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Coronavirus Incident Response Plan

In light of the COVID-19 (Coronavirus) pandemic, SSA Group, LLC (“SSA” or “Company”) is taking proactive steps to maintain a safe workplace and protect the health of employees, guests, and other visitors of the cultural attractions (“client” or “clients”) in which SSA operates. This includes enhanced cleaning and sanitation protocol, adapting procedures for guest service, and implementing response plans for potential or confirmed cases of COVID-19.  Note that due to the fluidity of the COVID-19 pandemic, the guidelines within this document are subject to change, without notice.

Keeping Employees Safe

Employees are trained to understand CDC-defined COVID-19 symptoms, how to stop the spread of germs through proper hand and respiratory hygiene, and how to maintain adjusted operational procedures during the ongoing pandemic, including cleaning and sanitizing protocol. Personal Protective Equipment (PPE), including masks and gloves, is also required to be worn by employees.

At the start of each shift, employees will have their temperatures taken and will be asked if they have recently displayed any COVID-19 symptoms. If they are displaying any symptoms, or if they state they have a confirmed case of COVID-19, they will be sent home and asked to follow the appropriate CDC home isolation guidelines; once they have completed these guidelines, they will sign a self-certification form clearing their return-to-work.

SSA also requires employees to immediately notify their Manager-on-Duty (MOD) and/or General Manager if they are caring for someone at home with Coronavirus, in which case quarantine or potential accommodations to have the employee continue working will be considered. Employees are also required to notify their General Manager or MOD if they have recently, or are planning to, travel internationally or on a cruise ship, in which case the employee will be asked to self-quarantine in accordance with CDC guidelines. 

General Managers are also maintaining close communication with their Regional Vice Presidents and the Headquarters’ People Department to ensure appropriate handling of potential or confirmed COVID-19 cases. 

Keeping Guests & Other Visitors Safe

General Managers – Please review this section with your client and modify as necessary. Once you decide on an emergency response plan that fits your unit/client, please revise the below and ensure your employees are trained on the proper procedures. If your client requests that SSA take guest temperatures, please contact the People Department ASAP to discuss. 

SSA has modified several of its operating procedures to help ensure the safety of guests and other visitors, such as establishing social distancing measures, increasing online ordering options, and implementing guest-facing hand sanitizer stations.  
 
If an employee encounters a guest with COVID-19 symptoms, or is the recipient of a guest’s direct report of another guest exhibiting symptoms, the following Incident Protocol shall be followed. Note that any employee of SSA or the client who has contact with a guest exhibiting symptoms should be wearing the correct PPE, including a mask and gloves: 
· Employee directs the guest exhibiting symptoms away from other guests.
· Employee then contacts the Manager-on-Duty (M.O.D.) stating their location and the code, “SSAFETY FIRST,” to alert the M.O.D. of the situation. 
· M.O.D. confirms if there are visible symptoms of potential COVID-19. 
· If symptoms are confirmed, the M.O.D. will contact the [client’s designated point of contact/representative - e.g., the attraction’s Security Manager] who will then take lead control of the situation.
· The [client’s point of contact/representative] directs guest to the designated Isolation Area for a no-touch digital temperature reading. Note that the client should have the guest sign off on a disclosure/informed consent notice prior to the temperature reading. 
· Guests who register a temperature of 100.4° F or higher will be considered positive for a fever.
· The guest should be allowed to rest for five minutes before a temperature re-check is done. If, after the second temperature check, the guest still registers a temperature higher than 100.4° F, the guest will be asked by the [client’s point of contact/representative] to leave attraction grounds.
· A complimentary ticket will be provided to the guest to return at a later date.
· If the guest becomes irritated and exhibits poor behavior, the [client’s point of contact/representative] should direct the guest to leave the attraction grounds.
· Upon completion of each incident, the M.O.D. and the [client’s point of contact/representative) will complete an incident report/written statement that includes the following:
· Date of the incident 
· First and last names of involved SSA and Client employees 
· First and last names of involved guest(s) and contact information 
· Bulleted list of each step of the incident, including recorded temperatures and final outcome 
· The M.O.D. should ensure that any areas that may have been contaminated by the incident, such as the floor, walls, tables, etc., are cleaned and sanitized appropriately. 
Medical Emergencies
If there is a medical emergency, employees should immediately notify their direct supervisor. If their direct supervisor is unavailable, they should notify either the next supervisor available and/or the client’s onsite security if applicable. The supervisor and/or security will then call 911 to notify the proper authorities. No SSA employees are assigned to perform medical duties during emergency medical situations; however, supervisors are responsible for helping move employees, guests, and other visitors away from the situation as necessary until medical help arrives. 

In the event that outside emergency officials, such as the local fire department or police department, respond to a workplace emergency, those outside emergency officials will assume the responsibility and authority for making decisions regarding the health and safety of all involved. The highest-ranking responder will assume the role of commanding and controlling the emergency response; this highest-ranking responder will work with the SSA General Manager and/or M.O.D, but will be responsible for directing all response actions. 
If an SSA employee is having the medical emergency, their emergency contact information is located in Toast, SSA’s Human Resources Information System platform, and the General Manager and/or M.O.D will notify the employee’s emergency contact(s) accordingly. 

Questions or Concerns

If there are any questions or concerns regarding SSA’s Coronavirus Incident Response Plan, please contact the Headquarters’ People Department at PeopleDepartment@thessagroup.com or 303.322.3031.
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