
COVID-19 OPERATIONAL 
PLANNING
Safety for our Employees, Independent Contractors and Customers.



197 Hernan Cortez Ave. Hagåtña, Guam

Hours of Operation
9am to 4pm

Color Guam is a full service art studio offering creative sessions for 
children and adults. Sessions include arts and crafts, painting, sculpting, 
DIY sign making on wood. Our studio has been in business for almost five 
years.

Our plan is based on how to keep our staff and customers safe during 
operational hours from COVID 19 pandemic using CDC, OSHA, U.S. 
Department of Labor and the Guam Department of Public Health 
guidelines.
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§ Adhere to the safety or our customers, employees or independent contractors based on COVID-19 from 

Guam Department of Public Health and Social Services, Centers for Disease and Control and Prevention 

(CDC), OSHA and the US Department of Labor.

§ Counters and surfaces disinfected after each use.

§ Tables and Chairs to be disinfected after each use.

§ Cabinets to be wiped down after each use.

§ Shelving to be disinfected after each use.

§ Paint brushes to be soaked and cleaned with soap and water.

§ Cups, napkins and paper palettes to be discarded after each use.

§ Blank canvases to be disinfected prior to use

§ Doorknobs, light switches, doors, restrooms to be sanitized after each use. �

§ Staff are required to wear masks and gloves at all times. Cloth masks to be cleaned after each use and 

replaced after each session. Gloves to be discarded.

§ Walls to be disinfected each day.

§ Floors to be swept and disinfected with a mop after each arts and crafts or paint session

§ Prevention signs of COVID -19 to be placed on the exterior of door and windows as well as inside our 

establishment.

§ Floor decals reminding customers to stay a distance of 6 feet.

OUR COMMITMENT AT OUR CUSTOMERS, 
EMPLOYEES OR INDEPENDENT CONTRACTORS
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FRONT DOOR AND INDOOR SIGNAGES
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CDC SIGNS TO BE PLACED ON THE WALLS OF OUR ESTABLISHMENT
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CDC SIGNS AND FLOOR DECAL TO BE PLACED ON THE WALLS OF OUR ESTABLISHMENT

FLOOR DECALS
Decals to be placed on the floors with 

each measured six feet apart.
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TRAINING FOR Employees & Independent Contractors

What is COVID 19 AND IT’S SYMPTOMS
Source: OSHA 3990-03 2020, Guidance on Preparing Workplaces for COVID-19

Symptoms of COVID-19
Infection with SARS-CoV-2, the virus that causes COVID-19, can cause 
illness ranging from mild to severe and, in some cases, can be fatal. 
Symptoms typically include fever, cough, and shortness of breath. 
Some people infected with the virus have reported experiencing other 
non-respiratory symptoms. Other people, referred to as asymptomatic 
cases, have experienced no symptoms at all.

According to the CDC, symptoms of COVID-19 may appear in as few 
as 2 days or as long as 14 days after exposure.

How COVID-19 Spreads
Although the first human cases of COVID-19 likely resulted from 
exposure to infected animals, infected people can spread SARS-CoV-2 
to other people.

The virus is thought to spread mainly from person-to-person, 
including:

§ 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. These droplets can land in the 
mouths or noses of people who are nearby or possibly be 
inhaled into the lungs.

It may be possible that a person can get COVID-19 by touching a 
surface or object that has SARS-CoV-2 on it and then touching their 
own mouth, nose, or possibly their eyes, but this is not thought to be 
the primary way the virus spreads.

People are thought to be most contagious when they are most 
symptomatic (i.e., experiencing fever, cough, and/or shortness of 
breath). Some spread might be possible before people show symptoms; 
there have been reports of this type of asymptomatic transmission with 
this new coronavirus, but this is also not thought to be the main way 
the virus spreads.

Although the United States has implemented public health measures to 
limit the spread of the virus, it is likely that some person-to-person 
transmission will continue to occur. 

The CDC website provides the latest information about COVID-19 
transmission: www.cdc.gov/coronavirus/2019-
ncov/about/transmission.html.

Medium exposure risk jobs 
include those that require 
frequent and/or close contact 
with (i.e., within 6 feet of) 
other people who may be 
infected with SARS-CoV-2.
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TRAINING FOR Employees & Independent Contractors

What is COVID 19, it’s symptoms and how to protect yourself.
Source: Centers for Disease Control and Prevention (CDC)

Fliers to be placed on our walls for staff and customers. 8



TRAINING FOR Employees & Independent Contractors

How to Protect Yourself and Others
Source: Centers for Disease Control and Prevention (CDC)

Fliers to be placed on our walls for staff and customers. 9



TRAINING FOR Employees & Independent Contractors

Fliers to be placed on our walls for our staff.

How to Cope with Stress and Build Resilience During the COVID-19 Pandemic
Source: Centers for Disease Control and Prevention (CDC)/Behavioral Health & Wellness Center (GBHWC)

General Contact Information for Guam 
Behavioral Health & Wellness Center 
(GBHWC)

Call:
(671) 647-5440 
(for Emergencies, call 911)

Crisis Hotline:
(671) 647-8833/ 647-8834

COVID-19 INFORMATION
Call: 311

10



TRAINING FOR Employees & Independent Contractors

Interim Guidance for Implementing Safety Practices
Source: Centers for Disease Control and Prevention (CDC)

Fliers to be placed on our walls for our staff. 11



TRAINING FOR Employees & Independent Contractors

Coughing and Sneezing
Covering coughs and sneezes and keeping hands clean can help prevent the spread of serious 
respiratory illnesses like influenza, respiratory syncytial virus (RSV), whooping cough, and 
COVID-19. Germs can be easily spread by:

§ Coughing, sneezing, or talking
§ Touching your face with unwashed hands after touching contaminated surfaces or 

objects
§ Touching surfaces or objects that may be frequently be touched by other people

To help stop the spread of germs:
§ Cover your mouth and nose with a tissue when you cough or sneeze
§ Throw used tissues in the trash
§ If you don’t have a tissue, cough or sneeze into your elbow, not your hands

Remember to immediately wash your hands after blowing your nose, coughing or sneezing.
Washing your hands is one of the most effective ways to prevent yourself and your loved ones 
from getting sick, especially at key times when you are likely to get and spread germs.

§ Wash your hands with soap and water for at least 20 seconds
§ If soap and water are not readily available, use an alcohol-based hand sanitizer that 

contains at least 60% alcohol to clean hands

To help prevent the spread of respiratory disease, you can also avoid close contact with 
people who are sick. If you are ill, you should try to distance yourself from others so you do 
not spread your germs. Distancing includes staying home from work or school when possible.

HOW TO PREVENT THE SPREAD OF SERIOUS RESPIRATORY ILLNESSES

Fliers to be placed on our walls for our staff and customers. 12



TRAINING FOR Employees & Independent Contractors

FACEMASKS

How to properly wear a face mask.
Face masks should:

§ Fit snugly but comfortable against the side of the face.
§ Be secured with ties or ear loops
§ Include multiple layers of a fabric.
§ Allow for breathing without restriction
§ Able to be laundered and machine dried without damage or change to shape.

Should cloth face coverings be washed or otherwise cleaned regularly? 
How regularly?

§ Yes. They should be routinely washed depending on the frequency of use.

How does one safely sterilize/clean a cloth covering?
§ A washing machine should suffice in properly washing a face covering.

How does one safely remove a used cloth covering?
§ Individuals should be careful not to touch their eyes, nose, and mouth when 

removing their face covering and wash hands immediately after removing.

HOW TO PROPERLY WEAR, CLEAN AND REMOVE A FACEMASK

This poster will be hung in our establishment 
for staff and customer to be aware of how to 

help slow the spread of COVID-19.
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TRAINING FOR Employees & Independent Contractors

HOW TO CLEAN AND DISINFECT OUR ESTABLISHMENT BASED ON CDC GUIDELINES

This poster will be hung in our establishment for staff on how to prevent the spread of COVID-19. 14



TRAINING FOR Employees & Independent Contractors

CDC APPROVED PRODUCTS FOR DISINFECTING AND CLEANING

This information will be hung in our establishment for staff  to know what disinfectants and cleaning agents to use against the spread of COVD-19.
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TRAINING FOR Employees & Independent Contractors

CDC APPROVED PRODUCTS FOR DISINFECTING AND CLEANING

This information will be hung in our establishment for staff  to know what disinfectants and cleaning agents to use against the spread of COVD-19.
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TRAINING FOR Employees & Independent Contractors

CDC APPROVED PRODUCTS FOR DISINFECTING AND CLEANING

This information will be hung in our establishment for staff  to know what disinfectants and cleaning agents to use against the spread of COVD-19.
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COLOR GUAM FLOOR PLAN AND TABLE LAYOUT

1450 square feet

Customer seating

§ 10 customers per each session,
§ 1 instructor, 1 assistant/cashier
§ Total of 12 people in studio for 

each session.
§ Total # of hours for each art session:

1.0 to 2.5 hours

§ 10 tables/10 seats for customers
§ 1 easel for instructor
§ 1 cashier counter

Staff/Instructor
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ASSISTING CUSTOMERS UPON ARRIVAL

1. Customer’s temperature will be taken prior to entry into our 
establishment with an Non-Contact Forehead Thermometer Infrared IR 
Digital Medical Body Laser Gun. CDC considers a person to have a fever 
when he or she has a measured temperature of 100.4° F (38° C) or greater.

2. Customer must have a facial mask on. No entry if he/she does not have a
facial mask on.

3. Customers will be advised to follow our floor signs to stay 6 feet away 
from one another upon entry. 

4. One customer to enter our studio at a time. Customers asked to kindly 
wait outside and to keep 6 ft. apart from one another.

5. Upon entry, customer must use hand sanitizer provided. Hand sanitizers 
will be located near entrance door.

6. Customer who have paid on-line: 
§ They must write their name, phone number and physical address 

on log in sheet. They will need to sign with their signature.
§ Once customer has checked in, an assistant will direct them on 

where to sit (back room area will be filled first). See floor plan.

7. Walk-in customers (who don’t pay on-line)
§ We write a receipt and process their credit card payment.
§ They must write their name, phone number and physical address 

on the sign in sheet. They will need to sign with their signature.
§ Once customer has checked in, an assistant will direct them on 

where to sit (back room area will be filled first). See floor plan.

8. Instructor will stand in the back of our studio in the center. Cashier will 
assist one customer at a time.
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ASSISTING CUSTOMERS

8. Instructor will announce:
§ The importance of keeping 6 ft apart.
§ Keeping their masks on at all times during the session
§ Washing hands
§ Assuring each customer that we have disinfected all counter tops, 

cabinets, walls, art supplies, tables, chairs, floor and bathrooms.

9. Customers who need assistance during art/paint sessions:
§ Customers are to write their question on a piece of paper that will 

be provided for them at their seat and place it in a bowl to be 
retrieved by the instructor. 

§ Instructor will begin teaching.

10. Once painting session has been completed:
§ Customer will leave all supplies on the table (napkins, paint 

brushes, palettes). Napkins and palettes will be discarded by our 
staff. Easels and paint brushes will be soaked in soap and washed.

§ Customers will be reminded by the instructor to keep 6 feet apart.

§ Customer may wash their hands with soap in the restroom should 
it have paint on them.

§ Should a customer request to have his/her photo taken with 
his/her painting, they will sanitize their hands, wipe down their 
phone with disinfectant wipes, place it on a table for our staff to 
pick up and take their picture. Customer to disinfect phone again.

11. Bathroom use:
§ Bathrooms will be cleaned (disinfected) after each customer use.
§ A sign will be placed on the bathroom door stating customer 

must knock before entry.
§ Signs will be printed and placed in the bathroom (washing of 

hands for 20 seconds and keep their mask on while in our 
establishment.

12. Upon Exiting
§ Disinfectants with napkins will be placed on table for customers to 

use if needed.

§ Customers may use hand sanitizers when leaving our studio.

13. Establishment to be cleaned and disinfected after each paint/art session:
§ Counters, tables, chairs, cabinets will be disinfected.
§ Floors to be swept.
§ Restrooms will be cleaned and disinfected.
§ Floors will be mopped with disinfectant.
§ Pens/pencils, any supplies used will be disinfected.
§ Studio doors will be open to circulate air during cleaning hours.

DURING ART SESSION AND UPON EXITING OUR ESTABLISHMENT
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COVID-19 PROTOCOL for Employees and Independent Contractors

Temperature Monitoring
Measure each employees and independent contractors temperature using a Non-
Contact Forehead Thermometer Infrared IR Digital Medical Body Laser Gun. 
CDC considers a person to have a fever when he or she has a measured 
temperature of 100.4° F (38° C) or greater.

Employees and independent contractors will be encouraged to self monitor 
themselves for signs and symptoms of COVID-19 if they suspect possible 
exposure. 

Temperatures will be documented privately by the employees and independent 
contractors as well as any symptoms that may occur during the hours of 
employment. 

Face Masks & Gloves
Employees and independent contractors must wear a face mask and gloves at all 
times while in the workplace.

Color Guam will have a stock of 25 masks and 50 sets of gloves at all times for 
employees and independent contractors to wear.

Social Distancing
Employees and independent contractors should maintain 6 feet and practice 
social distancing in the workplace.

Frequent Hand Washing
Wash your hands with soap and water for at least 20 seconds. If soap and water 
are not readily available, use an alcohol-based hand sanitizer that contains at least 
60% alcohol to clean hands.

Sick
Employees and independent contractors must stay home if they feel sick.  
They are urged to contact their physician should they feel they have 
COVID-19 symptoms. 

Caring for a sick family member
If you have a family member who is ill, we encourage you to stay home to 
take care of your family.

Respiratory Etiquette
To help stop the spread of germs:

§ Cover your mouth and nose with a tissue when you cough or 
sneeze

§ Throw used tissues in the trash
§ If you don’t have a tissue, cough or sneeze into your elbow, not 

your hands

Remember to immediately wash your hands after blowing your nose, 
coughing or sneezing.
Washing your hands is one of the most effective ways to prevent yourself 
and your loved ones from getting sick, especially at key times when you are 
likely to get and spread germs.

§ Wash your hands with soap and water for at least 20 seconds
§ If soap and water are not readily available, use an alcohol-based 

hand sanitizer that contains at least 60% alcohol to clean hands

To help prevent the spread of respiratory disease, you can also avoid close 
contact with people who are sick. If you are ill, you should try to distance 
yourself from others so you do not spread your germs. Distancing includes 
staying home from work or school when possible. Color Guam will provide 
tissues for customers and employees and independent contractors 
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COVID-19 PROTOCOL for Employees and Independent Contractors

Other prevention measures
§ Employees and independent contractors should not share headsets or 

other objects that are near mouth or nose.
§ Employees and independent contractors should increase the frequency of 

cleaning commonly touched surfaces.
§ Doors will be open after each session to to increase air exchanges in room.
§ Employees and independent contractors should physically distance when 

they take breaks together. Breaks will be staggered, employees and 
independent contractors are not allowed to congregate in the break room, 
and not to share food or utensils.

Disinfecting and Cleaning work spaces
Clean and disinfect all areas such as counters, tables, chairs, cabinets, shelves, 
bathrooms, common areas, paint brushes, art supplies and shared electronic 
equipment routinely after each session and when each counter or bathroom 
is used.

Actions taken if an employees and independent contractors is sick and has 
come in contact with with others
Surfaces in their/our workspace will be cleaned and disinfected.. Information 
on persons who had contact with the ill employees or independent 
contractors during the time the they had symptoms and 2 days prior to 
symptoms will be compiled. Other employees and independent contractors 
in our establishment with close contact within 6 feet of the the person during 
this time would be considered exposed.

Isolation Room for Sick Employees or Independent contractors
Bathroom 1 will be designated as the isolation room until an employees and 
independent contractors  can be removed from the establishment/worksite. 
No other employees or independent contractors is to enter this room. See 
floor plan.

Handling Trash in the Bin
Employees and independent contractors are to place trash in the bin. All 
trash bins will have a cover on them. Employer will properly remove all 
trash to avoid an employees or independent contractor and others from 
being exposed to any contamination.
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