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Chapter 1: Attending Work
We are asking all employees to partner with the Administration in support of these guidelines to
better ensure the health and safety of all clients and employees, and to prevent the spread of
COVID-19. It is our goal to maintain a safe and healthy working environment for all clients and
employees.
● Employees will be asked to take their own temperature daily and observe for symptoms
related to COVID-19 prior to heading in to work (Daily Home Health Screening).
● Do NOT come in to work if you exhibit any symptoms of COVID-19 (or other contagious
illnesses) which includes fever, chills, cough, shortness of breath, fatigue, muscle aches, new
loss of taste or smell, nausea, diarrhea, sore throat. Employees who are presenting with
COVID-19 symptoms should report their absence/illness to the office, list the related symptoms,
and call their healthcare provider as soon as possible for further guidance and possible COVID19 testing. All health information given to the office remains confidential.
● Employees are asked to adhere to our PPE Guidelines (Found on Page 11)

Chapter 2: Daily Home Health Screening
We are asking all employees to monitor their health on a daily basis, and to complete a “passive
health screening.” This includes temperature checks and monitoring for any of the symptoms
related to COVID-19. Prior to coming to work each day, employees must review the following
questions. If answered in the affirmative, please contact the office / your supervisor and stay at
home. If “no,” then please proceed to your shift.
1. In the last 14 days, have you or anyone in your household had close contact with
someone who has or is suspected to have COVID-19?
a. Yes
b. No
2. In the last 24 hours, have you experienced any of the following symptoms without the
use of fever-reducing medications?: Fever, Headache, Cough, Sore Throat, Runny Nose,
Shortness of Breath, Chills, Muscle Aches, Loss of Taste or Smell, Gastrointestinal
(nausea, vomiting, or diarrhea)
a. Yes
b. No
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Chapter 3: Understanding COVID-19
Frequently Asked Questions
What is coronavirus?
According to the World Health Organization (WHO), Coronaviruses are a large family of viruses
which may cause illness in animals or humans. In humans, several coronaviruses are known to
cause respiratory infections ranging from the common cold to more severe diseases.
What is COVID-19?
COVID-19 is the infectious disease caused by the most recently discovered coronavirus. This
new virus and disease were unknown before the outbreak began in Wuhan, China, in December
2019.
What are the common symptoms of COVID-19?
> Fever
> Cough
> Body ache
> Fatigue
> Runny nose
> Congestion
> Headache
> Eye pain and/or ear pain/irritation
> Conjunctivitis (Pink Eye)
> Loss of taste and/ or smell
> Nausea
> Vomiting
> Diarrhea
How is COVID-19 spread?
The virus that causes COVID-19 is thought to spread mainly from person to person, mainly
through respiratory droplets produced when an infected person coughs or sneezes. These
droplets can land in the mouths or noses of people who are nearby or possibly be inhaled into
the lungs. Spread is more likely when people are in close contact with one another (within about
6 feet). The virus can also be spread via surfaces, in addition to person to person spread.
What does quarantine mean?
Quarantine separates and limits the movement of people who were exposed to a contagious
disease to see if they become sick.
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How do I protect myself and my family?
Staff should practice universal precautions and wear appropriate PPE in the workplace.
Frequent handwashing should be done at work and at home. Frequently touched surfaces
should be disinfected. If symptoms of COVID-19 develop, it is important to limit interaction with
other family members-ideally keeping a 6 feet distance and using a separate bathroom or
sanitize the shared spaces immediately after the symptomatic person leaves the space. Testing
should be done to determine if the illness is due to COVID-19. Please review Chapter 5.

BrightStar Care of San Francisco & Marin Travel Policy
There are some updates that will be taking place with our Travel Policy. Much of the Bay Area,
California, and rest of the nation continue to face high levels of community transmission. There
have been some developments that will allow us to ease our Quarantine requirements when it
comes to travel.
If you are fully vaccinated with either the Pfizer or Moderna vaccine (have received both doses
AND it has been at least 2 weeks since your 2nd dose) you will no longer have to Quarantine for
10 days upon returning to the Bay Area. We still STRONGLY recommend against any
unnecessary travel outside the Bay Area, especially in shared methods of transportation (e.g.
buses, trains, airplanes, cars with more than one household).
Note that this does not cover the single dose Johnson & Johnson vaccine at this time. Should
the J&J Vaccine become available, a 10 day Quarantine will still be required following any travel
outside of the Bay Area.
If you have Declined the vaccine, are still waiting for a 2nd dose, or for 2 weeks to pass since
receiving dose 2, the 10 day Quarantine will remain in effect. Note that even with complete
vaccine administration, that extra attention should be given to any symptoms that may present
themselves in the 2 weeks following the end of your travel.

Policy
-

-

Individuals who have completed the vaccination process (both doses administered AND
2 weeks have passed since the 2nd dose) for either the Moderna or Pfizer COVID
vaccines do NOT need to Quarantine upon returning to the Bay Area before they may
return to work.
Any individual who has declined, or has yet to complete the vaccine process (for
Moderna and Pfizer) must Quarantine for 10 days upon returning to the Bay Area.
Quarantine of 10 days without any COVID tests or the potential to end Quarantine early
with a negative result from a swab collected on day 7 of Quarantine.
Counties considered to be in the Bay Area

Alameda, Contra Costa, Marin, Napa, San Francisco, San Mateo, Santa Clara, Santa Cruz,
Solano, and Sonoma
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Chapter 5: Prevention
Prevention at Work:
Monitoring Symptoms
•

You should self-monitor at least twice daily
> 1st prior to coming to work
> 2nd 12 hours later

•

List of symptoms to monitor:
• Fever (an elevated temperature higher than 100 degrees)
• Cough
• Body ache
• Fatigue
• Runny nose
• Congestion
• Headache
• Eye pain and/or ear pain/irritation
• Conjunctivitis (Pink Eye)
• Loss of taste and/ or smell
• Nausea
• Vomiting
• Diarrhea
- If you have any of the symptoms listed above, you should:
• not enter the office or location of service
• return home
• seek medical attention
• inform the office of your status

• Healthcare workers with fever should be sent home and NOT allowed to work.
Handwashing (Hand Hygiene)
•

All employees should always complete hand hygiene:
>Before and after ALL patient encounters
6

>Before putting on and after removing personal protective equipment (PPE)
>Should also use hand hygiene at the beginning of their shifts
>Before and after eating
>After using the restroom
>Other times throughout the day to limit possible spread of germs
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•
•
•
•

Make sure hand hygiene supplies, such as soap and water or alcohol-based hand
sanitizer, are readily accessible in-patient care areas.
Sinks need to be well-stocked with soap and paper towels and hand sanitizers should
be replaced as needed.
Health care professional should always use proper hand hygiene and wash with hot
water and soap for at least 20 seconds.
Employees should contact the office should any necessary hygiene supplies not be
readily available.

Personal Protective Equipment (PPE)
The office has a process for auditing the healthcare professional staff, to ensure that they are
following the recommended PPE usage guidelines. Staff will train with the Director of Nursing
and will be signed off they understand the PPE donning and doffing procedures.
https://www.cdc.gov/niosh/npptl/pdfs/PPE-Sequence-508.pdf
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Preserving Personal Protective Equipment (PPE):
o

Use and re-use of PPE
Surgical mask: Amended Dec 16, 2020
• Surgical masks are no longer acceptable for in home care
• Surgical masks may be used when travelling to or from the care
location.
KN95 masks:
o
o
o
o
o
o

Required mask level for in home care, office will provide KN95s for use
KN95s provided by the office are for use on shift only, not for errands or at home
Must be worn at all times when at the care location, however they may be
removed for break periods
Masks must be stored in properly when not in use
Keep the office informed when you are on your last KN95
A KN95 can be re used if not soiled, wet or damaged; and stored properly
▪ It is your responsibility to examine your mask before and
after every shift. Please inform the office when you have
begun to use your last KN95
▪ KN95s must be stored in paper bags when not in use, the
office will be providing paper bags for storage.
▪ Reuse the KN95 if: it is dry, free of dirt (slight discoloration
where it makes contact with skin/makeup is fine), fits
snuggly to your face
▪ Dispose of KN95 if: it is damp or wet, soiled with dirt or
heavily discolored, the straps no longer keep the mask
covering your nose and chin

N-95 mask: A N-95 mask can be reused.
o
o

Write your name on the mask and save it in a brown paper bag when not in use.
N-95 can be used for up to 2 weeks if it is not dirty, and it is not damaged in any
way.

Face-shields:
• Wear face-shields completely covering the face, the eyes, and the masks.
• Masks MUST be worn with a face-shield.
• They are reusable for several days/weeks, until it is damaged.
• Clean and disinfect it with bleach inside and outside of the face-shield.
Gloves:
• Wear gloves during patient care.
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• Gloves have to be changed after each encounter.
Fabric masks:
* Fabric masks are for staff who do NOT perform direct patient care.
- Wash your hands frequently or use alcohol gel.
- Clean high touch surfaces with bleach several times a day.
- Be careful when removing your PPE, per protocol.
- Disposable PPE should be placed in regular trash containers.
References:
https://www.cdc.gov/coronavirus/2019-ncov/hcp/ppe-strategy.html
Patient’s Clothing and Belongings
o
o
o
o

Gloves should be worn when handling potentially contaminated laundry.
Items should be washed separately, in the warmest appropriate temperature and
dry them completely.
Hands should be washed after doing the laundry.
Clothing should be kept in a separate hamper, until washed.

Food Service
o

o
o

Although coronaviruses appear to be stable at low and freezing temperatures for
a certain period of time, good food safety practices can prevent their spread
through food.
Wear face coverings and gloves when preparing, serving or delivering food.
Hands should be washed frequently.

Prevention When Leaving Worksite:
o
o
o
o

How to safely go from one job to another
Essential workers who go from one job to another, should:
Change clothing before going to the second location. The clothing should be
bagged and taken home to be laundered.
Hands should be washed before leaving the first location and again when
entering the second location. A different face mask or covering should be worn
for the second location.

Prevention at Home:
o
o
o
o
o

How to Safely Return Home
Clothes should be changed and soon as enter the home and placed in a hamper
until washed.
Hands should be washed.
If a potential exposure occurred in the workplace:
It is important to limit interaction with other family members-remain 6 feet apart.
Ideally, stay in a separate bedroom and use a separate bathroom.
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o
o
o

o
o
o
o

Take temperature twice per day and monitor for respiratory symptoms for 14
days.
Frequently touched surfaces should be regularly disinfected.
You should remain in your home unless going to work or doing essential
business such as grocery shopping, picking up prescriptions, or doctor’s
appointments. Outdoor exercise should take place in a socially distant manner
and face coverings are recommended.
Maintain Your Space
At all times you should keep at least six (6) feet of space between you and
people not in your household.
Cover Your Face
At any time you are outside of your home, you must wear a face covering. This
includes, homemade masks, neck gaiters, or bandanas. Anything that completely
covers your nose and mouth without holes.
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Monitor symptoms
You should self-monitor at least twice daily
o
o

Once prior to coming to work
Second 12 hours later
*List of symptoms to monitor:
• Fever (an elevated temperature higher than 100 degrees)
• Cough
• Body ache
• Fatigue
• Runny nose
• Congestion
• Headache
• Eye pain and/or ear pain/irritation
• Conjunctivitis (Pink Eye)
• Loss of taste and/ or smell
• Nausea
• Vomiting
• Diarrhea

If you have any of the symptoms listed above, you should contact the BrightStar Office
immediately and stay home from work.
How to safely keep your home safe from infection
o
o
o
o
o

As part of your everyday prevention actions clean and disinfect frequently touched
surfaces and objects.
Clean surfaces using soap and water.
Practice routine cleaning of frequently touched surfaces.
High touch surfaces include: Tables, doorknobs, light switches, countertops, handles,
desks, phones, keyboards, toilets, faucets, sinks, etc.
Disinfect
• Use diluted household bleach solutions if appropriate for the surface.
• Never mix household bleach with ammonia or any other cleanser.
• To make a bleach solution, mix:
> 5 tablespoons (1/3rd cup) bleach per gallon of water OR o 4 teaspoons
bleach per quart of water
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•
•
•
•

Wear gloves and make sure you have good ventilation during use of the
product.
For soft surfaces such as carpeted floor, rugs, and drapes
Clean the surface using soap and water or with cleaners appropriate for
use on these surfaces.
Launder items (if possible) according to the manufacturer’s instructions.
Use the warmest appropriate water setting and dry items
completely.

Laundry
• For clothing, towels, linens and other items
> Wear disposable gloves.
> Wash hands with soap and water as soon as you remove the gloves.
> Do not shake dirty laundry.
> Launder items according to the manufacturer’s instructions. Use the
warmest appropriate water setting and dry items completely.
> Dirty laundry from an ill person can be washed with other people’s
items.
> Clean and disinfect clothes hampers according to guidance above for
surfaces.
Clean hands often
• Wash your hands often with soap and water for 20 seconds. Always wash
immediately after removing gloves and after contact with an ill person.
• Hand sanitizer: If soap and water are not readily available and hands are not
visibly dirty, use a hand sanitizer that contains at least 60% alcohol. However, if hands
are visibly dirty, always wash hands with soap and water.
• Additional key times to clean hands include:
> After blowing one’s nose, coughing, or sneezing
> After using the restroom
> Before eating or preparing food
> After contact with animals or pets
> Before and after providing routine care for another person who needs
assistance (e.g. a child)
• Avoid touching your eyes, nose, and mouth with unwashed hands.
Food
• Stay separated: The ill person should eat (or be fed) in their room if possible.
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•

Wash dishes and utensils using gloves and hot water: Handle any nondisposable used food service items with gloves and wash with hot water or in a
dishwasher.

Trash
•

Use gloves when removing garbage bags, and handling and disposing of trash. Wash
hands afterwards.

Chapter 6: When to Stay Home from Work
If you have concerns about heading in to work, please feel free to use the following questions to
help gauge your situation. You may also reach out to the office if you have further questions or
concerns about your status.
Question 1: In the last 10 days, have you been diagnosed with COVID-19 or had a test
confirming you have the virus?
Question 2: In the past 14 days, have you had “Close Contact”* with someone who was
diagnosed with COVID-19 or had a test confirming they have the virus while they were
contagious**?
•Were within 6 feet of them for a total of 15 minutes or more in a 24-hour period
•Lived or stayed overnight with them
•Were their intimate sex partner, including only kissing
•Took care of them or they took care of you
•Had direct contact with their bodily fluids or secretions (e.g., they coughed or sneezed
on you or you shared eating or drinking utensils)
* “Close Contact” means you had any of the following types of contact with the person with
COVID-19 (regardless of whether you or the person with COVID-19 were masked) while they
were contagious
** Contagious Period: People with COVID-19 are considered contagious starting 48 hours
before their symptoms began until 1) at least 10 days have passed since their symptoms began,
2) they have not had a fever for at least 24 hours AND 3) their symptoms have improved. If the
person with COVID-19 never had symptoms, they are considered contagious starting 48 hours
before their positive COVID-19 test was collected until 10 days after they were tested.
Question 3: In the past 24 hours, including today, have you had one or more of these
symptoms that is new or not explained by another condition?
• Fever (100.4 °F / 38°C or greater), chills, repeated shaking/shivering
• Cough
• Sore Throat
• Shortness of breath, difficulty breathing
• Feeling unusually weak or fatigued
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• Loss of taste or smell
• Muscle or body aches
• Headache
• Runny or congested nose
• Diarrhea
• Nausea or Vomiting

If you answer “Yes” to ANY of these 3 Questions, immediately contact the office and follow the
below steps:
If you answer YES to Question 1 or 2. Do not go your shift. AND:
• Contact the office immediately
• Follow Isolation/Quarantine Steps (pg. 20)
Steps can be found at: https://www.sfdph.org/dph/alerts/covid-guidance/Guidance-Isolation-andQuarantine.pdf
You must follow these Isolation/Quarantine rules and only return to work once all the steps in
the above link are complete.
Contact the office with any questions regarding the above steps
Also, contact your health care provider and follow any instructions they may provide.

If you answer YES to Question 3
You may have COVID-19 and must be tested for the virus before returning to work. Without a
test, the Business must treat you as being positive for COVID-19 and require you to stay out of
work for at least 10 calendar days. To return to work sooner and protect others, follow these
steps:
1. Contact the Office and your Healthcare Provider.
2. GET TESTED! If you have insurance, contact your healthcare provider to get tested
for COVID-19. If you do not have insurance, you can sign up for free testing at CityTestSF
(https://sf.gov/citytestsf). If you live outside of San Francisco, check with the county where you
live, get tested by your usual healthcare provider, or use CityTestSF.
3. Wait for your results at home and follow the instructions at
https://www.sfdph.org/dph/alerts/covid-guidance/Guidance-Isolation-and-Quarantine.pdf to
determine next steps.
The office can be reached either via TigerConnect or (415)332-3300. This information will be
kept confidential.
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Chapter 7: When to Return to work
The Decision Tree below has the general steps required for returning to work. Should you end
up in the Isolate or Quarantine bubbles, refer to the Isolation and Quarantine Guidelines below
the tree or by checking the above link to the SFPDH Isolation and Quarantine guidance.
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If you have any questions about your eligibility to return to work, do not hesitate to reach
out to the office via TigerConnect or over the phone (415)332-3300
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Isolation and Quarantine Guidelines
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Chapter 8: Office Actions and Communications in Case of Possible Exposure at
Work
Contact tracing
All employees or clients potentially exposed will be contacted immediately by the office. They
will be advised to seek out a COVID test and to contact their healthcare provider for further
instructions. The office will maintain a confidential log of all exposures, dates, and test results.
Employees and clients will be notified of office or shift cancellations and any restrictions in place
to prevent COVID-19 exposure (e.g., limited hours of operation) as soon as possible.
Employees and clients will be advised to schedule a COVID-19 test at least 5-7 days after
possible exposure. Employees exposed to a positive case without sufficient PPE or who test
positive will be required to quarantine and isolate for 10 days. All current Level 1 and Level 2
clients who are exposed/positive will remain on service. Level 1 is defined as a client who can
not be left alone under any circumstances. Level 2 is defined as a client who requires our
services for some but not all necessary tasks.
All employees on shift for the exposed/positive client will be provided the following:
•

Sufficient PPE:
o N95 or higher face mask (in the event a clean N95 is not available, a fresh,
disposable, KN95 mask is required)
o Faceshield or Goggles
o Gloves
o Gown
All the above items must be always worn while in contact with the affected individual. If
PPE is removed for a break, fresh PPE must be donned to continue service.
• Adequate donning and doffing training
• Hazardous pay
Hazardous pay will be an extra $5/hour or $120/day for Live-In shifts until the client is
deemed covid free per the CDC and County guidelines (10 day quarantine from the time
symptoms started OR 10 day quarantine from time of positive test/exposure if
asymptomatic OR medical clearance that the client is Covid free OR negative Covid test
at Day 10)
Clients exposed to a positive case or who test positive will still receive care, but measures will
be taken to prevent the spread to the caregiving team. These measures may include, but may
not be limited to:
•
•

New personnel may be added to the caregiving team to fill any gaps in coverage due to
sick or exposed employees
Employees will be required to wear PPE at all times. Clients will be strongly encouraged
to wear KN95 masks if at all possible.
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Chapter 9 Absences from Work
To report an illness or absence from work, please contact the office / your supervisor via
phone or TigerConnect. If you are ill, please be sure to report all symptoms you are
experiencing, when the symptoms began, and any other pertinent medical information such as
doctor’s diagnosis and/or test results. This information will be kept confidential. Please attempt
all avenues of communication with the office to ensure appropriate coverage may be found in a
timely manner.
•

•

Employees who have been absent due to illness and/or COVID-19 infection shall
be excluded from work until the office receives written clearance from a
healthcare provider that the employee is no longer contagious, and/or all isolation
and quarantine requirements have been met, negative COVID test results are
shared with the office, and the employee no longer has symptoms of illness.
(Health and Safety Code 120230; 5 CCR 202).
Employee absences related to illness or quarantine may be covered with the
Family First Coronavirus Act. Please ask BrightStar office about this.

Chapter 10: In the Office
Mask Policy
While in the office, employees will wear their masks at all times except when eating or drinking.
When eating or drinking, every effort will be made to maintain distance from other employees in
the office.
Cleaning Procedures
Bathrooms, and common areas will be cleaned and sanitized frequently, and all our
procedures comply with the County of Marin’s guidance.
Shared Objects
The sharing of materials will be kept to a minimum. In scenarios where materials will be
shared, employees will establish clear procedures to ensure the materials are cleaned and
sanitized between each use.
● Discourage employees from sharing items that are difficult to clean, sanitize or
disinfect.
● Limit sharing of supplies between employees and disinfect between uses if
sharing is unavoidable.
● Ensure adequate supplies to minimize sharing of high touch materials to the
extent possible or limit use of supplies and equipment to one employee at a time and
clean and disinfect between uses.
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Chapter 11: Care for the Caregiver (Helpful tips for self-care)
During periods of stress, caregivers may fail to request support for many reasons,
including a strong service-orientation, a lack of time, difficulties in acknowledging or recognizing
their own needs, stigma, and fear of being removed from their duties during a crisis. Given this,
employers should be proactive in encouraging supportive care in an atmosphere free of stigma,
coercion, and fear of negative consequences. Self-care for health care workers can be complex
and challenging, given that people in these roles may prioritize the needs of others over their
own needs. Therefore, a self-care strategy should be multi-faceted and phased properly to
support the sense of control and contribution of health care providers without making them feel
unrealistically responsible for the lives of patients. For instance, during work shifts, providers
should engage in these behaviors:
• self-monitoring and pacing
• regular check-ins with colleagues, family, and friends
• working in partnerships or in teams
• brief relaxation/stress management breaks
• regular peer consultation and supervision
• time-outs for basic bodily care and refreshment
• regularly seeking out accurate information and mentoring to assist in making decisions
• keeping anxieties conscribed to actual threats
• doing their best to maintain helpful self-talk and avoid overgeneralizing fears
• focusing their efforts on what is within their power
• acceptance of situations they cannot change
• fostering a spirit of fortitude, patience, tolerance, and hope
At the same time, they should avoid:
• working too long by themselves without checking in with colleagues
• working "round the clock" with few breaks
• feeling that they are not doing enough
• excessive intake of sweets and caffeine
• engaging in self-talk and attitudinal obstacles to self-care, such as:
- "It would be selfish to take time to rest."
- "Others are working around the clock, so should I."
- "The needs of survivors are more important than the needs of helpers."
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- "I can contribute the most by working all the time."
- "Only I can do. . .."
Health Care Workers, First Responders, and any Essential Staff we are here for you!

Chapter 12: Additional Resources
Document and video additional resources:
1. Videos for putting on and removing PPE’s for COVID-19:
https://www.jointcommission.org/en/covid-19/
2. For more Frequently Asked Questions please see the CDC website:
https://faq.coronavirus.gov/
3. COVID-19 Response Toolkit: https://toolkit.covid19.ca.gov/
4. Health Order FAQ: https://www.sfdph.org/dph/alerts/coronavirus-FAQ.asp
5. COVID Testing in SF: https://home.color.com/covid/sign-up/start?partner=sfdph
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