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Introduction 
 

At the Voss Auto Network our priority to keeping our employees, their families, and our customers safe 

and healthy, in the midst of the COVID-19 pandemic.   We strive to balance public health concerns with 

the needs of customers, employees and our business.   

We stay informed by following the guidelines of the Center for Disease Control and Prevention (CDC), 

Occupational Safety and Health Administration (OSHA) and the Ohio Department of Health. We use this 

information to help direct us in addressing the COVID-19 pandemic. 

While we will implement various protocols to ensure your safety, it’s up to you and your co-workers to 

execute these protocols daily.  The Voss Auto Network will clearly communicate our plans moving 

forward, highlighting workplace protocols to put into action to protect your safety and establish a level 

of comfort for all our employees and customers. 

We understand that every employee’s situation is different and encourage those with specific risks or 

concerns to reach out to their manager or HR to discuss alternate arrangements, should they be 

necessary. 

 

 

 

                                               

 

             

 

 

 

 

 

 

 

 

 

http://edrianthomidis.blogspot.com/2011/07/keep-germs-to-yourself-sneeze-in-your.html
https://creativecommons.org/licenses/by-nc-nd/3.0/
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General Employee Health and Hygiene 

Practicing good hygiene is essential to prevent the spread of COVID-19.  Do your part by practicing good 

hygiene at work and at home: 

• Regularly wash your hands for at least 20 seconds throughout the day with warm water and 

soap. 

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

• Avoid touching your eyes, nose and mouth. 

 

Cleaning Schedules/Supplies 

Employees should do their part to help keep the dealerships as clean as possible by cleaning and 

disinfecting their workstations and surfaces often.  Employees should avoid using others’ workstations, 

tools and equipment.  Additionally, whenever an employee uses a common piece of equipment, the 

employee should immediately wash and/or sanitize their hands.  Proper cleaning and disinfecting 

supplies such as Hand Soap, Hand Sanitizer and Germicidal Spray will be provided by the Voss Auto 

Network and will be placed in a central location in every department. 

Each department will be responsible to track and schedule the cleaning of their department and 

common work areas. 

 

Personal Protective Equipment/Face Coverings 

In compliance with the Responsible Protocols for Getting Ohio Back to Work, it is a requirement that all 

employees wear face coverings.  “Wearing a mask is something we do out of mutual respect for one 

another”, said Lt. Governor Husted.  “At work, you wear a mask because you want to protect your fellow 

employees and because you want to protect your customers.  And when you are a customer, though it 

isn’t required, you should still wear a mask because it will help protect those around you.” 

This protocol will be followed until otherwise directed by the Governor.  

The Voss Auto Network will comply with the wearing of face coverings.  Below is a list of a few job 

specific positions that have exceptions during which times a face covering does not have to worn: 

AUTOMOTIVE TECHNCIANS/LUBE TECHS/BODYSHOP TECHS 

• A technician working alone in their assigned work space.  A technician’s assigned workspace is 

the following: 

a. Working alone on a vehicle at their assigned stall, 

b. Working alone at their tool box in their assigned stall. 

c. If at ANY TIME another technician is within 6 ft in a technician’s stall, a face covering 

must be worn. 

• Once the technician moves away from their assigned workspace as designated above, they 

must wear a face covering. 



5 
 

EMPLOYEES NOT SEEN BY THE PUBLIC AND WORKING ALONE IN AN ASSIGNED WORK AREA 

• Employee’s that are removed from the public eye at ALL TIMES, have a work area that is not 

within 6 ft of another employee and has raised partitions between other employees are exempt 

from wear face covering while alone in their assigned work area.  Once the employee leaves 

that work area a face mask must be worn at all times. 

MEDICAL REASON 

• There is a medical reason for the employee not to wear a face mask which must be documented 

by a physician and given to HR. 

 

The Voss Auto Network will supply face coverings for all employees. These face coverings are cloth and 

can be washed and reused.   

If an employee chooses to wear their own mask it must follow certain guidelines as listed below:  

• Must be workplace-appropriate; 

• Must not feature offensive images or content; demeaning or derogatory logos; profane, racist, 

sexist, or political wording and/or imagery; 

• Must not exhibit automotive brands other than those of the Voss Auto Network. 

HR will be the final deciding factor if there is a question as to the appropriateness of a mask. 

Disposable face coverings will be available for our customers.  Customers will be encouraged to wear a 

face covering while in our facility but it will not be required. 

 

Social Distancing 

Social distancing is our new norm for the foreseeable future.  This includes staying 6 feet (2 meters) 

away from others as a normal practice and eliminating personal contact with others, including 

handshakes. 

Meetings should be minimized but if required can only consist of no more than 10 people and only if 

each employee can be 6 feet away from each other during the course of the meeting. 

Social distancing applies to break areas, smoking areas and all other common areas. 

 

Third Party Visitors 

Until further notice, all nonessential visitors are prohibited.    Vendors will be assigned drop zones for all 

deliveries.   

Vending Companies and “Shred It” will continue to service our facilities while observing our safety 

guidelines and will be directed to only go their assigned work areas without unnecessarily interacting 

with employees. 
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Employee Screening  

The Equal Employment Opportunity Commission permits employers to measure employees’ body 

temperatures before allowing them to stay at their worksite.  The Voss Auto Network is requiring that all 

employees take their temperatures before reporting to work every day.  If an employee has a fever of 

100.4 or above the employee is required to stay home and call their manager.  If an employee at any 

time is sent home due to symptoms and is tested with a positive result as having COVID-19, your identity 

will not be disclosed but any employees that work closely with the individual who tested positive will be 

notified of “a positive test” and they will be instructed to self-quarantine.   

 

Exposure and Confirmed Illness Protocol 

Employees who test positive for COVID-19 or believe they have been infected will be instructed to 

follow the advice of a qualified medical professional and self-quarantine.   

Notably, employees who are symptomatic or who have tested positive should not return to work until 

the conditions outlined in the table below are met: 

Return to Work Considerations 

Employee was symptomatic but was not tested     
for COVID-19.                    

  Employee was Tested for COVID-19 

The employee may return to work if: 

• They have not had a fever for at least 72 
hours and have not used fever-reducing 
medication during this time. 

• Coughs and other symptoms have 
improved. 

• Seven days have passed since they first 
experience symptoms. 

 

The employee may return to work if: 

• They no longer have a fever 

• Coughs and other symptoms have 
improved. 

• They have received two negative COVID-
19 test in a row. 

 

When an employee test positive for COVID-19, deep cleaning procedures will be triggered.  

Furthermore, employees who have been in close contact with the individual who has tested positive for 

COVID-19 will be instructed to self-quarantine. 

Any Voss Auto Network employee who experiences COVID-19 symptoms and has tested positive for 

COVID-19 must notify their manager as soon as possible.  The employee will be asked to assist with 

contact tracing.  This information will be traced separately from personnel records, and names will not 

be released. 
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Self-Quarantine Protocol 

Employees who are feeling sick are asked to stay at home from the dealership.  The CDC has updated 

the symptoms as follows: “Symptoms may appear 2-14 days, after exposure to the virus.  People with 

these symptoms or combinations of symptoms may have COVID-19: Cough and/or Shortness of breath or 

difficulty breathing.  Or at least two of these symptoms:  Fever, Chills, Repeated shaking with chills, 

Muscle pain, Headache, Sore throat, New loss of taste or smell.”   If an employee reports to work and is 

observed as being sick they will be sent home and should remain at home until a Doctor is consulted or 

the symptoms improve.  If a fever was experienced, an employee must be fever free for 72 hours and 

have not used fever-reducing mediation during that time.   

Employees must call-in daily to report their status to their manager.  An employee who has tested 

positive for COVID-19 and are undergoing self-quarantine can forego the daily reporting but cannot 

exceed 7 days without contacting your manager with an update. 

Employees who live in the same household of someone who has tested positive for COVID-19 are also 

required to self-quarantine, but must provide a Doctor’s note of the positive test. 

 

Travel Protocol 

Cases of COVID-19 have been reported in all states, and all areas are experiencing community spread of 

the disease.  Travel increases your chances of getting and spreading COVID-19.   

If an employee chooses to travel during this time, they will be required to self-report their destination to 

their manager for safety issues that may be related to their travel destination.  At that time protocols for 

their return to work will be discussed if necessary. 

 

Conclusion 

The Voss Auto Network looks forward to our business thriving once again.  The COVID-19 pandemic has 

created uncertain times and resulted in unprecedented workplace changes.  As communicated 

throughout this action plan, we are prioritizing the health and safety of our customers and employees 

every step of the way as we continue the daily operation of our business. 

We will execute our plan cautiously, following applicable state and local guidelines.  We also understand 

that each employee’s needs and situations will be different as we continue business.  Employees should 

discuss any concerns they have about their personal situation with their manager or HR. 

Finally, we ask that employees are patient and understanding of the fact that the COVID-19 pandemic 

will require our work culture to change.  Protocols will be subject to change and/or modified at the 

guidance of the CDC and the State of Ohio. 

Employees should direct questions regarding the content of this action plan to their manager.  

Furthermore, while the strategies highlighted in this document can help protect workers from COVID-

19, it’s important to follow the CDC guidelines at all times.  


