COVID-19 Safety Procedures for Businesses

PROTECTING CUSTOMERS AND EMPLOYEES WORKING IN THE COMMONWEALTH

Requirements for Businesses Authorized

to Continue In-Person Operations:

Additional Safety Guidance for Any
Retail Operations at Your Location

Health and Cleaning

* Provide masks for employees to wear at all times.

+ Clean and disinfect the building frequently, especially high-
touch areas.

+ Make sure employees have access to soap and water, hand
sanitizer, and disinfectant wipes.

+ Tell employees they should notify their supervisor if they are
sick and stay home.

+ Employees that are asymptomatic and positive should not
return to work.

Social Distancing

* Prevent large groups from entering or leaving the building at
the same time.

+ Limit the number of employees in common areas.

+ Conduct meetings virtually. For in-person meetings, limit the
number of employees and maintain a distance of six feet.

+ Don't allow non-essential visitors.

If there is a COVID-19 exposure in your building
+ Establish a plan for employee COVID-19 exposure, that
includes building cleaning and notifying affected employees.

See COVID-19 Safety Guidance at pa.gov for more details.

o Wait at least 24 hours (or for as long as practical) before
cleaning and disinfecting the area visited or used by the sick
person. Do the same for all shared areas and equipment
used by the sick person.

o Ensure each employee’s temperature is taken before they
enter the building, either at the workplace or at home. Do
not allow those who have a temperature of 100.4°F or higher
to enter the worksite.

> Employees should notify their supervisor if they have
symptoms and go or stay home.

> Open windows and doors to let air in. Use ventilation fans to
help circulate air.

+ Advise sick employees to follow CDC recommended guidance
on home isolation.

+ Conduct business with the public by appointment only, when
possible.

+ Limit the number of people inside the building according to PA
Department of Health guidance.

* Modify business hours so there is enough time to clean and
restock.

+ Install shields at check-out areas to separate cashiers and
customers.

* Provide delivery or pick-up options and encourage online
ordering.

+ Designate a specific time for people at high risk to use the
business at least once a week.

* Require customers to wear masks or face coverings.

+ Limit check-out lanes to every other register and rotate every
hour to allow for disinfection.

+ Schedule handwashing breaks for employees at least every
hour.

+ Assign an employee to wipe down carts and handbaskets
before the customer uses it.

Questions or Concerns?
Businesses &
'/;

Contact the Department of Health at

1-877-PA-HEALTH (1-877-724-3258). .
pennsylvania

DEPARTMENT OF HEALTH

Employees or Customers

If you feel unsafe at your workplace relative to COVID-19

concerns, file a complaint with:

+ Alocal health department or law enforcement agency.

+ The Occupational Safety and Health Administration at
OSHA.gov.

+ The PA Department of Health at health.pa.gov.

Remember These Important Steps to Stop the Spread of COVID-19

+ Maintain a distance of at least 6 feet from other individuals.

+ Wash hands with soap and water for at least 20 seconds as
frequently as possible, or use hand sanitizer if soap and water
are not available.

+ Cover coughs or sneezes with a sleeve or elbow.
* Do not shake hands.

* Regularly clean high-contact surface areas.

+ When sick, stay at home.

NOTICE

All businesses in the Commonwealth that elect to maintain in-person operations, if permitted to operate under the Orders of the
Governor and Secretary of Health, must strictly adhere to the guidance published by the Pennsylvania Department of Health, and must
prominently display this Notice and COVID-19 SAFETY PROCEDURES FOR BUSINESSES at each work location (building or worksite).
In addition, each business must, for each work location (building or worksite), identify a Pandemic Safety Officer to respond to employee
and subcontractor questions regarding these requirements. This business’s or work site’s Pandemic Safety Officer is:

Name Number Email

As business owner/operator/site foreperson/manager, | acknowledge and understand the foregoing, and confirm that my business/
worksite will adhere to these requirements, as may be amended by orders of the Governor or Secretary of Health.

Signature Date

08/06/20, 8:17 AM


https://www.osha.gov/
https://www.health.pa.gov

COMMONWEALTH OF PENNSYLVANIA

HUMAN RELATIONS COMMISSION

EMPLOYMENT PROVISIONS OF THE
PENNSYLVANIA HUMAN RELATIONS ACT

(Act of October 27, 1955, P.L. 744, as Amended)
PURPOSE OF PROVISIONS

The purpose of the employment provisions of the Pennsylvania Human Relations Act is to prevent and eliminate
unlawful discriminatory practices in employment because of race, color, religion, ancestry, age (40 and above),
sex, national origin, non-job related disability, known association with a disabled individual, possession of a
diploma based on passing a general education development test, or willingness or refusal to participate in abortion

or sterilization. UNLAWFUL DISCRIMINATORY PRACTICES

It is unlawful — on the basis of the facts listed abow — for an employer, labor union or employment agency to:

1. Deny any person an equal opportunity to obtain employment, to be promoted and to be accorded all other
rights to compensation, tenure and other terms, conditions and privileges of employment.

2. Deny membership rights and privileges in any labor organization.

3. Deny any person equal opportunity to be referred for employment.

4. Refuse to contract or otherwise discriminate in contracting with any independent contractor who is licensed by
the Bureau of Professional and Occupational Affairs.

It is also unlawful for any person, employr, labor union or employment agency to retaliate against an individual
because the individual has filed a complaint with the Commission, or has otherwise participated in any Commissign
proceeding, or for any person to aid or abet any unlawful discriminatory practice under the Human Relations Act.

PARTIES SUBJECT TO THE ACT
The employment provisions of the Pennsylvania Human Relations Act apply to: (1) Employers of 4 or more
persons, including units of state and local government, (2) Labor organizations, and (3) Employment agencies.
WHO MAY FILE A COMPLAINT

Complaints may be filed within 180 days of the alleged act of discrimination by any of the following: (1) Any
person who believes he or she has been discriminated against, (2) The Pennsylvania Human Relations Commission,
(3) The Attorney General of Pennsylvania, or (4) An employer whose employees hinder compliance with the

provisions of the Act. PARTIES EXEMPT FROM THE ACT

The employment provisions of the Pennsylvania Human Relations Act do not apply to: (1) Any individual employe
in agriculture or domestic service, (2) any individual who, as part of his or her employment, resides in the
personal residence of the employer, (3) Any individual employed by his or her parents, spouse or child.

WHO MUST POST THIS NOTICE

Every employer, labor organization and employment agencysubject to the employment provisions of this Act is
required by law to post this notice in a conspicuous, easily accessible and well-lighted location customarily
frequented by applicants, employees or members.

@

WARNING: Removing, defacing, covering up or destroying this notice is a violation of the Pennsylvania
Crimes Code and may subject you to fine or imprisonment.

For further information, write, phone or visit the Pennsylvania Human Relations Commission:
Executive Offices: 333 Market Street, 8th Floor - Harrisburg, PA 17126
(717) 787-4410 - (717) 787- 7279 (TTY) or visit us at www .phrc.state.pa.us

To file a complaint, contact the Regional Office nearest you:

Pittsburgh _ Harrisburg Philadelphia

391 5th Ave., Suite 390 333 _Market Street,8th Floor 110 N. 8th St., Suite 501
Piatt Place Harrisburg, PA 17104 Philadelohia. PA 19107
Pittsburgh, PA 15222 (717) 787-9780 lladelphia,

(412) 565-5395 (717) 787-7279 (TTY) (215) 560-2496

(412) 565-5711 (TTY) (215) 560-3599 (TTY)
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REMEMBER: IT IS IMPORTANT
TO TELL YOUR EMPLOYER
ABOUT YOUR INJURY

=== pennsylvania
/-
‘ DEPARTMENT OF LABOR & INDUSTRY
BUREAU OF WORKERS’ COMPENSATION

The name, address and telephone number of your employer’s workers’ compensation insurance company, third-party administrator
(TPA), or person handling workers’ compensation claims for your company, are shown below.

Employer Name:

IF INSURED:
(Complete all applicable spaces)

Name of Insurance Company:

Date Posted:

IF SOMEONE OTHER THAN INSURER IS
HANDLING CLAIMS:
(Complete all applicable spaces)

Name of TPA (Claims administrator):

Address:

Address:

Telephone Number:

Insurer Code:

Telephone Number:

IF SELF-INSURED
(Complete all applicable spaces)

Name of person handling claims at

the self-insured:

IF SOMEONE OTHER THAN SELF-INSURER IS
HANDLING CLAIMS:
(Complete all applicable spaces)

Name of TPA (Claims administrator):

Address:

Address:

Telephone Number:

Insurer Code:

Telephone Number:

Any individual filing misleading or incomplete information knowingly and with the intent to defraud is in violation of Section 1102 of the Pennsylvania Workers’ Compensation Act,
77 P.S. §1039.2, and may also be subject to criminal and civil penalties under 18 Pa. C.S.A. §4117 (relating to insurance fraud).

Employer Information Claims Information Services Hearing Impaired Email
Services toll-free inside PA: 800.482.2383 toll-free inside PA TTY: 800.362.4228 ra-li-bwc-helpline@pa.gov
717.772.3702 local & outside PA: 717.772.4447 local & outside PA TTY: 717.772.4991

Auxiliary aids and services are available upon request to individuals with disabilities.
Equal Opportunity Employer/Program

LIBC-500 REV 01-15



Company WC Company Account Phone Number WC Company
Number Address
Creative Travelers UB-B3770132-25- | 1.800.252.4633 P.O. Box 660456
13 Dallas, TX 75266-
0456
Indigenous Travelers UB-B3770132-25- | 1.800.252.4633 P.O. Box 660456
13 Dallas, TX 75266-
0456
DN Investments Travelers UB-B3770132-25- | 1.800.252.4633 P.O. Box 660456
13 Dallas, TX 75266-
0456
Channel Blend Travelers UB-B3770132-25- | 1.800.252.4633 P.O. Box 660456
13 Dallas, TX 75266-
0456
ET Travelers UB-B3770132-25-  1.800.252.4633 P.O. Box 660456
13 Dallas, TX 75266-
0456
Professional Travelers UB-B3770132-25- | 1.800.252.4633 P.O. Box 660456

Services 13 Dallas, TX 75266-
0456
DNEDA Hudson Insurance | OBH-0105127-10 @ 866.546.3981 100 William St,
Group/Tribal First New York, NY
10038
Unami Hudson Insurance | OBH-0105127-10 | 866.546.3981 100 William St,
Group/Tribal First New York, NY

10038



tel:18002524633
tel:18002524633
tel:18002524633
tel:18002524633
tel:18002524633
tel:18002524633

Department of Labor & Industry

LaBOR & INDUSTRY

yyyyyyyyyyyy
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Bureau of Labor Law Compliance

Abstract of the Equal Pay Law

Must be Posted in a Conspicuous Place in Every Pennsylvania Business
Governed by the Equal Pay Law

Discrimination on Basis of Sex
Prohibited:

Prohibits discrimination by any employer
in any place of employment between
employees on the basis of sex, by paying
wages to any employee at a rate less than
the rate paid to employees of the opposite
sex for work under equal conditions on
jobs which require equal skills. Provides
that variation in payment of wages is not
prohibited when based on a seniority,
training or merit increase system that does
not discriminate on the basis of sex.

Administration:

Empowers the Secretary of Labor &
Industry to administer the provisions of the
act, and to issue rules and regulations to make
effective the provisions of the act.

Collection of Unpaid Wages in Case of
Discrimination:

Provides for the collection of unpaid
wages due under the act and in addition,
an equal amount of liquidated damages
and reasonable attorney's fee and costs.
Authorizes the Secretary of Labor &
Industry and upon an employee's request,
to take assignment of such a wage claim for

collection. Limits the period for such action
to two years from the date upon which the
violation occurs.

Records Required:

Requires employer to keep and maintain
records of wages, wage rates, job
classifications and other terms and
conditions of employment of the persons
employed, as the Secretary of Labor &
Industry shall prescribe. Requires that
employers post an abstract of the law.

Penalties:

Provides for a fine of not less than $50 nor
more than $200, or imprisonment of not less
than 30 days nor more than 60 days, for:

(1) employer who wilfully and knowingly
violates provisions of the act, or discharges
or otherwise discriminates against an
employee who makes a complaint, institutes,
or testifies at, proceedings under the act;
and (2) employer who fails to keep required
records, falsifies such records, hinders,
delays, or otherwise interferes with the
Secretary or his authorized representative

in the performance of his duties in the
enforcement of the act. Each day a violation
continues shall constitute a separate offense.

More Information is Available Online

Additional information about the Equal Pay Law is available online at: www.state.pa.us, PA Key-
word: labor & industry. Click on “Labor Law Compliance” under Quick Links.

Auxiliary aids and services are available upon request to individuals with disabilities. Equal Opportunity Employer/Program

LLC-8 REV 2-07



pennsylvania PENNSYLVANIA UNEMPLOYMENT

DEPARTMENT OF LABOR & INDUSTRY
OFFICE OF UNEMPLOYMENT COMPENSATION BENEFITS POLICY Co M P E N SATI o N

Under the provisions of the Pennsylvania Unemployment Compensation (UC) Law, I am registered with the
Pennsylvania Department of Labor & Industry as:

NAME: Reach out to HR if needed at humanresources@dnigov.com

ADDRESS

EMPLOYER ACCOUNT NUMBER

The UC Law can provide you with an income during periods when you are either partially or totally unemployed
through no fault of your own.

If you become UNEMPLOYED or your HOURS ARE REDUCED due to LACK OF WORK, the company, department,

agency, commission, or bureau where you worked may provide you with a completed Form UC-1609, How to
Apply for Unemployment Compensation (UC) Benefits.

IMPORTANT

Your UC application will be dated effective the week in which you actually file the application for benefits. You
should file a new claim or reopen an existing claim during the first week in which you are unemployed or that your
hours are reduced. You may risk losing some benefit eligibility if you file after the first week you are unemployed.

NOTE: To file an application for UC benefits, you will need to provide your: Scan with your
mobile phone
e Social Security Number
e Alien registration number (if not a U.S. citizen) E IE
e Complete mailing and home address i

e Name, address, and account number of employer(s) from Form UC-1609
e Dates of employment and reasons for leaving E
e Most recent pay stub (optional but helpful)

e Personal Identification Number (PIN) (if you have one from a prior claim)

You may file your new application, reopen an existing claim or get information about the UC Program online at
www.uc.pa.gov, or by calling the UC Service Center at 888-313-7284. TTY: (Hearing Impaired) at 888-334-4046.

When claiming UC benefits, you must report gross wages that you earned during any week for which you are
claiming UC benefits. Computer crossmatching is used to detect the illegal receipt of UC payments resulting from
unreported work and earnings, as well as unreported pensions.

REMEMBER: Whenever you have questions or any problem regarding your UC claim, contact your UC Service
Center. Do not take outside advice. Outside advice may be incorrect and could adversely affect your eligibility
to receive UC benefits.

A person who knowingly makes a false statement or knowingly withholds information to obtain UC benefits commits
a criminal offense under section 801 of the UC Law, 43 P.S. §871, and may be subject to a fine, imprisonment,
restitution and loss of future benefits.

Auxiliary aids and services are available upon request to individuals with disabilities.
UC-700 REV 09-16 Equal Opportunity Employer/Program



Veteran Benefits and Services

The following free resources are available to help Pennsylvania Veterans understand

their rights, protections, benefits and services.

For more information, contact either your County Office of Veterans Affairs, scan the
QR code, call the PA Department of Military and Veterans Affairs at 1-800-698-2411
or visit www.pa.gov/agencies/dmval/pennsylvania-veterans.

MENTAL HEALTH &
SUBSTANCE ABUSE RESOURCES

$22 Veterans
eee CrisisLine
DIAL 988 then PRESS @

www.veteranscrisisline.net
Text 838255

crisistextline.org
Text “PA” to 741741

Free, 24/7, Confidential

CRISIS TEXT LINE |

Pennsylvania
Department of Drug and
Alcohol Programs

Find Drug & Alcohol
Treatment Services

1-800-662-HELP (4357)

VOCATIONAL REHAB
AND TRAINING RESOURCES

VETERAN
== READINESS &
== EMPLOYMENT

Empower. Achieve. Succeed.

Apply for VA Vocational
Rehab Services

ot ey

-

Pennsylvania Apply for PA
Department of Labor & Industry Vocational
Office of Vocational Rehabilitation Rehab Services

Get help finding jobs,
acquiring skills,
planning your career,
and finding resources
to support veterans.

Pennsylvania

\CareerLink

Sign up for free job
training with SkillUp™ PA

SkillUp™PA

PENNSYLVANIA TAX AND
FEE RESOURCES
A
& State Tax Information
for Military Personnel
pennsylvania and Veterans
DEPARTMENT OF REVENUE
% Disabled Veterans’ Real
. Estate Tax Exemption
pennsylvania Information
DEPARTMENT OF MILITARY
AND VETERANS AFFAIRS
Disabled Veterans’
Registration and
pennsylvania Title Fee Waiver Information
JUSTICE AND
LEGAL RESOURCES

The Unified Judicial System

of Pennsylvania Veterans
Treatment Court Information

Pennsylvania Bar Association
Lawyers Saluting Veterans
Program Information

Your Other Partner

Pennsylvania ‘
- ) Legal Aid Provider Near You
Legal AvD Neowork

Free Representation at the

U.S. Court of Appeals for
Veterans Claims Information

To apply for VA health care, you can call the VA health benefits hotline at 877-222-8387 (TTY 711),
apply online at VA.gov,or visit the nearest VA medical center or clinic.
For information on Veterans Hiring Preference with the Commonwealth of Pennsylvania, call 717-783-6655, e-mail

ra-cs-vetpreference@pa.gov or visit the website at www.pa.gov/agencies/employment/veterans/veterans--preference.

—
% Information about private providers and services provided on this posting does not constitute i

an endorsement by the Pennsylvania Department of Military and Veterans Affairs,
the Pennsylvania Department of Labor & Industry, or the Commonwealth of Pennsylvania.

Pennsylvania

Department of Military
and Veterans Affairs

—]

Pennsylvania

Department of
Labor & Industry


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.pa.gov%2Fagencies%2Frevenue%2Fresources%2Ftax-types-and-information%2Fpersonal-income-tax%2Fmilitary-pay&data=05%7C02%7Cmegklinger%40pa.gov%7Ccf8e2cf53b6148fcfe6008de01e32f3f%7C418e284101284dd59b6c47fc5a9a1bde%7C0%7C0%7C638950272433134698%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=CKF36hUJ8Upre9I%2BXjET%2B3SAlUIh95E9w0p5QXYcCo0%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.pa.gov%2Fagencies%2Frevenue%2Fresources%2Ftax-types-and-information%2Fpersonal-income-tax%2Fmilitary-pay&data=05%7C02%7Cmegklinger%40pa.gov%7Ccf8e2cf53b6148fcfe6008de01e32f3f%7C418e284101284dd59b6c47fc5a9a1bde%7C0%7C0%7C638950272433134698%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=CKF36hUJ8Upre9I%2BXjET%2B3SAlUIh95E9w0p5QXYcCo0%3D&reserved=0
https://www.pacareerlink.pa.gov/jponline/Persona/PersonaPage/Veterans
https://www.pa.gov/services/dli/sign-up-for-free-job-training-with-skillup-pa
https://www.pa.gov/services/dli/sign-up-for-free-job-training-with-skillup-pa
https://www.va.gov/careers-employment/vocational-rehabilitation/how-to-apply/
https://www.va.gov/careers-employment/vocational-rehabilitation/how-to-apply/
https://www.pa.gov/services/dli/apply-for-vocational-rehabilitation-services
https://www.pa.gov/services/dli/apply-for-vocational-rehabilitation-services
https://nvlsp.org/what-we-do/appeals-to-the-court-of-appeals-for-veterans-claims/
https://palegalaid.net/legal-aid-providers-in-pa
https://www.pabar.org/site/For-the-Public/Military-and-Veterans-Services/Lawyers-Saluting-Veterans-Program
https://www.pabar.org/site/For-the-Public/Military-and-Veterans-Services/Lawyers-Saluting-Veterans-Program
https://www.pacourts.us/judicial-administration/court-programs/veterans-courts
https://www.pacourts.us/judicial-administration/court-programs/veterans-courts
https://www.pacourts.us/judicial-administration/court-programs/veterans-courts
https://www.pa.gov/agencies/ddap
https://www.pa.gov/agencies/ddap
https://www.crisistextline.org/
https://www.veteranscrisisline.net/
https://www.pa.gov/agencies/employment/veterans/veterans--preference
mailto:ra-cs-vetpreference@pa.gov
https://va.gov/
https://www.pa.gov/agencies/dli
https://www.pa.gov/agencies/dmva
https://www.pa.gov/agencies/dmva/pennsylvania-veterans
https://www.pa.gov/services/dmv/apply-for-free-registration-for-eligible-veterans
https://www.pa.gov/services/dmv/apply-for-free-registration-for-eligible-veterans
https://www.pa.gov/agencies/dmva/pennsylvania-veterans/programs-and-services/financial-assistance/retx
https://www.pa.gov/agencies/dmva/pennsylvania-veterans/programs-and-services/financial-assistance/retx
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.pa.gov%2Fagencies%2Frevenue%2Fresources%2Ftax-types-and-information%2Fpersonal-income-tax%2Fmilitary-pay&data=05%7C02%7Cmegklinger%40pa.gov%7Ccf8e2cf53b6148fcfe6008de01e32f3f%7C418e284101284dd59b6c47fc5a9a1bde%7C0%7C0%7C638950272433134698%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=CKF36hUJ8Upre9I%2BXjET%2B3SAlUIh95E9w0p5QXYcCo0%3D&reserved=0
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