
System One Coronavirus (COVID-19) March 11, 2020 
 
Dear Colleagues, 
 
We are continuing to monitor developments from the Coronavirus (COVID-19) outbreak and the recent 
spread in the United States. As new cases of COVID-19 in the United States are continuing to be 
reported, we are updating our action plans to address employee concerns in the workplace as well as 
ensuring complete information and workplace safety. The following are guidelines that should be 
followed by all employees at Client sites or at offices of System One and its Divisions. 
 
Awareness 
 
We encourage all employees to exercise increased awareness and precautions to safeguard their health. 
We understand you may encounter people outside the workplace who may have traveled to affected 
areas, or in areas where there are community spread reports and you may have concerns. Please 
familiarize yourself with the symptoms of the virus: 
 

 Coughing 

 Sneezing 

 Fever 

 Shortness of breath 

 Difficulty breathing 

 Early symptoms such as chills, body aches, sore throat, headache, diarrhea, nausea/vomiting, 
and runny nose. 

 
The Center for Disease Control and Prevention and the Occupational Safety and Health Administration 
(CDC) recently issued guidance on steps to mitigate the spread of COVID-19 and can be found by 
accessing the Frequently Asked Questions: https://www.cdc.gov/coronavirus/2019-
ncov/downloads/2019-ncov-factsheet.pdf. As well as directly on the CDC website: 
https://www.cdc.gov/coronavirus/2019-ncov/index.html. 
 
The World Health Organization's (WHO) standard recommendations for the general public to reduce 
exposure to and transmission of a range of illnesses are as follows, which include hand and respiratory 
hygiene, and safe food practices: 
 

 Frequently clean hands by using alcohol-based hand sanitizer or soap and hot water; 

 When coughing and sneezing cover mouth and nose with flexed elbow or tissue – throw tissue 
away immediately and wash hands; 

 Avoid close contact with anyone with fever and cough; 

 If you have fever, cough and difficulty breathing, seek medical care early and share previous 
travel history with your health care provider; 

 When visiting live markets in areas experiencing cases of Coronavirus, avoid direct unprotected 
contact with live animals and surfaces in contact with animals; 

 Avoid consumption of raw or undercooked animal products. Handle raw meat, milk or animal 
organs with care, to avoid cross-contamination with uncooked foods, as good food safety 
practices require. 

 



Workplace Guidance 
 
If you develop a fever or any other symptoms associated with COVID-19, and you have reason to believe 
that you may have been exposed to; or come in contact with someone who has the Coronavirus, do not 
to report to the office or to Client site. In those cases, and if you feel ill, stay home and contact your 
healthcare provider. 
 
Employees are required to report any confirmed or suspected exposure to COVID-19 or any diagnosis of 
Coronavirus to System One’s Human Resources Department immediately. System One, and our Clients, 
reserve the right to send employees home who report to work exhibiting any flu-like symptoms that 
may be associated with the Coronavirus, in order to minimize the risk to others in the workplace. HR or 
your manager will advise you on the options available, whether to take leave, time away from work or 
work remotely, if permitted. If you are traveling for business while you exhibit symptoms, please contact 
HR so we can assist in working with appropriate medical professionals to ensure your health and 
wellness.  
 
At System One sites we are taking these and other additional precautions to ensure the health and 
safety of our employees, and we are working closely with many of our Clients regarding their action 
plans for Coronavirus. In the wake of this outbreak, System One offices are also making efforts to 
contact their cleaning service providers and or building management teams to ensure that we have a 
heightened awareness of office cleanliness needs, supplies as well as any building protocols for common 
areas. 
 
Travel 
 
For any planned personal international travel, notify System One HR of your plans. In addition, given the 
rapidly changing conditions of the outbreak, you will need to check in with System One HR upon your 
return and prior to reporting to any System One or Client site. Depending on circumstances, 
international travel to affected areas or those with any flu-like symptoms may result in an employee 
having a self-quarantine period upon return; this is currently assumed to be 14 days.  
 
Please check the CDC site for update travel advisories or travel bans. If you are traveling to a location 
where there is a travel advisory or outbreak, please contact your manager or System One HR. This will 
enable us to understand whether there are any policies at your site, which could include, upon your 
return, a self-quarantine period where you are not permitted to report to the work location; this is 
currently assumed to be 14 days.  
 
Business travel on behalf of System One, or its Clients, is prohibited to any areas that are under CDC 
level 3 travel advisory or higher. System One is also limiting business travel to areas that are under CDC 
level 2 travel advisory. Contact System One HR if you are asked to travel for business to these areas.   
For business travel to areas where there are no travel advisories currently in effect, but where there 
may be reports of confirmed cases of Coronavirus, we are asking to use your judgment to decide 
whether travel is necessary or if the tasks can be accomplished with virtual meetings. We will continue 
to monitor the situation and advise you if this guidance changes.  
 
Contact Human Resources if you, or anyone you are in close contact with, have traveled on a cruise in 
the last 14 days. Or, if you have traveled recently for business, or personal, reasons to areas where there 



are newly enacted states of emergency due to community transmission. At that time Human Resources 
will provide further direction and instructions received from our client sites. 
 
Self-quarantine guidelines above will apply to any employee who has close interaction with family 
members returning from areas with travel advisories and employees who have been in contact with 
someone who may have been exposed or diagnosed with COVID-19. 
 
On Client Sites 
 
All of the guidance and instructions above apply to System One employees at Client sites, particularly 
informing your manager and System One HR of potential exposure or concerns. If you are contacted by a 
Client regarding their site action plans, information on the Coronavirus or related precautions, please 
promptly forward that information to your manager and System One HR.   
 
Client sites may provide you with questionnaires for access regarding your travel to any level 3 or level 2 
CDC Travel Warning areas, as well as your exposure to anyone with the Coronavirus or your own 
individual exposure, as part of their action plans. If you are denied access or sent home from a Client 
site, contact your manager and System One HR immediately. In the event that a Client notifies you that 
it plans to close its facility or require employees to work remotely, please notify your manager and 
System One HR. 
 
We will work closely with our Clients and managers and keep you informed of any updates. 


