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Sent Via Email 
 
March 10, 2020 
 
Dear Colleagues, 
 
I hope that this communication finds you well. As the situation regarding the novel coronavirus 
(COVID-19) continues to evolve, myself and the rest of the Vysnova Management team want 
to make sure that everyone knows that the health and safety of our Employees and 
Consultants is our top priority.  
 
Vysnova, like most employers, needs to consider how best to decrease the spread of acute 
respiratory illness and lower the impact of COVID-19 in our workplaces. We want each of you 
to take every precaution and put preventive actions in place as recommended by the U.S. Centers 
for Disease Control (CDC). Please follow this link for more information:  
https://www.cdc.gov/coronavirus/2019-ncov/community/index.html  
 
The purpose of this internal memorandum is to clearly communicate our objectives to each of 
you, which include one or more of the following: (a) reducing transmission among staff, (b) 
protecting people who are at higher risk for adverse health complications, and (c) maintaining 
business operations.  
 

 We want to encourage those employees that are sick or that are 
susceptible to getting sick to stay home:  
o Employees who have symptoms of acute respiratory illness are 
recommended to stay home and not come to work until they are free 
of fever (100.4° F [37.8° C] or greater using an oral thermometer), 
signs of a fever, and any other symptoms for at least 24 hours, without 
the use of fever-reducing or other symptom-altering medicines (e.g. 
cough suppressants). Employees should notify their supervisor and 

stay home if they are sick. 
o For those that may be  in an at-risk category or immuno-compromised, our telework policies 

are flexible and permit eligible employees to work from home and minimize their exposure 
to others. Please see Human Resources for more information on eligibility. Employees 
should notify their supervisor and submit a telework request. 

o Our personal time-off policies are flexible and permit employees to stay home to care for 
themselves or a sick family member. We also understand that more employees may need to 
stay at home to care for sick children or other sick family members than is usual.  

o At the same time, we want to encourage partner firms and subcontractors to realize the 
importance of sick employees staying home and encourage them to develop non-punitive 
leave policies. 

 
 We want to separate sick employees:  

o Vysnova, following CDC recommendations, asks that employees who appear to have acute 
respiratory illness symptoms (i.e. cough, shortness of breath) upon arrival to work or become 

https://www.cdc.gov/coronavirus/2019-ncov/community/index.html
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sick during the day be separated from other employees and be sent home immediately. Sick 
employees should cover their noses and mouths with a tissue when coughing or sneezing (or 
an elbow or shoulder if no tissue is available). 

 
 We want to emphasize staying home when 

sick, respiratory etiquette and hand 
hygiene by all employees:  
o We have placed posters encouraging staff to 

stay home when sick and hand hygiene in our 
workplaces where they are likely to be seen. 

o We want to instruct employees to clean their 
hands often with an alcohol-based hand 
sanitizer that contains at least 60-95% alcohol or wash their hands with soap and water for 
at least 20 seconds. Soap and water should be used preferentially if hands are visibly dirty. 

o Visit the coughing and sneezing etiquette and clean hands webpage for more information. 
 
 We suggest that staff perform routine environmental cleaning:  

o Routinely clean all frequently touched surfaces in the workplace, such as workstations, 
countertops, and doorknobs. Use the cleaning agents that are usually used in these areas and 
follow the directions on the label. 

o At our offices we provide disposable wipes so that commonly used surfaces (for example, 
doorknobs, keyboards, remote controls, desks) can be wiped down by employees before each 
use. Office managers please contact your supervisor if materials are needed. 

 
 We advise employees before traveling to take certain steps:  

o Check the CDC’s Traveler’s Health Notices for the latest guidance and recommendations for 
each country to which you will travel. Specific travel information for travelers going to and 
returning from China, and information for aircrew, can be found at on the CDC website. 

o Advise employees to check themselves for symptoms of acute respiratory illness before 
starting travel and notify their supervisor and stay home if they are sick. 

o Ensure employees who become sick while traveling or on temporary assignment understand 
that they should notify their supervisor and should promptly call a healthcare provider for 
advice if needed. 

o If outside the United States, sick employees should follow our company’s policy for 
obtaining medical care or contact a healthcare provider or overseas medical assistance 
company to assist them with finding an appropriate healthcare provider in that country. A 
U.S. consular officer can help locate healthcare services. However, keep in mind that U.S. 
embassies, consulates, and military facilities do not have the legal authority, capability, and 
resources to evacuate or give medicines, vaccines, or medical care to private U.S. citizens 
overseas. 

o Vysnova maintains insurance plans that provide medical evacuation as well as local services. 
Please contact your program associate or supervisor for more details. 

 
 Additional Measures in Response to Currently Occurring Sporadic Importations of the 

COVID-19:  
o Employees who are well but who have a sick family member at home with COVID-19 should 

http://www.cdc.gov/healthywater/hygiene/etiquette/coughing_sneezing.html
https://www.cdc.gov/handwashing/index.html
http://www.cdc.gov/travel
https://www.cdc.gov/coronavirus/2019-ncov/travelers/index.html
https://www.cdc.gov/coronavirus/2019-ncov/about/symptoms.html
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notify their supervisor and refer to CDC guidance for how to conduct a risk assessment of 
their potential exposure. 

o If an employee is confirmed to have COVID-19, Vysnova will inform fellow employees of 
their possible exposure to COVID-19 in the workplace but maintain confidentiality as 
required by the Americans with Disabilities Act (ADA). Employees exposed to a co-worker 
with confirmed COVID-19 should refer to CDC guidance for how to conduct a risk 
assessment of their potential exposure. 

 
Lastly, we want to share a few of the steps we are taking at Vysnova office locations: 
 
 Our commercial offices are continuously cleaned by the building staff as part of the normal 

course of business. In most locations they have increased their efforts to wipe down areas of 
high-touch traffic such as elevator buttons, door handles, and fitness center equipment (New 
Carrolton).  

 We have placed hand sanitizers throughout the offices and ask that our staff follows the 
suggested guidelines of frequently washing your hands with soap and warm water for at least 
20 seconds 

 In accordance with our Vysnova policies, every staff member is charged with the highest 
standard of personal hygiene as well as taking responsibility for doing their part in 
maintaining cleanliness in their work area 

 
Vysnova continues to be committed to maintaining a safe environment for business operations 
and ask for your help in making it so. Like you, we are taking this public health concern 
seriously. All the guidance referenced above is based on guidance from the CDC and other 
world, U.S., and local health and government organizations, and their recommendations will 
continue to guide our business protocols and plans.  
 
As we face this challenge, we will continue to share the latest information from the CDC and the 
World Health Organization (WHO) via internal communications and our social media outlets 
(LinkedIn) with our staff so you have the information that you need to stay healthy and 
productive during this difficult time. I am sure that this situation will pass as the authorities and 
all of us in the public help in reducing the spread of this virus. 
 
Best regards, 
 
 
 
Carlos Rivera 
President 
Vysnova Partners, Inc. 
 

https://www.cdc.gov/coronavirus/2019-ncov/php/risk-assessment.html
https://www.cdc.gov/coronavirus/2019-ncov/php/risk-assessment.html
https://www.cdc.gov/coronavirus/2019-ncov/php/risk-assessment.html

