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Infectious Disease Preparedness and Response Plan 

COVID-19 Policy 

For Community Managers 

 

Dear Community Managers, 

Now that we are seeing a re-opening of many services and in order to help maintain a 
safe and healthy workplace for all of our employees, the Safety Committee for 
Commonwealth Real Estate Services has created an infectious disease preparedness 
and response plan.  Our goal is to provide you, our community managers, with important 
information and safeguards that will help to prevent the spread of infectious diseases like 
COVID-19.  

 

While there are times throughout your workday that you are required to interact with the 
public in face-to-face settings, much of your daily work can be performed over the phone 
or through email.  It may take some adjustments, both by the residents of the community 
and yourself, but with a little patience and practice you will be able to conduct most, if not 
all, of your office business while practicing safe, physical distancing.  Please, share these 
guidelines with all of your management team, including your maintenance personnel.  

 

For more information about the COVID-19 Virus and the prevention of spreading 
infectious diseases, please, visit CDC.gov and follow the link to [Learn More About 
COVID-19]. 

 

Thank you, and stay safe out there! 

 

Sincerely, 

 

Phil Sapp, Chairperson, Commonwealth Safety Committee 
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Infectious Disease Preparedness Plan 

 

General Guidelines: 

 If you are sick, stay home and do not open the office.  Follow the guidance of 
your healthcare professional and return to work only when you are advised that it 
is safe to do so. 

 Use petty cash to purchase face coverings for you and your team to use at work.  
 Some properties may wish to purchase disposable facemasks and have them 

available for office visitors. 
 Avoid touching your face and avoid touching your face while wearing a face 

covering, especially while wearing gloves. 

 

 

Be the Gate Keeper of Your Office: 

 Keep the office door locked.  While you need to keep your office open during 
normal hours of operation, keeping the door locked allows you to control who 
comes in. 

 Wear a face covering while conducting in-person business and maintain a six 
foot physical distance from others. 

 If your office is too small to maintain a six foot physical distance from others, your 
face to face contacts should be made outside or in a space that allows for 
appropriate physical distancing. 

 Require anyone entering the office to wear a face covering.  If someone is not 
able to wear a face covering, you must conduct business outside.  Remember to 
maintain a six foot distance from each other. 

 Disinfect commonly touched surfaces after conducting any in-person business in 
the office.  For example; desktop, chair arms, telephone receiver, light switches 
and door knobs/handles.  Use a disinfectant wipe or disinfectant spray and paper 
towels. 

 Wash your hands. 
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Rent Payments: 

 Residents can deposit their rent payments into the drop box.  Avoid accepting 
checks by hand. 

 When handling rent payment checks, you may wear non-porous (nitrile) gloves.  
Make sure to dispose of your gloves after each use. 

 Minimizing the amount of times that you are handling and processing checks will 
reduce your chances of exposure. 

 Disinfect your desktop and surrounding areas once you are finished processing 
the payments.  Use a disinfectant wipe or disinfectant spray and paper towels. 

 Wash your hands. 

 

Receiving Applications: 

 Wear a face covering when accepting rental applications. You may choose to 
wear gloves. 

 You can allow the applicant to wait in the office while you review the application.  
You must maintain a six foot physical distance and require that the applicant 
wear a face covering. 

 If your office is too small to maintain a six foot physical distance from the 
applicant, you must review the application with the applicant outside or you can 
both go to a space that allows for appropriate physical distancing. 

 Remember to disinfect commonly touched surfaces after conducting any in-
person business in the office.  For example; desktop, chair arms, telephone 
receiver, light switches and door knobs/handles.  Use a disinfectant wipe or 
disinfectant spray and paper towels. 

 When processing applications, make sure to follow the same document handling 
guidelines as you would for processing rent payments.  For example, wear 
gloves and a face covering. 

 

Outside Duties and Maintenance Activities: 

 While working outside, maintain a six foot physical distance from others. 
 Avoid gathering in groups. 
 If you are working with a co-worker that does not reside in your home, maintain a 

six foot physical distance whenever possible. 
 Wash your hands before going back inside your home or office. 
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Infectious Disease Response Plan 

 

Testing Positive for COVID-19: 

 If you receive a positive test for an active COVID-19 viral infection, please, follow 
all instructions from your healthcare professional.  Do not open the office, even if 
you are feeling okay, until you have been advised by your healthcare 
professional that it is safe to do so. 

 Contact your Regional Manager right away.  If you are too ill to contact your RM, 
a family member can do this for you. 

 Keep your Regional Manager updated on your condition.  Again, if you are too ill 
to contact your RM a family member can update your RM.  

 If someone in your household tests positive for an active COVID-19 viral 
infection, contact your Regional Manager right away.  Make a plan for any 
potential quarantine that you will be subject to. 

 

Community Resident(s) Testing Positive for COVID-19: 

 You may post a general notice that a positive case of COVID-19 was reported in 
the community or area, however, DO NOT contact other residents to tell them 
who has tested Positive for COVID-19. 

 If you have had close contact with a resident that has tested positive for an active 
COVID-19 viral infection, contact your healthcare professional to see if you need 
to be tested. 

 Contact your RM right away, you may need to plan for any potential quarantine 
that you might be subjected to. 

 Until you receive a negative test, you should behave as if you have contracted 
the virus, stay home and do not open the office. 

 

 


