents arriving at the same time remain in their vehicle or outside until one 
parent and child/children have left before entering. Space and distance is limited near the front desk. 

-Hygiene, mask-wearing and other wellness signage will be placed throughout the building for awareness. Arrows on the floor 
will control the flow of traffic to ensure social distancing is happening. 

-Full contact information, including cell phone/home number, work phone number and email address for at least one 
parent/guardian of each PAL Member must be provided at registration, and is the parent/guardian's responsibility to update 
any information as it changes with the front desk/membership coordinator.

-Massena PAL is dedicated to providing the best after school program possible through all the guidelines, while making sure 
that the safety and well being of our Employees and PAL Youth are of the first priority. 

-For questions, comments or concerns please feel free to reach out to the Massena PAL Administrative team for answers

✔
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State and Federal Resources for Businesses and Entities

As these resources are frequently updated, please stay current on state and federal guidance issued in 
response to COVID-19. 

General Information

New York State Department of Health (DOH) Novel Coronavirus (COVID-19) Website

Centers for Disease Control and Prevention (CDC) Coronavirus (COVID-19) Website

Occupational Safety and Health Administration (OSHA) COVID-19 Website

Workplace Guidance

CDC Guidance for Businesses and Employers to Plan, Prepare and Respond to Coronavirus 
Disease 2019

OSHA Guidance on Preparing Workplaces for COVID-19

Personal Protective Equipment Guidance

DOH Interim Guidance on Executive Order 202.16 Requiring Face Coverings for Public and  
Private Employees

OSHA Personal Protective Equipment

Cleaning and Disinfecting Guidance

New York State Department of Environmental Conservation (DEC) Registered Disinfectants of COVID-19

DOH Interim Guidance for Cleaning and Disinfection of Public and Private Facilities for COVID-19

CDC Cleaning and Disinfecting Facilities

Screening and Testing Guidance

DOH COVID-19 Testing

CDC COVID-19 Symptoms


