
 

COVID-19 Reopening Safety Plan  

  

 Physical Distancing 
 

Ensure 6’ distance between personnel unless safety or core function of the work 
activity requires a shorter distance. Any time personnel are less than 6’ apart from one 
another, personnel must wear acceptable face coverings.  
 
Signage will be used to post social distancing requirements and safety guidelines 
for staff and visitors. Markers or tape will be used to denote 6’ of spacing and 
directional flow in applicable areas on site.  
 
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,  
occupancy will be kept under 50% of maximum capacity.  

 

 Elevator should be limited to 1 person at a time, or 50% capacity (6) with face 
masks.  

 Restrooms limited to 1 person at a time. Face masks are required. 

 Coatroom will remain closed.  

 Supply closets limited to 1 person at a time. 

 Copy room limited to 1 person at a time. 

 Offices limited to 1 person at a time, or 2 people wearing face masks. 

 Entry Vestibule limited to 2 people at a time, face masks required. 

 Small Galleries are limited to 3 people at a time, face masks required.  

 Clay Studio limited to 4 people, two in wheel room and two in wet studio. Masks 
required.  

 Stairwells, gift shop & Gallery Julius will be marked to indicate directional 
flow. Social distancing to be observed and masks are required.   

 
Point of Sale/Reception Areas 

 Sneeze guards to be installed at reception desk and shop counter. 

 Contactless payment systems should be the priority form of payment. 
o Online pre-payment for admissions, registrations, memberships, 

donations. 
o Accept credit card payments over phone. 
o Encourage use of Apple Pay and other smart phone payment apps. 
o Encourage use of contactless credit card payments through Square. 

 Minimize cash exchanges.  
o Encourage exact change. 
o Have cash deposited on designated tray; do not receive cash directly 

from payee 
o Sanitize or wash hands after cash or credit card transactions. 



 Sanitize counter surfaces after transactions or contact 

 Remove brochure displays and provide information through signs and on our 
website. 

 Eliminate physical exhibit checklists and make available on our website.  

 Encourage no touching in shop; offer curbside pickup. 
 

           Occupancy 
 Public occupancy for exhibits, classes, and programs will be limited to ensure 
 compliance  with social distancing requirements.  Reservations will be recommended 
 for visitors to  exhibitions. Advance registration will be required for classes or events. 

 Galleries will be limited to 3 people in small galleries, 20 people in main gallery, 
and 6 people in Davis Gallery. 

 Shop will be limited to 2 people. 

 Basement Classroom limited to 12 students for workshop set-up 

 Wet studio limited to 6 people.  

 Clay Studio limited to 3 people. 

 Sewing Studio limited to 16 people 

 Offices will be limited to one staff person each. 
    

               Limit in-person gatherings as much as possible.  

 Use tele- or video-conferencing whenever possible.  

 Essential in-person gatherings (e.g. staff meetings) should be held in       
               open, well-ventilated spaces with appropriate social distancing among       
               participants. 

 
Limit inside deliveries and establish designated areas for pickups and deliveries to        
the extent possible.   

 Wear gloves and/or wash hands after handling mail or packages. 

 If signature is required, use sanitized stylus or pen.  

 Packages should remain unopened for 48 hours when possible. If needed 
sooner, wipe down package with approved sanitizer. 

 Under no circumstances should antibacterial cleaner be used on any artwork 

 Incoming and outgoing Mail will be deposited in the outside mail box.  

 Packages are to be received outside when possible. 

 Packages are to be taken immediately to designated holding areas.  
 

  Pickup and delivery of Artwork should be by appointment or during designated hours.         
  Artwork should be received outdoors with limited contact. 

 Wrapped artwork is to be taken directly to designated storage area.  

 Receipts are to be emailed to artists to avoid contact required by signature.  

 If it is necessary for artist to assist with inside delivery for any reason, both artist 
and staff are required to wear masks.  

 Use hand sanitizer after handling artwork. 
 

              

Protective Equipment & Supplies 

The Schweinfurth Art Center will provide required equipment and supplies for personal   
protection and sanitation in compliance with CDC guidelines. See Attachment A for      
approved sanitizers. Supplies include disposable facemasks and gloves, hand sanitizer, 



and anti-bacterial spray cleaner and wipes. Hand sanitizer will have at least 60% alcohol 
content.  

 Face coverings must be cleaned or replaced after use or when damaged or 
soiled. They may not be shared and should be properly stored or be properly 
discarded at the end of each shift, or more frequently as needed.  

 Hands-free hand sanitizer dispensers will be located on every floor for public 
use. 

 Staff will be provided with hand sanitizer & anti-bacterial wipes for their 
personal workspace. 

 Disposable utensils, plates, and cups will be provided in the kitchen. 

 Hands free trash receptacles and soap dispensers will be provided in 
restrooms. 

 

    Hygiene and Cleaning.  
 The Schweinfurth Art Center will ensure employees comply with hygiene and  
           cleaning requirements of the Centers for Disease Control and Prevention (CDC) and  
           NYS Dept. of Health (DOH) 
 

 The Schweinfurth Art Center will provide and maintain hand hygiene 
stations for personnel and visitors, 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. 

 Sinks are located on each floor and will be supplied with soap and paper 
towels for handwashing. They are located in the restrooms, the basement 
wet studio, and the second floor sewing studio. Signage will be posted 
promoting proper hand washing procedure. 

 Hand sanitizer with at least 60% or more alcohol content will be available 
near the front entrance on the main floor, in the basement classroom, and 
near the elevator and stairwell on the second floor.  

 
 The Schweinfurth Art Center will conduct regular cleaning and disinfection at least  
 after every shift, daily, or more frequently as needed. 

 An approved CDC cleaning agent will be used on all common surfaces. 

 Entry door handles and glass, stair rails, elevator controls, and other 
common surfaces will be sanitized multiple times throughout the day, based 
on occupancy. 

 Reception and sales countertops will be sanitized after each transaction. 

 Pens, pencils, and styluses will be sanitized for reuse. 

 The water fountain will be disabled. 

 Toilet room fixtures will be sanitized 2 times per shift. 

 Staff is responsible for sanitizing their own offices. 

 There will be no sharing of common materials in art classes. Students will be 
assigned their own supplies, to be used for the duration of the class. 

 Tables, chairs, and equipment used in classrooms will be sanitized once a 
day, after use. 

 
            Staff shall limit the sharing of objects and discourage touching or, when in contact with    
            shared objects or frequently touched areas, wear gloves; or sanitize or wash hands  



            before and after contact. Shared objects and equipment should be sanitized after each   
  use. 
 
            Commonly shared objects/equipment: 

 

 Copier  

 Postage Meter  

 Cash register  

 iPad 

 CC Terminal 

 Personal computers are not to be shared. Employees are responsible for 
sanitizing their own desks and related objects at least daily. Employees are 
not to touch anything in the offices of other colleagues without permission. 
Employees may not leave personal belongings in common areas. The 
shared Reception desk, computer, phone and related objects are to be 
sanitized after each user. Users are to wash hands before and after each 
shift at the front desk or shop counter.  

 Refrigerator use is restricted to staff only. Items should have employees 
name or initials. Wear gloves or wash hands before and after using. 

 Kitchen Supplies will be limited. Staff will be assigned their own space for 
essential items. Staff is to wash hands before and after kitchen use. Staff is 
responsible for washing their own dishes and utensils and putting them 
away after each use. Use of the kitchen will be limited to one person at a 
time. After use of the kitchen, staff will sanitize the table, counter tops, and 
any equipment used such as coffee maker, teapot, stove, etc. Use of 
kitchen is restricted to staff only. 

 Unnecessary handling of stock Office Supplies is to be avoided. Once 
items are removed from storage or original packing, they should not be 
returned unless sanitized. Employees should maintain their own supply of 
basic needs including letterhead and envelopes, pens, pencils, tape etc. 

 Reusable items including pens, pencils, clipboards, stylus etc. should be 
sanitized and re-used.  A container for “clean” and “used” 
pens/pencils/stylus should be available at the front reception desk, with 
“used” items being sanitized daily, and returned to “clean” container.  

 Staff will be responsible for sanitizing their own telephones routinely. If 
using the common phones at the kitchen, front desk, or shop, wash hands 
first and sanitize after use 

 
The Schweinfurth Art center will maintain cleaning logs noting the date, time and 
areas/equipment cleaned. (Attachment B)  

 The Custodian will be responsible for maintaining the cleaning log. 

 The Staff is responsible for cleaning their personal workspace 
including desk, phone, computer, file cabinets and any other personal 
equipment or property. 

 Staff is responsible for sanitizing communal equipment, supplies, 
and other equipment after use.  

           

 Communications  
 The following procedures will be in place to ensure communications with staff and public. 



 Signage will be posted throughout the site to remind personnel to adhere 
to proper hygiene, social distancing rules, appropriate use of PPE, and 
cleaning and disinfecting protocols.  

 Signage will be posted at the entrance and in other public areas throughout 
the facility to convey requirements for social distancing, facemasks, and 
good hygiene for visitors. 

 The Schweinfurth Art Center Reopening Safety Plan will be available on 
the Schweinfurth website.  

 Safety requirements for visitors will be posted on the same website and at 
the entrance of the Art Center. 

 The website will be updated as needed. Updates will be communicated 
through social media. 

 

          Contact Tracing 
          The Schweinfurth Art Center will maintain a continuous log of every person, including 
 workers and visitors, who may have close contact with other individuals at the Art Center; 
 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. 

 The Administrative Coordinator will be responsible for maintaining the log, with 
support from other staff. 

 The log will be kept at the front desk. 
   

 Health Monitoring 
 Employees are required to do a health self-check every morning that is emailed to 

the Administrative Coordinator. (Attachment C)  

 Staff are encouraged to have the COVID-19 test before returning to work. 

 Staff are required to have the COVID-19 test before returning to work if they have 
been exposed to the virus or if they have any symptoms of the virus. 

 
 If a worker tests positive for COVID-19, Schweinfurth Art Center will 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.  

 The Art Center will comply with requirements for quarantine and isolation.  

 Employees are required to stay home if they experience any of the common 
symptoms of COVID-19 or otherwise feel unwell. 

 Employees are required to notify the Executive Director if they have tested positive 
or if they have been exposed to someone who has tested positive.  

 The Executive Director will be responsible for notifying state and local health 
departments of any worker that tests positive.  
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    APPENDIX B  



 
CLEANING LOG: SCHWEINFURTH ART CENTER 
 
DATE:                 TO                   
 

AREA WEEKDAY 

 
 

Common Areas SUN MON TUES WED THURS FRI SAT Mid/End of Day 
Sanitation  

Sinks         

Counters         

Fridge         

Cabinets         

Microwave         

Drawer Handles         

         

Bathrooms         

Sinks         

Toilets         

Paper Towel Dispensers         

Soap Dispensers         

         

Point of Sale         

Keyboards         

Counters         

         

Common Use Items         

Door Knobs and Handles          

Entry and Exit Locations         

Deliveries and Outgoing (Packages, etc…)         

 



 

 

 

APPENDIX C 



Date in the building

Fever over 100 degrees

Coughing

Shortness of breath

Sore throat

Runny nose

Loss of sense of smell or taste

Within 6’ of someone diagnosed with COVID 19

Within 6’ of anyone quarantined within last 14 day

No to all of the above

Please answer every question with yes or no.

If yes to any question, contact Donna Lamb to 

arrange for allowed time off or authorization to 

work from home.
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