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As we anticipate returning to work, CODI has developed the following plan to guide return to 
work operations for DVRS funded services.  CODI is committed to this agreement and has been 
ready to reopen since May 1st.   

CODI's guide is based on COVID-19 Best Practices, as recommended by the Centers for Disease 
Control & Prevention (CDC), Occupational Safety & Health Administration (OSHA), World 
Health Organization (WHO), ACSESS NJ Return to Work Taskforce, as well as county, state, 
and various municipal governments.  

Return to Work  
CODI realized almost from the beginning that fostering the wellbeing of our staff would be our 
number one priority. Our actions went beyond the physical health of staff and the facilities 
throughout which our teams work. This wellbeing was all about people first and included the 
way people were connecting, and the stress and worries staff faced personally and professionally. 
We also recognized that there was a significant connection between organizational wellbeing and 
risk management and that we needed to develop concrete action steps to foster and assure 
physical and emotional wellbeing. The information below outlines what has been done to date to 
help ensure a successful return to work transition.  

Health and Safety Measures 
The following measures have been implemented to mitigate the risk of infection: 

• Before resuming operations, staff will review and sign the attached acknowledgment of 
COVID-19 Health and Safety Responsibilities. 

• Leadership developed, revised, or enhanced the following policies and plans to include 
COVID-19 specific procedures/responses: 

a. Infection Control and Personal Protective Equipment Policies- included 
supplying personal protective equipment to consumers 

b. Visitors and Guests Policy- added requirement of visitors to wear personal 
protective equipment (PPE) and observe all safety protocols 

c. Telecommuting Policy- developed policy and process to provide remote services  
d. Virtual Meetings Policy- developed policy and process to meet virtually 
e. Risk Management Plan- added social distancing measures, PPE procurement 

strategies, infection control strategies 
f. Accessibility Plan- enhanced communication and training for consumers and 

staff by initiating virtual meetings 
g. New Hire Recruiting, Interviews, and Onboarding – developed procedures and 

protocols to complete critical business remotely   
h. COVID-19 Response Plan- Developed organizational and departmental 

strategies for responding to the pandemic as well as returning to work.    
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i. Strategic Plan- amended strategic plan to include new business strategies to 
enable long term fiscal viability and service provision.  

j. Business Continuity Plan- adapted and tested various business strategies such as 
virtual training for consumers, telecommuting, virtual onboarding for new hires, 
and daily virtual departmental meetings.    

• Installed high-efficiency air filters in HVAC systems. 
• Installed commercial grade in duct UV filtration system on HVAC units.  
• CODI has a service contract with a local HVAC System vendor to perform ongoing 

preventative monthly maintenance for HVAC system as well as the UV filtration system 
until COVID restrictions are lifted. 

a. Funded significant redesign/reorganization of Outsource Center and ATS totaling 
$60,000 in facility upgrades to ensure social distancing requirements while 
maintaining contracted level of capacity. (See attached facility layout) 

b. Redesigned Outsource Center to provide an office for production supervisors off 
the main production floor. 

c. Redesigned Outsource Center to include isolation/sick room.   
d. Purchased six-foot tables and assigned two consumers per table at opposite ends. 

Placed tables six feet apart to maintain social distancing. 
e. CODI recognizes the importance of using soap and water for handwashing.  Staff 

will continue to routinely reinforce using soap and water to discourage the 
overuse of hand sanitizer.  In the event staff or consumer chooses to use hand 
sanitizer, sanitizer will be available at each workstation.  

f. Designated one-way walking paths for common traffic areas.  
g. Designated doorways are “entry only” (double blue door) and “exit only” (side 

door to parking lot) will be used.   
h. Redesigned jobs to ensure duties are completed by one person, thus alleviating 

passing materials from one person to another.  Previous time studies will not need 
to be recalculated as tasks are listed separately. 

• Lunch 
a. Consumers and staff will be required to remain on-site for lunch for the first 

month after return to work.  No food take out/deliveries will be made to CODI.  
Consumers will be required to provide lunch or purchase lunch through CODI's 
kitchen.  If lunch is forgotten, lunch will be provided. 

b. Water fountains, microwaves, and refrigerators are off-limits to eliminate 
touchpoints. 

c. Until water fountains are permitted to be used, bottled water will be provided by 
CODI at no cost to consumers. 

d. Lunch will be eaten at workstations. 
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e. Lunchtime will be expanded from 30 minutes to 45 minutes providing five 
minutes before and five minutes after lunch to disinfect workstations and wash 
hands.  Also, consumers and staff will be encouraged to participate in a five-
minute stretch, relax, and refocus activity before returning to work. 

f. Consumers must maintain proper social distancing while on breaks, including the 
designated smoking area. 

g. Communal sharing of food will be prohibited. 

• Lockers are off-limits until social distancing measures are loosened.  Personal belongings 
can be stored under workstations.  CODI will provide storage containers at consumer's 
request. 

• Meetings  
a. While redesigning the Outsource Center, a designated meeting area was added.    
b. Meetings and group sessions will be conducted using social distancing measures.   

• Restrooms  
a. Consumers and staff must disinfect hands for 20 seconds using soap and water.  
b. Restrooms must stay sanitary. Therefore, restrooms and high touch areas will be 

disinfected before and after work day and break by designated staff. (See attached 
schedule) 

c. Installed touch-sensitive lights by restrooms, which indicate when restroom is in 
use.  Restrooms will be limited to single occupancy.  Consumers will be 
instructed and reminded with a sign next to lights to turn light on and off with 
elbow, instead of hand. 

d. Installed touch-sensitive 20 second hand washing timers in restrooms 
e. Installed disinfectant wipe stations by restroom doors and in restrooms with signs 

instructing use after touching faucets and doorknobs. 

• Signage- Placed signage throughout the facility to remind consumers and staff of proper 
preventative measures including: 

a. Mask must be worn  
b. How to wear a mask 
c. Temperature check required 
d. Proper use of PPE 
e. Handwashing 
f. Social distancing requirement 

• Demarcation lines 
a. Entry for temperature checks 
b. Workstation boundary lines 
c. Restroom 
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d. Lunch line 

• Deliveries 
a. Consumers will not assist staff or customers with deliveries or drop-offs. 
b. Shredding services resumed with curbside drop-off only. 
c. Staff will not receive items directly from delivery personnel.  Staff will request 

driver to place items down and back away. 
d. If a CODI-owned hand truck is used by delivery personnel, staff will disinfect 

immediately after use.  
e. CODI truck driver will disinfect cab of truck after each use. 

• Transportation 
a. CODI will not be providing transportation services upon reopening.  However, 

based on phone outreach with consumers and service team (guardian, family 
members, and primary caregiver), many have alternative means of transportation.  
If transportation services resume, drivers will follow required COVID-19 safety 
protocols. 

a. 6/7/2021- CODI resumed limited transportation to consumers with no 
alternative means of transportation.  Driver and passengers follow required 
COVID-19 safety protocols. 

i. Cloth facemask shall be in place covering nose and mouth at all 
times while in a CODI owned and operated vehicle. 

ii. Driver shall have extra facemasks if facemask should become 
unusable. 

iii. Temperature shall be taken by driver before consumers board 
vehicle.  

iv. Consumers are positioned no less than three feet apart. 
v. Driver disinfects vehicle after each use. 

b. VP of OES has engaged in dialog with Access Link and Atlantic County 
Transportation ahead of an opening date to discuss capacity, safety, and schedule. 

c. CODI will continue to work with third-party transportation providers, 
stakeholders, and guardians to encourage reduced capacity and use of face masks 
for all modes of transportation. 

CODI has implemented the following changes in policy and procedure related to COVID-19: 

• Minimized contact among consumers and staff by replacing face-to-face meetings with 
virtual communication. 

• Provided ongoing communication to consumers and staff, ensuring up-to-date education 
and training.  

• Trained consumers and staff on proper use of personal protective equipment (PPE).  
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Hazard Assessment of the Workplace 
On September 21st and 22nd, CARF surveyors completed the accreditation process for our EE, 
ATS, and Residential Programs. An extensive amount of time, energy, and effort was dedicated 
to ensuring our Organizational Employment Services are ready to reopen safely. While the 
results of the survey are not official, CODI was advised during the exit interview that CODI’s 
facility, as well as policies, plans, and procedures related to COVID-19, Health, Safety, Risk 
Management, and Compliance, meet CARF Standards.   
 
As was previously recommended, CODI forwarded our COVID-19 DVRS Return to Work Plan 
to a representative from the Atlantic County Department of Health and requested Plan input. We 
sent two additional requests for assistance; however, we have not received a response, only read 
receipts previously forwarded to you.    
 
While CODI is more than willing to have a NJDOL On-Site Consultation, timing is problematic. 
CODI voluntarily had the assessment completed previously.  It should be noted it took two years 
for the inspection to take place.  

Safe Work Practices 
In addition to training and restructuring work areas, CODI has instituted the following safe work 
practices:  

• Provided resources and a work environment that promotes personal hygiene. (i.e., 
Provide tissues, no-touch trash cans, hand soap, alcohol-based hand sanitizer, 
disinfectants, and paper towels for consumers and staff to clean their work surfaces). 

• Required regular hand washing.  Consumers and staff will wash hands when they are 
visibly soiled or after removing any PPE.   

• Installed additional hand sanitizers throughout the building.  

Personal Protection Equipment (PPE) 
CODI recognizes that PPE will play a significant role in ensuring successful COVID-19 re-entry.  
Standard precautions and procedures will be followed as with other infectious diseases.  At the 
inception of the pandemic, CODI applied for and received a significant grant for $40,000 to fund 
PPE and sanitation supply expenditures.  Thanks to this grant, CODI anticipates covering costs 
associated with PPE purchases.  CODI will provide the following as needed at no cost to staff or 
consumers: 

1. Facemasks must be worn at all times while in CODI facility.  The only exception to 
wearing a mask is if working alone in a private office or while eating.  Consumers and 
staff are strongly encouraged to wear a facemask brought from home; however, if mask 
breaks, becomes soiled, or is forgotten, a mask will be provided by CODI.    

2. Surgical masks will be issued to: 
a. Consumers and staff if symptoms present during the day.  
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b. Staff providing medical assistance who need to stay with consumer for an 
extended period.  

3. Face splash shields will be issued to: 
a. Consumers or staff with anxiety or respiratory issues preventing use of standard 

PPE. 
b. Staff working with consumers who rely on reading lips to communicate. 

4. Gloves made of latex, nitrile, or vinyl will be issued to: 
a. Maintenance and kitchen staff. 
b. Consumers and staff using cleaning/ disinfecting products. 

5.     Disposable gowns will be issued to staff attending consumers in isolation room. 

Outsource Center Wellness Monitoring  
Outsource Center consumers and staff will be required to complete a temperature check upon 
entering the facility.   

1. CODI has purchased a non-contact body temperature scanner to be used by consumers 
and staff upon entry.  Upon arrival, consumers and staff must approach scanner and have 
temperature evaluated.  The body temperature scanner combines artificial intelligence 
and thermal imaging technologies to determine a person's temperature in 0.1 seconds, 
and within +/-0.5° F.   Scanner announces if temperature is within or outside of 
acceptable range.  Scanner does not require a staff member to be trained to perform 
screening.  Staff will be stationed at entrance to assist as needed.   

2. Consumers or staff appearing to have acute respiratory illness symptoms (i.e., cough, 
shortness of breath) or exhibit a fever upon entrance will immediately exit the building 
and return home. If this is not possible, consumer will be required to remain in the 
isolation room until arrangements to return home are completed.     

3. Non-essential visitors are prohibited at CODI properties until social distancing measures 
are relaxed.  All essential visitors must wear PPE, follow social distancing guidelines, 
and complete temperature checks upon entering the facility.  Emergency personnel is 
excluded from above requirements. 

Procedures for Suspected Infection  
Using contact tracing, CODI will assess hazards that consumers and staff may have been 
exposed to, evaluate the risk of ongoing exposure, and implement additional controls to prevent 
further exposure. 

1. Isolation 
a. Identification and isolation of potentially infected individuals is a critical first step in 

protecting consumers, staff, and others. 
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b. Staff will immediately isolate individuals exhibiting symptoms related to the COVID-
19 virus.  As previously noted, an isolation room was included in Out Source Center 
redesign.   

c. Consumers and staff will wear a surgical mask to limit respiratory secretions. 
d. Isolation area will be restricted to staff, consumers, and EMT.  
e. Isolated individuals are required to leave the worksite as soon as possible. 
f. Isolated individual will not be permitted to return to work until all three of the 

following are attained: 
i. Fever-free (100.4° F) for at least 72 hours (three full days) without the use of 

fever-reducing medication such as acetaminophen or aspirin. 
ii. Other symptoms (cough or shortness of breath) are gone without the use of 

symptom-altering medicines (e.g., cough suppressants). 
iii. At least ten (10) days have passed since symptoms first appeared, and have 

tested negative for COVID-19.  
2. Identification 

a. If consumer or staff is confirmed to have COVID-19 infection, consumer or staff will 
immediately notify CODI.  CODI will inform consumers and co-workers of their 
possible exposure to COVID-19 while maintaining confidentiality as much as 
possible.   

b. Outsource Center staff will complete CIR/UIR and notify President/CEO and 
Director of Risk Management/Operations who serves as CODI’s COVID-19 
coordinator. 

c. CODI will track positive COVID-19 cases among consumers and staff, including 
their status (i.e., isolation, quarantine, medically cleared, etc.).   

3. Deep cleaning & decontamination will be automatically triggered when consumer or staff 
member tests positive for COVID-19 or exhibited signs and symptoms.  CODI facilities 
and programs have remained open and operational throughout the pandemic. As a result, 
disinfecting protocols and extensive cleaning have been occurring since mid-March. 
CODI uses the same procedures used by our maintenance crew to disinfect and 
decontaminate the 25 state set-aside cleaning contracts we complete daily including 
county office buildings, county courthouse, 177th Air National Guard Base, and Stockton 
State University. Also, CODI has spent over $40,000 ytd. to facilitate upgrades to 
cleaning and disinfecting equipment, products, and PPE.  The following steps will occur: 

a. Affected area will be closed off 
b. Outside doors and windows will be opened to increase air circulation 
c. HVAC systems will not be deactivated as these systems tend to provide better 

filtration capabilities and introduce outdoor air into the areas that they serve   
d. Disinfecting/ decontaminating of all affected areas will occur 24 hours after 

notification of positive COVID-19 test with Nano Blue Light Atomizer 
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Operational Considerations  
Throughout the past two months, CODI staff has conducted informal phone surveys of 
consumers and service team members.  Based on ongoing feedback, we do not anticipate the 
need for remote services at this time.  The overwhelming response we received was that 
consumers and families are anxiously awaiting returning to work.  After explaining the required 
return to work procedures, minimal concern over unaddressed potential risk was received.  If 
consumer cannot return, staff will contact local DVRS office for guidance.  Staff may also assist 
consumers with obtaining and transitioning to other services.  

Return to work is based solely on the consumer and service team's desire to assist consumers in 
returning to work and completion of the Return to Work Acknowledgement (see attached).  The 
agreement outlines safety measures that consumers must follow to transition back to work.  
Return to work will not be based on production rate or any other method which excludes service 
provision. 

CODI will maintain ongoing communication with the consumer and service team regarding 
policies, procedures, and protocols and coordinate services to ensure a smooth transition back to 
the EE program.  

Upon reopening, daily briefings will be held at the beginning of each day with consumers and 
staff to reinforce wellness and safety practices and address individual concerns. 

Ongoing Consumer Communication and Staff Support  
Staff has been informing consumers and the service team of anticipated changes in service 
delivery on an ongoing basis.  During phone conversations and remote training, consumers are 
made aware of what to expect when they return to the facility.  Consumers have been asked how 
the pandemic has affected them and how their lives have been changed or altered.  These 
questions were asked to determine what additional supports if any, the agency could provide to 
assist consumers with a successful transition back to work.  Based on responses, CODI 
understands some consumers may require time to transition back to work and may need 
additional behavioral supports and reinforcement compared to what was required before 
COVID-19.  CODI does not anticipate hiring additional staff.  Existing Outsource Center 
counselors and supervisors will provide additional support as needed through training and verbal 
prompts to ensure a smooth transition.  If consumer exhibits symptoms of anxiety from returning 
to work that is severe or reoccurring beyond what can be addressed in the work environment, 
staff will contact service team to determine action steps to minimize negative impact of 
transition. Also, peer support groups will be formed to provide a forum for the exchange of 
feelings and ideas.  Peer Support groups will run daily at lunchtime for 30 to 90 days based on 
need.  In addition, staff will facilitate groups on coping with fear and anxiety, adjusting to 
change, use of PPE, and hygiene requirements. 
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Training 
Almost since the inception of the pandemic, CODI has been providing training related to 
COVID-19.  Training includes general guidelines for social distancing, infection control, proper 
disinfection procedures, infection protocols, and proper use of PPE.  CODI will continue to train 
consumers and staff on occupational exposure to COVID-19, sources of exposure to the virus, 
hazards associated with exposure and not practicing social distancing, and appropriate workplace 
protocols in place to prevent or reduce the likelihood of exposure.   

Training also includes when to use PPE, what PPE is necessary, how to use PPE properly, how 
to properly dispose or disinfect, how to wash and wear cloth facemasks, inspect for damage, and 
maintain PPE, and the limitations of PPE. 

EE staff has been utilizing the ‘WhatsApp’ app to maintain visual and audible contact with 
consumers.   During virtual training, staff has been preparing consumers by showing them the 
thermal scanner, the new workstation set-up, how to safely use restrooms, how to sanitize tables 
and equipment, and social distancing requirements.  Staff has given instructions on how to wear 
and wash a mask properly, and consumers have been encouraged to get used to wearing a mask 
for an extended period.  During training, consumers have demonstrated how they place the mask 
on their face and have been consistently reminded that masks are required.  Proper use and 
washing instructions are also posted on CODI’s Facebook page and website (see attached).      

Staff has stressed to consumers that physical contact of any kind, such as hugging or shaking 
hands, will not be permitted.  Hugging has always been discouraged in an attempt to maintain a 
professional work environment.  We recognize that as difficult as this will be after being apart 
for months, it is essential for everyone's health and safety. 

Community-Based Work and Activities 
Supported Employment/ EE Hybrid - Supported Employment staff has worked remotely 
whenever possible. However, Supported Employment staff has coached consumers at job sites 
while routinely using PPE, practicing social distancing, and disinfecting work vehicles upon 
entry and exit. These practices will continue until further notice. 

CODI staff has expressed readiness and willingness to serve consumers in their full capacity as 
soon as consumers return to CODI.  CODI’s EE team is ready and willing to adhere to the 
aforementioned guidelines, and CODI is committed to working with DVRS to ensure a 
successful Transition/Return to Work.    

 

Addendums: 
1/1/21- HVAC maintenance changed to quarterly.  

3/17/2021- Consumers were permitted to go off-site for lunches.  Extended past one month 
because of community infection rate. 
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Effective May 14, 2021 

Per CDC guidelines CODI is updating the following policies for vaccinated individuals. 

Quarantine and Testing Requirements: 

• Fully vaccinated consumers and staff that have been around someone who has COVID-
19, do not need to quarantine, or get tested unless experiencing symptoms. 

o Residential consumers living in group homes that have been around someone who 
has COVID-19 should still get tested, even without symptoms. 

Travel Restrictions: 

Fully vaccinated consumers and staff no longer need to quarantine or get tested before/after 
domestic travel if fully vaccinated or have clinically recovered from COVID-19 in the past three 
months. 

 

New Jersey continues to strongly discourage all unvaccinated individuals from engaging in 
non-essential interstate travel at this time. 

Unvaccinated staff or consumers returning from any U.S. state or territory beyond the 
immediate region (New York, Connecticut, Pennsylvania, and Delaware) must self-quarantine 
following recommendations from the CDC: 

• If travel is unavoidable, travelers should consider getting tested with a viral test (not an 
antibody test) 1-3 days before the trip and again 3-5 days after the trip. 

• If traveler test positive, self-isolate for at least 10 days  

• If traveler test negative, quarantine for a full 7 days after travel. 

• If testing is not available (or if the results are delayed), quarantine for 10 days after 
travel. 

 

6/7/2021- CODI offers limited transportation consumers with no alternative means of 
transportation. Cloth facemasks worn and temperature taken before boarding van. 

6/11/2021- Single occupancy bathroom requirement lifted. 

6/14/2021- Non-essential visitor restriction removed.  Masks are required. 

6/14/2021- Reopened shredding and auto detailing to public. 

https://www.cdc.gov/coronavirus/2019-ncov/travelers/travel-during-covid19.html
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6/28/2021- Water cooler and microwave available for use, wipes placed, consumers instructed to 
disinfect before and after use. 

6/28/2021- Lockers are available for use. 

7/28/2021- Fully vaccinated people who have a known exposure to someone with suspected or 
confirmed COVID-19 to be tested 3-5 days after exposure, regardless of whether experiencing 
symptoms. 

9/7/2021- Per EO 252 Mandatory testing of unvaccinated staff began.  COVID-19 Testing Policy 
distributed to all unvaccinated staff and managers.  Policy was added to Universal Policies. 

9/20/2021- CODI received a CLIA waiver and began in house testing for staff for partially 
vaccinated staff and for exposed staff and consumers in group homes.  COVID-19 In House 
Testing Policy distributed to Residential Managers and Leadership. 

10/6/2021- CODI began testing all unvaccinated newly hired staff at New Hire Orientation.    
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