MFS COVID-19 Policies & Procedures Guide
(for MFS Customers)

Managed Facilities Solutions, LLC

128 Component Drive, San Jose CA 95131

408.920.0110

Notice to Our Customers regarding the Coronavirus Disease 2019 (COVID-19)
Dear Valued Customer:
Managed Facilities Solutions, LLC (“MFS”) is closely monitoring and taking actions to respond to the
Coronavirus Disease 2019 (COVID-19). The health, safety, and well-being of our customers, employees,
and community members are our top priority.
The purpose of this e-mail is to provide information and resources you may find helpful. Please be assured
that MFS is focusing all its efforts on supporting you, our employees, and our community through this
situation.

What We Are Doing
In constantly monitoring reliable sources – including guidance from the CDC, WHO, and OSHA – MFS has
taken the following steps to protect the health, safety, and well-being of our customers, employees, and
community members:
•

•
•
•
•
•
•
•

Increased focus on deep cleaning and disinfecting surfaces including our trucks, moving
equipment, work surfaces, door handles, IT equipment, light switches and all high-touch areas.
o Please see enclosed “MFS Truck Sanitizing Policies & Procedures”.
Increased number of hand sanitizing stations available in our office and hand sanitizer gel while
working on-site at customer locations.
Increased education on proper hand washing hygiene, proper cough/sneeze hygiene, proper
tissue disposal, and proper social distancing techniques.
Increased use of Personal Protective Equipment – including nitrile gloves and masks.
Encouraged teammates and customers to respect social distancing techniques – including putting
6 feet between one another while working, and avoiding shaking hands or other physical touch.
Required teammates and customers to conduct meetings by phone or Zoom video conferencing.
Required teammates, including all office staff, who can work from home to stay home.
Required teammates who are sick to stay home until they are well without the use of symptomreducing medications.
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Following Reliable Sources for Information
There is a great deal of misinformation circulating regarding COVID-19. MFS is staying tuned in to the
below reliable resources that are being updated daily (click links below for more information).
•

Centers for Disease Control and Prevention (CDC)

•

World Health Organization

•

Johns Hopkins Center for Systems Science and Engineering – Tracking COVID-19 map

•

Occupational Safety and Health Administration

We will continue to monitor developments surrounding the COVID-19 and will maintain our proactive
approach to ensure the health, safety, and well-being of our customers, employees, and community
members.

Sincerely,

Haynes Dallas
Haynes Dallas, CEO
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CDC Guidance on Symptoms & Prevention
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SYMPTOMS OF CORONAVIRUS DISEASE 2019

Patients with COVID-19 have experienced mild to
severe respiratory illness.
Symptoms* can include

COUGH

Seek medical advice if you develop
symptoms, and have been in close
contact with a person known to
have COVID-19 or if you live in or
have recently been in an area with
ongoing spread of COVID-19.

FEVER

*Symptoms may appear 2-14
days after exposure.

SHORTNESS
OF BREATH

For more information: www.cdc.gov/COVID19-symptoms
CS 315252-A 03/03/2020

STOP THE SPREAD OF GERMS
Help prevent the spread of respiratory diseases like COVID-19.
Avoid close contact with people who are sick.

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

Clean and disinfect frequently
touched objects and surfaces.

Avoid touching your eyes, nose, and mouth.

Stay home when you are sick,
except to get medical care.

Wash your hands often with soap
and water for at least 20 seconds.

For more information: www.cdc.gov/COVID19
CS314915-A
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What to do if you are sick with
coronavirus disease 2019 (COVID-19)

If you are sick with COVID-19 or suspect you are infected with the virus that causes COVID-19, follow
the steps below to help prevent the disease from spreading to people in your home and community.

Stay home except to get medical care

Clean your hands often

You should restrict activities outside your home, except for
getting medical care. Do not go to work, school, or public areas.
Avoid using public transportation, ride-sharing, or taxis.

Wash your hands often with soap and water for at least 20
seconds. If soap and water are not available, clean your hands
with an alcohol-based hand sanitizer that contains at least 60%
alcohol, covering all surfaces of your hands and rubbing them
together until they feel dry. Soap and water should be used
preferentially if hands are visibly dirty. Avoid touching your
eyes, nose, and mouth with unwashed hands.

Separate yourself from other people and animals in
your home
People: As much as possible, you should stay in a specific room
and away from other people in your home. Also, you should use
a separate bathroom, if available.
Animals: Do not handle pets or other animals while sick. See
COVID-19 and Animals for more information.

Call ahead before visiting your doctor
If you have a medical appointment, call the healthcare provider
and tell them that you have or may have COVID-19. This will
help the healthcare provider’s office take steps to keep other
people from getting infected or exposed.

Wear a facemask
You should wear a facemask when you are around other people
(e.g., sharing a room or vehicle) or pets and before you enter
a healthcare provider’s office. If you are not able to wear a
facemask (for example, because it causes trouble breathing),
then people who live with you should not stay in the same room
with you, or they should wear a facemask if they enter
your room.

Cover your coughs and sneezes
Cover your mouth and nose with a tissue when you cough or
sneeze. Throw used tissues in a lined trash can; immediately
wash your hands with soap and water for at least 20 seconds
or clean your hands with an alcohol-based hand sanitizer that
contains at least 60% alcohol covering all surfaces of your hands
and rubbing them together until they feel dry. Soap and water
should be used preferentially if hands are visibly dirty.

Avoid sharing personal household items
You should not share dishes, drinking glasses, cups, eating
utensils, towels, or bedding with other people or pets in
your home. After using these items, they should be washed
thoroughly with soap and water.

Clean all “high-touch” surfaces every day
High touch surfaces include counters, tabletops, doorknobs,
bathroom fixtures, toilets, phones, keyboards, tablets, and
bedside tables. Also, clean any surfaces that may have blood,
stool, or body fluids on them. Use a household cleaning spray
or wipe, according to the label instructions. Labels contain
instructions for safe and effective use of the cleaning product
including precautions you should take when applying the
product, such as wearing gloves and making sure you have good
ventilation during use of the product.

Monitor your symptoms
Seek prompt medical attention if your illness is worsening (e.g.,
difficulty breathing). Before seeking care, call your healthcare
provider and tell them that you have, or are being evaluated
for, COVID-19. Put on a facemask before you enter the facility.
These steps will help the healthcare provider’s office to keep
other people in the office or waiting room from getting infected
or exposed.
Ask your healthcare provider to call the local or state health
department. Persons who are placed under active monitoring or
facilitated self-monitoring should follow instructions provided
by their local health department or occupational health
professionals, as appropriate.
If you have a medical emergency and need to call 911, notify
the dispatch personnel that you have, or are being evaluated
for COVID-19. If possible, put on a facemask before emergency
medical services arrive.

Discontinuing home isolation
Patients with confirmed COVID-19 should remain under home
isolation precautions until the risk of secondary transmission
to others is thought to be low. The decision to discontinue home
isolation precautions should be made on a case-by-case basis,
in consultation with healthcare providers and state and local
health departments.

For more information: www.cdc.gov/COVID19
CS 314937-D 02/29/2020
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What you need to know about
coronavirus disease 2019 (COVID-19)

What is coronavirus disease 2019 (COVID-19)?

What are severe complications from this virus?

Coronavirus disease 2019 (COVID-19) is a respiratory illness
that can spread from person to person. The virus that causes
COVID-19 is a novel coronavirus that was first identified during
an investigation into an outbreak in Wuhan, China.

Some patients have pneumonia in both lungs, multi-organ
failure and in some cases death.

Can people in the U.S. get COVID-19?

People can help protect themselves from respiratory illness with
everyday preventive actions. 
• Avoid close contact with people who are sick.
• Avoid touching your eyes, nose, and mouth with
unwashed hands.
• Wash your hands often with soap and water for at least 20
seconds. Use an alcohol-based hand sanitizer that contains at
least 60% alcohol if soap and water are not available.

Yes. COVID-19 is spreading from person to person in parts of
the United States. Risk of infection with COVID-19 is higher
for people who are close contacts of someone known to have
COVID-19, for example healthcare workers, or household
members. Other people at higher risk for infection are those
who live in or have recently been in an area with ongoing spread
of COVID-19. Learn more about places with ongoing spread at
https://www.cdc.gov/coronavirus/2019-ncov/about/
transmission.html#geographic.

Have there been cases of COVID-19 in the U.S.?
Yes. The first case of COVID-19 in the United States was
reported on January 21, 2020. The current count of cases of
COVID-19 in the United States is available on CDC’s webpage at
https://www.cdc.gov/coronavirus/2019-ncov/cases-in-us.html.

How does COVID-19 spread?
The virus that causes COVID-19 probably emerged from an
animal source, but is now spreading from person to person.
The virus is thought to spread mainly between people who
are in close contact with one another (within about 6 feet)
through respiratory droplets produced when an infected
person coughs or sneezes. It also may be possible that a person
can get COVID-19 by touching a surface or object that has
the virus on it and then touching their own mouth, nose, or
possibly their eyes, but this is not thought to be the main
way the virus spreads. Learn what is known about the spread
of newly emerged coronaviruses at https://www.cdc.gov/
coronavirus/2019-ncov/about/transmission.html.

What are the symptoms of COVID-19?
Patients with COVID-19 have had mild to severe respiratory
illness with symptoms of
• fever
• cough
• shortness of breath

How can I help protect myself?

If you are sick, to keep from spreading respiratory illness
to others, you should
• Stay home when you are sick.
• Cover your cough or sneeze with a tissue, then throw the
tissue in the trash.
• Clean and disinfect frequently touched objects
and surfaces.

What should I do if I recently traveled from an area with
ongoing spread of COVID-19?
If you have traveled from an affected area, there may be
restrictions on your movements for up to 2 weeks. If you
develop symptoms during that period (fever, cough, trouble
breathing), seek medical advice. Call the office of your health
care provider before you go, and tell them about your travel and
your symptoms. They will give you instructions on how to get
care without exposing other people to your illness. While sick,
avoid contact with people, don’t go out and delay any travel to
reduce the possibility of spreading illness to others.

Is there a vaccine?
There is currently no vaccine to protect against COVID-19. The
best way to prevent infection is to take everyday preventive
actions, like avoiding close contact with people who are sick and
washing your hands often.

Is there a treatment?
There is no specific antiviral treatment for COVID-19.
People with COVID-19 can seek medical care to help
relieve symptoms.

For more information: www.cdc.gov/COVID19
CS 314937-A 03/03/2020
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Truck Sanitizing Procedure and Checklist
All MFS vehicles are to be sanitized prior to leaving the MFS HQ warehouse or MFS Customer worksites,
and once again upon return to same after completion of each job. It is MANDATORY for each MFS driver
to complete items on the below checklist before and after every job. Signatures required for compliance.
Sanitizing Materials: Lysol Spray, Lysol Wipes and Nitrile Gloves (in compliance with CDC and EPA).

Checklist
Pre-Job

Post-Job

Area to Sanitize
Driver side door handles (inside and out)
Passenger door handles (inside and out)
Window cranks on each door
Seat and buckle
All arm rests
Bench seats
All head rests
Steering wheel/turn signal/wiper controls
High touch components: dashboard, air duct louvers, radio, temperatures controls,
emergency brake arm/button, etc.
Gas tank cap
Tailgate switches on rear of truck
Roll up door handle and lock latch

Date: ____________ Truck ID: _____ Client Name: ______________ WO# _________
Driver Name: _____________________ Ops/Whse Rep Name: ______________________
Signature: ________________________ Signature: ________________________________
All vehicles will be cleaned in accordance with the Centers for Disease Control guidelines when they
are scheduled on MFS daily line up, as well as during maintenance services and scheduled washes.

Managed Facilities Solutions, LLC

MFS COVID-19 P&P Guide

128 Component Drive, San Jose CA 95131

408.920.0110

03.16.20 HD (rev. 03.21.20)

Contingency Plan for the Impact to Our Workforce due to COVID-19
At Managed Facilities Solutions, LLC (“MFS”), we are closely monitoring the COVID-19 situation and
working tirelessly to serve the needs of businesses and individuals who are quickly adapting to new ways
of life as we all pull together to curtail this outbreak. In response to COVID-19, we have implemented
updated best practices in our workplace to help ensure the health and safety of our employees and
customers. In accordance with California’s recent statewide stay-at-home order, MFS has implemented
the following MFS Workforce Contingency Plan:

Limited Onsite Business Operations to “Essential” Staff
MFS has temporarily limited onsite business operations to essential staff in our HQ and Warehouse to
ensure fulfilment of customer requests falling under the “essential activities” or emergency
categorizations. These essential employees adhere to recommended hygiene and social distancing
practices, and we’ve increased janitorial services to preserve a clean, healthy work environment.

Supplying a Remote Workforce
More employees than ever before are working from home – some by choice, others out of necessity. At
MFS, we supply our Corporate Staff (i.e., Sales, Finance & Accounting, Operations, Information
Technology, Administrative and Project Management teams) with company-issued laptops, iPads,
TeamViewer licenses, MS Office Licenses and Zoom licenses; so that we are always prepared to work
remotely. In fact, prior to the COVID-19 outbreak, a flexible remote working methodology and platform
was already in place at MFS, so our team is well-equipped to handle this policy.

Employees Working at Customer Projects
Given the health and safety concerns created by COVID-19, MFS will not be requiring or forcing any MFS
employees to work at the MFS office, warehouse or any MFS customer locations. All MFS employees are
asked to stay home if they or a household member show symptoms of COVID-19, and to promptly seek
medical treatment. For upcoming jobs, MFS will only deploy MFS employees who have voluntarily offered
and agreed to work at the MFS office and/or on MFS customer jobs during the COVID-19 pandemic. Any
such volunteer will need to accept and acknowledge the MFS COVID-19 EE Policies & Procedures Guide.

Looking Ahead
The COVID-19 situation remains fluid, and MFS is committed to helping our employees and customers
manage through this difficult time. We will continue to monitor and respond to federal, state and local
government mandates and health authorities to protect our employees and serve our customers safely.
Sincerely,

Haynes Dallas
Haynes Dallas, CEO
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MFS Contact Information for COVID-19 Questions
MFS is closely monitoring and taking actions to respond to the Coronavirus Disease 2019 (COVID-19)
epidemic. The health, safety, and well-being of our customers, employees, and community members are
our top priority.
Please feel free to utilize the below contact information for any questions regarding MFS COVID-19
Policies & Procedures:

Email: covidsupport@mfs.team
Telephone: (408) 240-8626
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