
COVID-19 is the disease caused by the highly contagious severe acute respiratory syndrome coronavirus 2 (“SARS-CoV-2”) previously called 
the “novel coronavirus” (World Health Organization). The virus and COVID-19 present serious public health risks. Local and state governments 
in almost all states have requested the shutdown of non-essential retail services. Many dealerships are keeping their service departments 
open as part of the government recognized “essential service.”

The purpose of this memo is to educate dealership sta�  to assist in minimizing exposure to the virus and reduce the spread of the disease. 
We provide this guidance to you for distribution to your management and sta�  to take proactive steps to help minimize the exposure to the 
virus. This COVID-19 viral disease is new to all of us. The information you read below may be contradicted in the coming days and weeks by 
advanced knowledge as scientists continue to study the virus. We have reviewed information from government web sites to prepare this 
memo and recommend that you review information from websites such as www.cdc.gov daily. This memo is not exhaustive. Many advanced 
ways of protection are available for employees. For example, a fully enclosed bodysuit with an N95 respirator provides greater protection 
than the PPE currently used in a typical automobile dealership.

Overview 
• COVID-19 is a highly contagious, severe acute respiratory syndrome
• Caused by SARS-CoV-2 virus
• A high degree of morbidity and fatality compared to seasonal � u
• Spreads easily and can spread by asymptomatic carriers
• Local, state and federal governments have shut down non-essential services
• The CDC recommends distancing of at least 6 feet
• The CDC recommends that all wear cloth face coverings in public settings
• View and display this “Stop the Spread of Germs” poster at multiple locations 

on site
• Use the COVID-19 screening tool built by the CDC + FEMA — available in the 

App Store
• Inform your HR Manager if you have any symptoms. Follow guidance decisively
• Stability of SARS-CoV-2: Information from the National Institute of Health 

suggests that the virus is very stable and hence contagious. The virus can live 
up to three hours in an aerosol form, four hours on copper surfaces, 24 hours 
on cardboard, and 2-3 days on plastic and stainless steel (https://www.nih.gov/
news-events/news-releases/new-coronavirus-stable-hours-surfaces)

https://www.cdc.gov/coronavirus/2019-ncov/
downloads/stop-the-spread-of-germs.pdf

Stay home when you are sick,
except to get medical care.

Wash your hands often with soap 
and water for at least 20 seconds.

Cover your cough or sneeze with a tissue, 
then throw the tissue 
in the trash.

Clean and disinfect frequently 
touched objects and surfaces.

Avoid touching your 
eyes, nose, and mouth. 

Avoid close contact with people who are sick. 

When in public, wear a cloth 
face covering over your 
nose and mouth.

Help prevent the spread of respiratory diseases like COVID-19.

Stop the Spread of Germs

cdc.gov/coronavirus
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COVID-19:
MINIMIZE EXPOSURE TO THE VIRUS AND 

SPREAD OF DISEASE
By Sam Celly, BChE MChE JD CSP



Management
• Implement a clear and straightforward HR policy prepared by legal counsel.
• Stagger work hours + breaks for all sta�  (both advisors and techs) to improve social distancing.
• Ask HR to manage employee work schedules.
• Stagger service appointments and car-pick-ups.
• Add a line to the repair estimate for customer approval for vehicle sanitation.
• Provide single-use pens for customers to complete paperwork.
• Shut down car wash to keep exposure minimal.
• Install plexiglass screens to protect employees at customer interface (advisor/cashier/parts counter).
• Close the write-up area to customers or maintain at least 6 feet distance. Place signs in the drive that require customers to wait for the 

advisor to come to the car for a write-up. This will prevent customer accumulation in the advisor area and maintain the necessary distance 
among advisors and between advisors and customers. Do not allow test drives with customers.

• Ensure HVAC systems must operate continually during work hours and annual maintenance documented. Shop ventilation systems for 
removal of exhaust must have air� ow veri� ed to speci� cations annually.

Organize to Ensure Social Distancing of At Least Six Feet
• Limit access to lunchrooms. Ensure display of CDC and OSHA COVID-19 posters.
• May eat at workstations, maintaining a safe distance and no potential chemical exposure.
• Shut down dealer-operated shared transport.
• Post notices at the entrance:

1. Do not enter if you have cough, fever or other COVID-19 symptoms.
2. Maintain at least 6 feet of distance from one another.
3. Cough into your elbow.
4. No physical contact (e.g., handshakes, hugs.)

• Monitor Entrance. An employee must monitor entry and common areas.
• Limit Entrance: Stop visitors outside when the facility reaches the capacity that can support 6-foot distancing.
• Provide face coverings to customers at no cost and require it to be worn. In certain jurisdictions, face-covering is mandatory, and it 

protects us all.
• Use the customer lounge/waiting area only if 6-foot distancing is available.
• Mandate single person use of elevators.
• Post sign: “We have removed food, drinks, etc. to minimize virus exposure and spread of COVID-19.”

Organize to Minimize Contact Contagion
• Remove all items that can be touched, be contaminated, and cross-contaminate. e.g., co� ee cups, co� ee machines, toys, and magazines.
• Provide hand sanitizers and ensure constant sanitizing of common areas.
• Shut down car wash to minimize employee contact with vehicles.

HR Policy to address all employees including sick and vulnerable employees
To protect all employees and customers, dealers must implement an HR policy prepared by legal counsel. A clear and easy to understand 
policy regarding employees with COVID-19, employees that have been exposed to others sick with COVID-19 or employees sick with non-
COVID-19 illness (e.g., pneumonia, � u, fever, cough, cold) needs to be communicated to all employees immediately. Your HR policy must 
address vulnerable employees, including but not limited to those with diabetes, pulmonary or heart disease, 65 or older, immune suppressed 
or pregnant, who are at higher risk of contracting the disease. The policy may include the requirement of medical clearance for employees 
treated for COVID-19.treated for COVID-19.



All Employees
• Review the CDC Fact Sheet at https://www.cdc.gov/coronavirus/2019-ncov/

downloads/2019-ncov-factsheet.pdf. If you have had potential exposure or 
any symptoms, seek work release from your HR manager. Change in/out of 
uniform at work. Discard street clothes upon entering home and shower.

• Change in and out of uniform at work.
• Follow frequent and proper CDC 20-second handwashing guidelines at 

https://www.cdc.gov/handwashing/when-how-handwashing.html.
• Maintain social distancing from others to avoid airborne transmission of 

the virus.
• Use the COVID-19 screening tool available in the App Store and built by 

the CDC + FEMA.
• Review the COVID-19 OSHA poster to the right.
• Wear Personal Protective Equipment (PPE includes gloves, masks etc.). 

Take PPE training.
• Perform basic hygiene functions (e.g., showering, washing clothes) upon 

returning home.
• Follow frequent and proper CDC 20-second handwashing guidelines

(https://www.cdc.gov/handwashing/when-how-handwashing.html).
• Perform basic hygiene functions (e.g., showering, washing clothes) upon 

returning home. 

Janitorial sta� 
• Train sta�  to place hand sanitizer (at least 60% alcohol) at locations where their use is most likely.
• Use only EPA approved disinfectants. Information at https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2.
• Follow the CDC cleaning-disinfection guidelines (https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-dis-

infection.html when blending your own disinfectants).
• Instruct janitorial sta�  to sanitize all contact areas repeatedly and replenish soap dispensers, sanitizers, and paper towels throughout 

the day.
• Examples of contact areas requiring cleaning are door handles, door opening plates and elevator buttons, faucets and � ush handles, 

soap and paper towel dispensers, sofas, chairs, other seating areas, and water fountain handles.
• Encourage frequent and proper handwashing using the CDC recommended guidelines (https://www.cdc.gov/handwashing/

when-how-handwashing.html).
• Shut down vending machines.

Service Writers
• Advise customers in advance of their appointments to be prepared to leave the vehicle at the dealership for service and schedule a 

later pickup as the waiting lounge has limited capacity with social distancing in e� ect.
• If you are using a touch screen for service orders, sanitize the screen. Use single-use pens.
• Ask customers to turn o�  the fan and AC systems in the automobile.

https://www.osha.gov/Publications/OSHA3994.pdf

For more information, visit 
www.osha.gov/coronavirus or 
call 1-800-321-OSHA (6742).

1-800-321-OSHA (6742)
TTY 1-877-889-5627
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Ten Steps All Workplaces Can Take to 
Reduce Risk of Exposure to Coronavirus
All workplaces can take the following infection prevention 
measures to protect workers:

1. Encourage workers to
stay home if sick.

2. Encourage respiratory
etiquette, including
covering coughs and
sneezes.

3. Provide a place to wash
hands or alcohol-based
hand rubs containing at
least 60% alcohol.

4. Limit worksite access
to only essential workers,
if possible.

5. Establish flexible worksites
(e.g., telecommuting)
and flexible work hours
(e.g., staggered shifts),
if feasible.

6. Discourage workers from
using other workers’
phones, desks, or other
work tools and equipment.

7. Regularly clean and
disinfect surfaces,
equipment, and other
elements of the work
environment.

8. Use Environmental
Protection Agency
(EPA)-approved cleaning
chemicals with label claims
against the coronavirus.

9. Follow the manufacturer’s
instructions for use of all
cleaning and disinfection
products.

10. Encourage workers to
report any safety and
health concerns.

www.osha.gov
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How to Properly Put on and Take off a 
Disposable Respirator

WASH YOUR HANDS THOROUGHLY BEFORE PUTTING ON AND TAKING OFF 
THE RESPIRATOR.

If you have used a respirator before that fit you, use the same make, model 
and size.

Inspect the respirator for damage. If your respirator appears damaged, DO NOT 
USE IT. Replace it with a new one.

Do not allow facial hair, hair, jewelry, glasses, clothing, or anything else to prevent 
proper placement or come between your face and the respirator. 

Follow the instructions that come with your respirator.1

Employers must comply with the OSHA Respiratory Protection Standard, 29 CFR 
1910.134 if respirators are used by employees performing work-related duties.

1 Manufacturer instructions for many NIOSH approved disposable respirators can be found at 
www.cdc.gov/niosh/npptl/topics/respirators/disp_part/

2 According to the manufacturer’s recommendations

Position the 
respirator in your 
hands with the 
nose piece at 
your fingertips.

Place both 
hands over the 
respirator, take 
a quick breath in 
to check whether 
the respirator 
seals tightly to 
the face.

Place both hands 
completely over 
the respirator 
and exhale. If 
you feel leakage, 
there is not a 
proper seal.

If you cannot 
achieve a proper 
seal due to air 
leakage, ask 
for help or try a 
different size 
or model.

Cup the 
respirator in your 
hand allowing 
the headbands to 
hang below 
your hand. Hold 
the respirator 
under your 
chin with the 
nosepiece up.

The top strap 
(on single or 
double strap 
respirators) goes 
over and rests 
at the top back 
of your head. 
The bottom strap 
is positioned 
around the neck 
and below the 
ears. Do not 
crisscross straps.

Place your 
fingertips from 
both hands at 
the top of the 
metal nose clip 
(if present). Slide 
fingertips down 
both sides of the 
metal strip to 
mold the nose 
area to the shape 
of your nose.

If air leaks 
around the nose, 
readjust the 
nosepiece as 
described. If air 
leaks at the mask 
edges, re-adjust 
the straps along 
the sides of your 
head until a 
proper seal 
is achieved.

Putting On The Respirator

Checking Your Seal2

DO NOT 
TOUCH the front 
of the respirator!  
It may be 
contaminated!

Discard in 
waste container.  
WASH YOUR 
HANDS!

Remove by 
pulling the 
bottom strap over 
back of head, 
followed by the 
top strap, without 
touching the 
respirator.

Removing the Respirator

Cómo ponerse y quitarse adecuadamente 
un respirador desechable

LÁVESE BIEN LAS MANOS ANTES DE PONERSE Y QUITARSE EL RESPIRADOR.

Si ha usado con anterioridad un respirador que le ha ajustado bien, use el mismo tamaño, 
modelo y la misma marca.

Revise si el respirador está en buenas condiciones. Si el respirador parece estar dañado, NO 
LO USE. Reemplácelo con uno nuevo.

Evite que haya vello facial, hebras de cabello, joyas, lentes, prendas de vestir o cualquier otra 
cosa entre el respirador y su cara o que esté previniendo la colocación adecuada 
del respirador. 

Siga las instrucciones que vienen con el respirador.1

Los empleadores deben cumplir con la Norma de Protección Respiratoria de OSHA 29 
CFR 1910.134, si los respiradores son usados por personas que están realizando tareas 
relacionadas con su trabajo.

1. Las instrucciones de los fabricantes de muchos respiradores desechables aprobados por NIOSH se pueden 
encontrar en: www.cdc.gov/niosh/npptl/topics/respirators/disp_part/

2. Según las recomendaciones del fabricante

Coloque el 
respirador en la 
palma de su mano 
con la parte que 
se coloca sobre la 
nariz tocando 
los dedos.

Coloque ambas 
manos sobre el 
respirador y aspire 
un poco de aire 
para revisar si el 
respirador se ajusta 
totalmente a 
su cara.

Con las manos 
todavía tapando 
completamente el 
respirador, bote el 
aire por la nariz y 
la boca. Si siente 
que el aire se filtra, 
no hay un ajuste 
adecuado.

Si no puede obtener 
un ajuste y sello 
adecuado, pida 
ayuda o pruébese 
otro tamaño 
o modelo.

Agarre el respirador 
en la palma de la 
mano (con la mano 
ahuecada), dejando 
que las bandas 
caigan sobre 
la mano. Sostenga 
el respirador debajo 
de la barbilla con la 
parte que se coloca 
sobre la nariz 
mirando 
hacia arriba.

La banda superior 
(en respiradores de 
banda única o doble 
banda) se coloca 
sobre la cabeza, 
descansando en el 
área superior de la 
parte de atrás de la 
cabeza. La banda 
inferior se coloca 
alrededor del cuello 
y debajo de las 
orejas. ¡No cruce las 
bandas una sobre 
la otra!

Coloque la punta de 
los dedos de ambas 
manos en la parte 
superior del gancho 
de metal que cubre 
la nariz (si tiene 
gancho). Deslice 
hacia abajo la 
punta de los dedos 
por ambos lados 
del gancho de metal 
que cubre la nariz 
para moldear el 
área y que tome la 
forma de la nariz.

Si el aire se filtra 
alrededor de la 
nariz, reajuste la 
pieza de la nariz 
según lo indicado. 
Si el aire se filtra 
por los lados de la 
mascarilla, reajuste 
las bandas a lo 
largo de la cabeza 
hasta que obtenga 
un ajuste adecuado.

Colocación del respirador

Revisión del ajuste2

¡NO TOQUE La 
parte de adelante 
del respirador!  
¡Puede estar 
contaminada!

Bote el respirador 
en el recipiente de 
deshechos  ¡LÁVESE 
LAS MANOS!

Quítese el respirador 
halando la banda 
inferior sobre la 
parte de atrás de 
la cabeza sin tocar 
el respirador y 
haciendo lo mismo 
con la banda 
superior.

Para quitarse el respirador

CS 207843CS 207843
DHHS (NIOSH) Publication No. 2010-131DHHS (NIOSH) Publication No. 2010-131

ht tps: //w w w.cdc .gov/niosh/doc s/2010 -
131/ p d f s / 2 010 -131. p d f ? i d =10 . 2 6 616 /
NIOSHPUB2010131

Technicians
Customer vehicles may be contaminated. See the COVID-19 stability information above.
Sanitize what you are to touch, touch only what you sanitized, and at the end, sanitize all you touched.

• Technicians must have proper PPE (e.g., nitrile gloves) and must avoid 
cross-contamination across vehicles. Replace gloves when you finish 
working on each car using the CDC’s glove removal guidelines. Use a 
fresh pair for every car (https://www.cdc.gov/vhf/ebola/pdf/poster-how-
to-remove-gloves.pdf).

• Use covers for steering wheels and seats, if available.
• Do not touch any part of your face (eyes, nose, or mouth) or body with 

your gloves or hands.
• Minimize time inside the cabin. Keep windows down to promote natural 

air circulation. Keep the fan inside the cabin o�  as the fan may circulate 
particles inside the vehicle. Note: the virus can be in and on the auto air 
circulation system.

• Do not use the vacuum inside the automobile as it may make infectious 
particles airborne.

• Change uniforms daily. Perform basic hygiene functions (e.g., showering) 
immediately upon returning home and placing clothing for washing.

Respirators/Masks
• Respirators protect from exposure to airborne particles. In healthcare, it 

protects from exposure to biological aerosols, including viruses and bacteria. 
Masks are a barrier to splashes, droplets, and spit. Respirators are designed 
to seal tight to the face of the wearer. Employees must understand that the 
mask may not protect them but may reduce the virus load shed by them, 
in case they are infected but asymptomatic.

• Use N-95 respirators when they become available for use by the public. 
Commercially available respirators require the user to be directed to read 
the packaging on the e� ectiveness & limitations of the respirator and its 
proper usage and maintenance.

• See CDC/NIOSH guidance on How to Properly Put on and Take off a 
Disposable Respirator 

• Take respirator training. OSHA requires all respirator wearers to undergo 
mandatory training, � t testing, and medical evaluation. Some exceptions 
apply under certain circumstances.

• Follow local guidelines. Some local authorities mandate employees and 
members of the public wear face coverings/masks when going out to 
work/outside home.

• Provide free masks for incoming customers and encourage them to wear 
it even if not mandated.  

DISCLAIMER: Information regarding COVID-19 is dynamic and constantly evolving. Check reliable sources, such as www.cdc.gov regularly to keep yourself updated, research other 

areas, and adopt procedures as they deem � t. Even though we have used government sources to prepare this memo, we do not endorse or recommend any for a particular purpose. 

The information provided here is a brief guide for employers and employees to undertake to protect themselves in the workplace. There is no warranty implied or expressed regarding 

the completeness or accuracy of information presented here. The information provided here is not complete and/or exhaustive. Protections such as full-body sealed suits and N95 

respirators will further help reduce risks in the workplace and should be evaluated for use. This memo supersedes all information disseminated earlier.

Employers and employees should understand that the COVID-19 pandemic presents serious life-threatening health risks, and this is guidance on some ways to reduce those risks, 

not eliminate them. This memo is not intended to constitute medical or safety advice or a substitute for the same.  Contact safety consultants, lawyers and medical professionals 

to take the appropriate course of action.

Sam Celly, author, has been assisting dealers with EPA/OSHA regulations for the last 33 years. He received his B.E. (1984) and MS (1986) in Chemical Engineering, followed by a J.D. in 1997.

Your comments/questions are always welcome. Please send them to sam@cellyservices.com.

How to Remove Gloves
To protect yourself, use the following steps to take off gloves

CS 254759-AAdapted from Workers’ Compensation Board of B.C.

1 2

3 4

5 6

7

Grasp the outside of one glove at the wrist.  
Do not touch your bare skin. 

Peel the glove away from your body,  
pulling it inside out. 

Hold the glove you just removed in  
your gloved hand.

Peel off the second glove by putting your fingers 
inside the glove at the top of your wrist.

Turn the second glove inside out while pulling  
it away from your body, leaving the first glove  

inside the second.

Dispose of the gloves safely. Do not reuse the gloves.

Clean your hands immediately after removing gloves.

https://www.cdc.gov/vhf/ebola/pdf/
poster-how-to-remove-gloves.pdf


