
COVID-19 SAFETY AND PREVENTION PROCEDURES 



HOW JD&CO. IS SAFELY 
OPERATING TO SUPPORT 
YOUR SUCCESSFUL 
REOPENING

Throughout the pandemic, JD&Co. has
consistently prioritized the health and
well-being of our employees and the
general public. Now that we’re
preparing to reopen, we’re extending
that same approach to ensure the
continued safety of our clients, partners,
and community.

Moving forward, cleaning protocols are
significantly increased at our facilities.
Employees are consistently cleaning
commonly touched surfaces, handles,
doors and work tools throughout the
day. Workstations are continuously
sanitized. We’re also supplementing
with added professional cleaning
services on an as-needed basis.

PURPOSE OF THIS PUBLICATION
The following provides information and
guidance to our employees and our
clients regarding the steps JD&Co. is
committed to providing in order to
support a safe, clean environment. The
guidance is not intended to revoke or
appeal any employee or client rights,
either statutory, regulatory, or
collectively bargained, and is not
exhaustive as it does not include county
health orders, nor is it a substitute for
any existing safety and health-related
regulatory requirements.



KEY PREVENTATIVE PRACTICES
• Social distancing to the maximum extent
• Use of (PPE) gloves, goggles, face shields and face masks
• Frequent handwashing, regular cleaning, and disinfection
• Training employees on these and other elements of the COVID-19 prevention plan

STATE OF WASHINGTON HEALTH AT WORK STEPS
1. JD&Co. is following these “Health at Work Steps” as outlined by the State of Washington.
2. Educate employees on JD&Co.’s policies and procedures regarding the prevention & 

transmission of COVID-19
3. Maintain minimum six-foot separation between employee-service providers and clients
4. Use of barriers, for minimization of contact between employee-service providers and 

vendors or clients
5. Provide personal protective equipment (PPE) gloves, goggles, face shields and face masks
6. Require employee-service providers to have personal protective equipment (PPE)
7. Ensure frequent and adequate hand washing with maintenance of supplies
8. Establish a housekeeping schedule that includes frequent cleaning and sanitizing of 

commonly touched surfaces
9. Screen employee-service providers for signs/symptoms of COVID-19 at start of shift
10. Make sure sick employee-service providers stay home or immediately go home if they feel 

or appear sick
11. Cordon off any areas where an employee-service provider with probable or confirmed 

COVID-19 illness worked, touched surfaces, etc., until the area and equipment is cleaned 
and disinfected

WORKSITE PLAN
• Identify and post contact information for local health departments as it relates to COVID-19
• Train and communicate with our employees
• Evaluate the workplace daily
• Investigate any COVID-19 illnesses, determine if any work-related factors contributed to the 

risk of infection
• Identify close contacts of an infected employee and take steps to isolate
• Adhere to CDC and governing body guidelines



EMPLOYEE TRAINING
• Provide information on the prevention and the spreading of COVID-19
• Encourage employees to engage in “Home Self-Screening”
• Emphasize the importance of not coming to work if they are experiencing flu-like 

symptoms, coughs, fevers, chills, difficulty breathing, muscle pain headaches, or if they have 
been diagnosed with or live with someone who has been diagnosed with COVID-19

• The need to seek medical attention should COVID-19 symptoms arise
• Share the frequent need to and correct methods for handwashing and sanitizing
• Stress the importance of physical distancing
• Proper use us Personal Protective equipment (face coverings washed after every shift)
• Instruct to avoid touching the face, eyes, nose and mouth

SCREENING AND CONTROL MEASURES
• Daily temperature, and or symptom screenings (screener & employee wear face masks)
• Encourage employees with symptoms to stay home
• Provide all required protective equipment and require all employees to use them including 

wearing face coverings and disposable gloves, and using hand sanitizer
• Clean and sanitize frequently used equipment, tools, and items
• Non-employees entering facility restricted to those classified essential by management

CLEANING AND DISINFECTING
• High-traffic areas including break rooms, lunchrooms, restrooms, stairways, handrails, 

doorknobs and all tools that are used in the process of performing work in a trade shop will 
be frequently cleaned, disinfected, and sanitized

• All work surfaces are to be cleaned and disinfected between shifts/individual use including 
phones, office equipment, tools, headsets, keyboards, and chairs

• JD&Co. will provide additional and sufficient time for cleaning and sanitizing
• Sanitizing areas will be instated in restrooms and handwashing areas and equipped with 

soap and hand sanitizer
• Employee breaks will be staggered 
• No-touch sinks, soap dispensers, towel dispensers and sanitizer dispensers installed 

wherever possible
• Delivery companies are required to wear (PPE) face masked and to sanitize upon entering. 

All boxes will be disinfected prior to opening and immediately disposed of
• Delivery vehicles and equipment to be cleaned and sanitized before and after delivery routes

PHYSICAL DISTANCING
• Implement 6 feet distance between employees during meetings, collaborative interactions, 

or interviews
• Limit the number of employees onsite
• Stagger shifts and employee breaks to insure physical distancing
• Install barriers and increase distance between tables and workstations
• Encourage employees to bring lunch made at home or takeout & delivery
• Use bulletin boards and avoid handouts and memos
• Designate delivery entrances for shippers, suppliers, and postal services



OVERVIEW
When handling customer repairs, sanitation and cleanliness is a priority and our daily
responsibility. To safely interact when picking up and delivering repairs, we must ensure all of
the following specific safety and social distancing guidelines are followed.

PICK UP & DELIVERY PREP AND EXECUTION 

JD&CO.
• Couriers must contact the store manager or leader prior to arrival to confirm they are 

prepared for a valuable delivery and will be abiding by the agreed social distancing and safety 
guidelines

• All pieces will be sanitized prior to placing in poly bags
• Jobs will be separated by location, sanitized, placed in a sealed container, and sealed, for each 

designated drop off and pick up location.
• Courier will always wear a face mask and disposable gloves (provided by JD&Co.) while on-site 

at each location
• Designated drop-off locations will be established in-store while abiding by the CDC’s social 

distancing guidelines
• Hand sanitizer will be used by couriers prior to putting gloves on and entering stores, as well 

as after drop offs; gloves will be disposed of after exiting and the delivery vehicle sanitized

IN-STORE PROCEDURE
• Prior entering the store a temperature check will be performed
• Courier will meet repair pick up associate in the designated area so that a temperature check 

may be performed.
• Then proceed to drop off & pick up point in the store maintain a 6 feet distance.
• Courier will place sanitized and sealed repairs on the counter for the associate to remove, then 

step back so the associate may inspect and check in the jobs.
• Store Associate will remove, inspect the manifest, ensure all jobs on the manifest are 

delivered, Initial document and, place JD&CO’s copy on the Counter with the jobs that are 
being picked up for repair, and then step back to maintain the 6-foot distance.

• Courier will step up to the counter, inspect the stores repair manifest and confirm that all jobs 
on the manifest are in the package provided by the store. Initial the document and exit.

ON-SITE GOLDSMITHS
• Prior entering the store a temperature check will be performed
• Goldsmith will always wear a face mask and disposable gloves (provided by JD&Co.) while on-

site at all times except when eating meals
• All pieces will be sanitized prior to placing in poly bags (one item per bag)
• Completed repairs will be placed in one large designated poly bag and sealed with tape for 

hand-off
• Goldsmiths will maintain social distancing guidelines
• Goldsmiths are instructed to stay at home if they are exhibiting any flu-like symptoms 

including but not limited to fever, sore throat or cough

REPAIR SAFETY PROCEDURE FOR OFFSITE CLIENTS
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TO OUR COMMUNITY
At JD&Co. the health and wellness of our customers, employees and their
families is our top priority. We will continue to adapt to the impact of the
coronavirus (COVID-19), and we wanted to share the immediate steps outlined
that we are taking to help decrease and avoid the spread of coronavirus in our
community.

We will continue to monitor the situation as it develops and implement
recommended guidelines from the CDC and WHO. Our people are our biggest
asset and all safety measures will be strictly followed to keep us all healthy.

TO OUR CLIENTS
JD&Co is here for you, especially in these times of uncertainty. If you are short on
bench jewelers, we’ll happily take on your overflow jewelry and watch repair,
custom design, and restoration. We would be honored to be an extension of your
In-house jewelry services.

This is a prime opportunity to re-evaluate domestic manufacturing and
outsourcing. If you are interested in moving your custom design work to the U.S.,
JD&Co. can fully support your operations. Our shops are taking all the necessary
health precautions while still producing some of the finest jewelry in the market.
For more information please send an email to johnny@jdcojewelry.com.

We thank you for your support and hope you are staying safe and healthy. We
are all in this together.


