
System One Coronavirus (COVID-19) March 25, 2020 
 
Dear Colleagues, 
 
First, we want to extend a sincere and heartfelt thank you to all for your resilience during this unique 
time in our history. As the circumstances evolve during the Coronavirus (COVID-19) Pandemic, we want 
to remind you that your health and well-being are of critical importance to us. While many questions 
regarding the novel Coronavirus remain unanswered at this time, there are practical, commonsense 
ways for you to take care of yourself, protect others, and monitor latest developments. 
 
Based on guidance from the U.S. Centers for Disease Control and Prevention, System One recommends 
that employees: 
 

 Avoid close contact with people who are sick. 

 Avoid touching their eyes, nose, and mouth. 

 Stay home when they are sick, and contact their System One representative to report that they 
will be off sick. 

 Clean and disinfect frequently touched objects and surfaces using a regular household cleaning 
spray or wipe. 

 Wash their hands often with soap and water for at least 20 seconds, especially after going to the 
bathroom; before eating; and after blowing their nose, coughing, or sneezing (if soap and water 
are not readily available, use an alcohol-based hand sanitizer with at least 60% alcohol). 

 Avoid close contact with anyone with fever and cough. 

 If they have fever, cough, and difficulty breathing, seek medical care early and share previous 
travel history with their health care provider. 

  
Keep Informed 
 
To learn more about the novel Coronavirus and keep up with the latest developments, see the About 
Coronavirus Disease 2019 and CDC’s Frequently Asked Questions and Answers webpages. For 
information about handwashing, see CDC’s Handwashing website. 
 
Employees who have questions or concerns regarding this information, or questions relayed to you from 
or at a Client site, should contact with their System One Representative. Or, contact the System One 
Human Resources Team at HumanResources@systemone.com or 412-995-1900. 
 
Workplace Guidance – If You are Feeling Ill or Have Potential COVID-19 Exposure 
  
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 discuss with you 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.  
  
Workplace Guidance – If You Have Questions About Your Client Site 
  
If you work on a Client site and have questions about actions that the Client is taking or if you have been 
notified that you are not to report to work, please reach out to your System One Representative. Your 
System One Representative will try to respond to your questions, or will involve System One HR as 
appropriate. Or, you can contact System One HR directly. 
  
Workplace Measures 
  
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. 
  
Please contact System One Human Resources or your System One Representative with any questions. 
 
Thank you all for your resilience and the hard work that you’ve done in these unprecedented times. We 
want to stress that our highest concern is for your well-being and the well-being of those close to you.  


