NY FORWARD BUSINESS RE-OPENING SAFETY PLAN TEMPLATE
Each re-opening business 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

COVID-19 Reopening Safety Plan
Name of Business:
Red Moon Wellness LLC

Industry:
Personal Care / Health Care

Address:
405 5th Ave, 2nd Floor

Contact Information:
347-699-8751

Owner/Manager of Business:
Lena DeGloma

Human Resources Representative and Contact Information, if applicable:
Lena DeGloma - lena@redmoonwellness.com

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.
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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?
During massage therapy treatment - staff and clients will wear masks and staff will wear eye protection and clothing
protection- the room will also be well ventilated with an open window/exhaust fan + a medical grade HEPA filter that will
change the air in the room 12-15 times.
All other situations it should be easy to maintain 6 feet of distance as we will be closing the waiting area, only allowing
one client in at a time and will only have 2 LMTs per shift instead of 3 LMTs per shift.
Any other situation would be very brief: when the front desk person takes the temperature of the client during screening
this takes 1 second to read and then they can step back; during checkout we will have plexiglass installed at the front
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with reminders about distancing, masks, and hand hygiene. We will also post our safety plan in our space as well as on

our website, blog and via social media and newsletter.

How you will manage industry-specific physical social distancing (e.g., shift changes, lunch breaks)
(as applicable)?
Shifts will be staggered so that no two people will be arriving or leaving at the same time. Each staff person will have
their own treatment room that they will be working in so that when they take a break they will take it in their own room
with the door closed and window open for ventilation. If they bring food or order in food anything from the outside will
need to go into a clean plastic bag from our facility before being placed in the fridge or on the countertop in the staff
area. If they eat anything in their room on their break it will only be after throughouly disinfecting their room and
removing all PPE, and then after their break / eating they must disinfect and ventilate the room and don new PPE before
setting up the room again for their next client. If they go outside for their break they must change back into their street
clothes before leaving and then change back into their work clothes upon return. Front desk staff will be the only ones
without a private room for a break - they will be able to take a break in the main reception area only when no other staff
or clients are present in the reception area (so only when LMTs are in session or on a break and no clients are coming
II. PLACES
and going). Or they can take their break by leaving the facility and washing hands upon returning. If they eat at the desk
the entire area must be disinfected afterward followed by thorough hand washing. Everyone who enters must remove
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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?
We have already ordered over 500 surgical masks, KN95s, and cloth masks so that all options will be available (this will
easily get us through the first 2+ months of re-opening and we will continue to order more with plenty of time as needed.
There were no shipping delays on any of these items. We have also ordered enough face shields for all staff to have
one that they will disinfect between appointments plus several back-up in case of breakage. We will order more as soon
as needed. We ordered 70+ washable zip up scrub jackets for LMTs to don a clean one for each client and to be
laundered between each use. We ordered over 500 pairs of nitrile gloves to be used during disinfecting and anytime
needed during a treatment (such as if a client needs a tissue during an appointment the LMT can don a glove in order to
take the used tissue and throw it into a foot pedal covered trash can - followed by both the LMT and client immediately
sanitizing their hands). We will have a box of gloves and disposable masks in every treatment room and at the front
desk plus back stock in storage. Our front desk office manager will be in charge of keeping inventory and ordering more
before it is even close to running out.
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✔

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?

✔

Staff will have the option of wearing disposable surgical masks (that will be stored in the box they came in in a closed
cabinet, changed between every appointment and placed into a covered foot pedal trash can), cloth masks (which will
be stored in clean covered plastic bins and labeled with the staff person's initials so they will not be shared even after
being laundered. They will be changed between every appointment and placed into a lidded/lined laundry bin and
laundered appropriately with hot water and a high heat dryer - they will be returned to the facility sealed in plastic bags),
KN95 masks will be distributed to each staff to keep their own masks (they will be stored in inside plastic bins
individually labeled with each employees name. Employees using KN95s will wear a cloth or surgical mask on top that
will be changed between each client; KN95s that have become damaged, soiled, stretched out, or have otherwise lost
their integrity will be discarded into a covered trash bin and replaced with a new one). We have also purchased ear loop
Limit
the sharing of objects and discourage touching of shared surfaces; or, when in contact with
tighteners and headband extenders that staff can use to ensure their masks are properly fitting (these will be kept
shared
objects
or frequently
areas,
wear
gloves (trade-appropriate or medical); or, sanitize
individually
by the staff
person whotouched
claims them
and not
shared).

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?
Touchless soap dispensers will be available at all hand washing stations, splash guards will be installed at the sink
where staff washes hands/arms, touchless hand sanitizer dispensers will be installed in every room, touchless sink
faucets will be installed in all handwashing stations, all trashcans will be covered and foot pedal operated. Shared items
such as ipads for paperless clinical notetaking will be dedicated to individual staff for each shift and will be sanitized with
alcohol wipes before and after each staff person uses it. Other shared items such as nail clippers and nail files (that are
used only by staff) will be disinfected in UCV light boxes as per personal care industry standards. All high touch areas
will be disinfected with wipes containing an EPA approved disinfectant solution before and after every client including
doorknobs, light switches, countertops, credit card reader, ATM, and so on.

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?

✔

There will be separate cleaning logs for LMTs and front desk staff. LMTs will log their disinfection and cleaning
procedures in a special section of their SOAP notes for each client appointment (these notes will be time stamped when
submitted and must be completed within 24 hours of the appointment time) and will have the LMT's signature attached.
Front desk staff will use excel spreadsheets in our shared dropbox folders for cleaning logs to document date, time and
scope of cleaning and will initial what they disinfected between every single client as well as all daily disinfecting and
cleaning such as floors, etc. Both LMTs and front desk staff have undergone extensive training in disinfecting
procedures and they have laminated checklists in every room of the exact procedures for disinfecting and cleaning each
area. All high touch surfaces will be disinfected in the treatment room and reception area between every client. The
bathroom will be disinfected between every use. Our floors will be vacuumed with a high power HEPA vacuum and
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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?

There will be hand washing stations in the bathroom and kitchentte (back of house) areas. Both will be equiped with
touchless soap dispensers and touchless faucets, hand towels will be dispsened in a covered towel dispenser and will
be discarded into covered step pedal lined trash bins. Touchless alcohol based hand sanitizer (70% alcohol) will be wall
mounted in our vestibule and outside our main entry to the clinic. There will be a sign on both doors reminding to
sanitize hands before entering. Additional touchless hand sanitizers will be available in every room without a sink. There
will be signage in the staff hand washing station to remind about appropriate hand washing procedures. Splash guards
will be placed on the sides of the sink in the staff area since they must wash up to their elbows. Training videos will be
required to staff to watch before re-opening on hand washing, disinfecting, donning/doffing PPE and more.
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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?
There will be a detailed checklist (and training videos) for LMTs to implement for cleaning and disinfection of the
treatment room following every appointment as well as beginning and end of shift disinfecting. Front desk staff will be
required to certify in disinfection protocols via an online training. Front desk staff will have written protocols, checklists
and cleaning/disinfection logs. They will have specific disinfection tasks at opening time, closing time, and also following
every client's arrival and departure. They will disinfect the bathroom following every use and will disinfect all surfaces
that a client came in contact with in the reception area and hallway after the client leaves and before the next client
arrives for screening.

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?
Front desk staff will maintain these records. Logs of all staff and clients who enter the space will be automatically kept
via our booking software - it will always have a record of exactly what staff were there and what clients were present. An
additional log will be maintained by front desk staff for any guests (delivery people, handypeople, any other guests not in
our online booking system) - this log will be kept in a "guest screening" account within our electronic health records
sodftware. Guests will be screened at the door for temperature, symptoms/exposure, and will be required to wear masks
and cover their shoes upon entry. Their name and contact will be recorded with their temperature and date/time of
arrival and stored in this HIPAA compliant software in case a need to send informaiton to contact tracers exists.

✔

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?
The business owner will be responsible for this and will fully comply with all efforts to appropriately and quickly notify any
potential contacts including staff, clients or other visitors in a way that protect confidentiality,
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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?
Employees will self-screen at home. They will be required to take their own temperature and to document this in our
HIPAA compliant electronic health records software. In that same software they will be required to sign a health
declaration attesting that they have had no symptoms, positive test result of close contact with a confirmed or suspected
case within the past 14 days. When this document is filled out with their temperature and declaration of health an email
will be sent to our office account and out front desk staff will review the response before the employees arrival and they
will document that they reviewed it by moving that email notification into a folder titled "employee screenings confirmed".

Clients will be screened 24 hours in advance using this same software where they will need to answer a COVID-19
health questionnaire, agree to our COVID-19 safety policies, and sign a health declaration attesting to the same as our
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neck fleeces). They will get the client's consent to use a touchless infrared thermometer to check their temp and then
ask them the same health screening questions described above. Assuming they pass the screening they will be invited
inside - their shoes will need to be removed and they can either keep socks on or use our freshly laundered slippers (or
wear a disposable shoe covering. If it is a hot day and their temperature is elevated they will be given an opportunity to
rest outside the clinic on the bench in the hallway for 3-4 minutes and then have their temperature taken again. If they
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with contact tracing and disinfection requirements, you agree that you will do the following:
a check box noting that screening questions were all passed appropriately will be logged in the client's SOAP notes in
our secure electronic health records to document the screening.
✔ 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 event an employee tests positive the business will immediately close for disinfection. If that employee had been
present on site within the past 24 hours of receiving the positive test the facility will be left empty for at least 24 hours
from the time the employee was last in the building. At that point, professional disinfecting services will be hired to do a
thorough disinfection of the entire faciltity using EPA approved disinfectants.

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?
The manager and business owner will both immediately look closely at the records of the schedule in our online booking
system (as well as the visitor log) to determine exactly who was in the building at the same time including all employees,
clients or other visitors. All close contacts will receive phone calls to let them know of possible exposure and instructions
from contact tracers will be followed closely.
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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.
All new procedures and policies for distancing, safety, disinfection, donning/doffing PPE, etc. will be written up and then
training videos will be made (in order to avoid having a large group of staff gathered together in one place) that staff will be
required to view. Staff will then have time to practice the new procedures the week before we open by scheduling time with
one another to come in for one-on-one time - each of these practice sessions will be closely monitored by the business owner
to ensure staff fully understands and properly executes every aspect of our new procedures.
Walk-ins will not be permitted.
Reception/waiting area will be closed and clients will be texted or called when we are ready to receive them.
Any bookings with less than 48 hours notice must be completed over the phone to allow time for screening.
Clients will be asked to limit talking during appointments to reduce aerosol production.
All surfaces of tables, pillows, etc used during treatments will be approriately covered in PUL/waterproof covers that will be
disinfected between every treatment.
Polycarbonate/plastic mats will be placed on top of the carpet under the massage tables to make a disinfectable surface in
that area.
Exhaust fans will be installed in every treatment room window to ventilate the room. HEPA air purifiers will run at all times in
every room - they are rated for more than double the square footage of each room and will operate at a rate of 12-15 ACH
(air changes per hour).
Vacumming on carpets will be performed with a HEPA filter vacuum and only done when no one else is present in that room
and the staff person will be masked and the room will be properly ventilated.
Self-serve water will be eliminated, clients will be asked to bring their own water bottles - if someone needs water our front
desk staff will serve it with clean hands from a glass that was washed in a high heat dishwasher, put away with clean hands
and stored in a closed cabinet; when client is finished the cup will be placed by staff directly into dishwasher and staff will
wash hands immediately.
Service of tea will be eliminated; shared complimentary snacks will be eliminated and individually wrapped dark chocolate will
be offered instead.
Many high risk services/amenities will be eliminated including face massage, intra-oral jaw massage, sinus massage
treatment, eye pillows, couples massage (in the same room), option to bring newborn to massage, hot stone massage,
cupping therapy.
Blankets will be laundered between every appointment (as will all linens as we always do!). Heat packs will be disinfecting
using high heat (over 170 degrees for more than 5 minutes) and UV light in hot towel sterilizing cabinets. Hot towels will be
laundered between every use.
We transitioned to a 100% paperless clinical intake and clinical SOAP notes HIPAA compliant electronic health records
system. Staff will never have to touch paper or pens that another staff person just touched. Tablets will be assigned to a
particular staff during their shift and then disinfected at the end of the shift.
We will be getting rid of all paper products (brochues, business cards, and our community board with business cards for
referrals) to avoid shared touch areas.
We are replacing furniture that is upholstered and decorative pillows and other high touch items that are difficult to disinfect
and replacing them with hard non-porous items or covering the cushoined surfaces in clear vinyl. Our bookshelf / wellness
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✔ Consult the NY Forward website at forward.ny.gov
Front desk will be thoroughly decluttered for easier disinfecting

and applicable Executive Orders at
governor.ny.gov/executiveorders on a periodic basis or whenever notified of the availability of
All items
treatment room not in immediate use (oil bottles, etc) will be kept in closed cabinets to reduce the amount of small
newin guidance.
items needing to be sanitized between every appointment.
Air conditioning units will all be upgraded with new filters.
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A new dress code will be implemented for staff safety involving no bare feet in the facility, no open toed shoes, no outside
shoes, hair must be pulled up, shirts must fully cover abdomen/low back, long pants or 3/4 length pants only.
Staff will have dedicated cubbies (lidded plastic bins) where they will place their street clothes as they get changed into clean

