
Novel coronavirus (also 
known as “COVID-19”) is a 
new virus strain spreading 
from person-to-person. 

The City of Kirkland has prepared this 
packet to help our business community 
respond to COVID-19. 

Do not go to the emergency room 
unless essential. 
If you have symptoms like cough, fever, 
or other respiratory problems, contact 
your regular doctor first.

Information is changing frequently. 
Check Public Health’s website for  
more information: 

www.kingcounty.gov/covid

What are the symptoms?
People who have been diagnosed with novel coronavirus have reported 
symptoms that may appear in as few as 2 days or as long as 14 days after 
exposure to the virus.

Fever Cough Difficulty 
breathing

¿Cuáles son los síntomas?
Las personas que han sido diagnosticadas con el nuevo coronavirus han 
informado tener síntomas que pueden aparecer en tan solo 2 días o hasta 14 
días después de haber estado expuestas al virus.

Fiebre Tos Dificultad 
para respirar

Информация о COVID вирус для бизнесов:
Для переведённой информации на Русский язык 
пожалоста передите на следующую ссылку
www.kirklandwa.gov/BusinessSupportCOVID

Información para negocios acerca del 
Coronavirus: Para información en Espaňol 
acerca del Coronavirus por favor dirigirse a
www.kirklandwa.gov/BusinessSupportCOVID

与商务相关的COVID－19信息：
需要中文版的与商务相关的COVID－19信息, 
可前往此网址查询：
www.kirklandwa.gov/BusinessSupportCOVID
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Dear Kirkland Business Owner,

Our businesses are more than just the economic engine of Kirkland, they are essential to the fabric of our 
community. We are so grateful that you have chosen to do business in Kirkland. 

We are reaching out to let you know that the City of Kirkland is here for you as our businesses, our 
community, and the world face the challenges and uncertainty of the COVID-19 (coronavirus) outbreak. 
We understand that while the economic impacts of COVID-19 are already rippling across the nation, many 
Kirkland businesses are experiencing the immediate effects of this challenging situation. We want to work 
together now to address the impacts during this emergency, and we will partner with you in the future when 
the focus turns to recovery.

The first reported death from COVID-19 in the United States occurred at EvergreenHealth Hospital in Kirkland on 
February 29, 2020.  This tragic loss of life and the ensuing events at the Life Care Center thrust our community 
into the national spotlight as the epicenter of COVID-19 in the United States.  As your City Council, the safety and 
well-being of the Kirkland community is our top priority.  The outbreak remains a quickly evolving event, and, at 
this time, we don’t know how long we will be in an emergency situation.

To assist businesses affected by the COVID-19 
outbreak, the City of Kirkland has compiled 
information and resources that will be 
immediately useful during this emergency and 
for the future when we can work toward recovery. 
Several resources are included with this flyer, and 
additional resources for businesses can be found 
at www.kirklandwa.gov/BusinessSupportCOVID.  
We are also quickly working to find other ways 
to support and partner with businesses, and we 
want to hear from you (please see Section E).  

The City’s first responders and other personnel are acting quickly, effectively, and with great courage to 
do everything possible to make sure our community is safe and healthy.  The City’s Emergency Operations 
Center continues to collaborate closely with regional, state, and national health departments and our 
neighboring cities. This work is the highest priority of the City and will continue for as long as needed.  
Regular updates about the City’s response are available at www.kirklandwa.gov/coronavirus. Please refer to 
Public Health - Seattle & King County and the Washington State Department of Health for the most current 
information about the COVID-19 outbreak.

In this time of uncertainty, it is important that we remember our community’s values of being safe, inclusive, 
and welcoming.  No race, nationality, or ethnicity is more likely to have coronavirus.  Speak up if you hear, 
see, or read harassment, and avoid spreading misinformation.  

We are all in this together, and we all have a role to play. The City of Kirkland is here to support you 
throughout this difficult time and will be doing everything possible to ensure the success of Kirkland 
businesses into the future.

Your City Council,

Letter from the City Council

Penny Sweet
Mayor

Jay Arnold
Deputy Mayor

Neal Black
Councilmember

Kelli Curtis
Councilmember

Amy Falcone
Councilmember

Toby Nixon
Councilmember

Jon Pascal
Councilmember

In this packet, you will find:
       Health & Hygiene for Employees & Businesses
       Immediate Strategies for Businesses
       Business Impact Analysis Worksheet
       Example of Customer messaging
       We Want to Hear from You
       Key Local, State, and Federal Contacts
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>> www.kirklandwa.gov/BusinessSupportCOVID  
>> KirklandBusinessSupport@kirklandwa.govFor more information



Actively Encourage Sick Employees to Stay Home
•	 Employees who have symptoms of acute respiratory 

illness (e.g., cough, shortness of breath) are 
recommended to stay home and not come to work for 
72 hours after fever is gone and symptoms get better.

Establish Compliant Sick Leave Policies 
•	 Ensure policies are flexible and consistent with public health 

guidance and that employees are aware of these policies.

•	 Do not require a healthcare provider’s note for 
employees who are sick with acute respiratory illness 
to validate their illness or to return to work, as 
healthcare providers may be extremely busy.

•	 If an employee is confirmed to have COVID-19 
infection, employers should 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 who are well but who have a sick family 
member at home with COVID-19 should notify their 
supervisor and refer to CDC guidance for how to conduct 
a risk assessment of their potential exposure. Family 
medical leave or other legal contracts may apply.

Separate Employees Who Become Ill at Work 
•	 CDC recommends that employees who appear to 

have acute respiratory illness symptoms (e.g., cough, 
shortness of breath) upon arrival to work or become 
sick during the day should be separated from other 
employees and be sent home immediately.

Perform Routine Environmental Cleaning
•	 Routinely clean all frequently touched surfaces in 

the workplace (e.g., doorknobs, keyboards, remote 
controls, desks).

•	 Provide disposable wipes and hand sanitizer in multiple 
locations for employee and customer use, as well as soap 
and disposable paper towels at sinks and restrooms.

Educate Employees About Hand and 
Respiratory Hygiene 
•	 Place posters that encourage staying home when sick, 

cough and sneeze etiquette, and hand hygiene at the 
entrance to your workplace and in other workplace 
areas where they are likely to be seen.

•	 Provide tissues and no-touch disposal receptacles for 
use by employees.

•	 Instruct employees to clean their hands often with 
an alcohol-based hand sanitizer that contains 60-95% 
alcohol, or wash their hands with soap and water for at 
least 20 seconds. 

•	 Stop handshaking – use other noncontact methods 
of greeting.

•	 Advise employees to avoid touching their eyes, nose, 
and mouth with unwashed hands.

•	 Provide soap and water and alcohol-based hand rubs in 
the workplace. 

A

Adapted from recommendations by the Washington State Department of Health (DOH) www.doh.wa.gov/Coronavirus/Workplace

Health & Hygiene for Employees & Businesses

New unemployment benefits and relief of benefit 
charges went into effect on March 10, 2020: 

>> www.esd.wa.gov 

New Unemployment Rules

This information is accurate as of March 12, 2020. 
Check updates from public health agencies to follow 
evolving  recommendations in Washington State and 
King County:

>> www.doh.wa.gov/Coronavirus
>> www.kingcounty.gov/covid

Stay Up to Date

1.	 Encourage staff to telework.
2.	 Expand sick leave policies.
3.	 Implement social distancing measures, e.g.:

•	 Spacing workers at the worksite
•	 Staggering work schedules
•	 Decreasing social contacts in the workplace 

(limit in-person meetings)
•	 All break areas must accommodate distancing 

with regular disinfection of all eating surfaces
4.	 Eliminate large work-related gatherings (e.g., staff 

meetings, after-work functions).

5.	 Postpone non-essential work travel.
6.	 Regular health checks on arrival each day (e.g., 

temperature and respiratory symptom screening) 
of staff and visitors entering buildings.

7.	 Implement extended telework arrangements 
(when feasible).

8.	 Ensure flexible leave policies for staff who need to 
stay home due to school/childcare dismissals and to 
encourage individuals to stay home if they are sick.

9.	 Cancel work-sponsored conferences, tradeshows, etc.

	 Source: www.kingcounty.gov/covid/retail - March 12, 2020

Current Public Health Recommendations for Workplaces



Apply Infection Control Measures
•	Place posters that communicate best practices for hygiene and insist on frequent handwashing
•	Provide soap, water, and alcohol-based hand rubs in multiple locations
•	Supply tissues and no-touch waste bins
•	Routinely clean commonly touched surfaces

Prepare for Social Distancing and Remote Working
•	Allow telecommuting where possible
•	Permit flexible work hours (e.g. staggered shifts)
•	Ensure that you have the technology and infrastructure to support multiple employees working 

from home: phone forwarding, webmail portal, shared online work platform

Plan to Separate Sick Employees
•	Employees who report feeling unwell or who become sick during the work day should be 

separated from others and immediately sent home 
•	Ensure all managers and employees are aware of this policy
•	Designate an area to temporarily isolate sick employees if possible

Communicate with your Audiences
•	Be proactive and transparent in communications and responsive to your different audiences
•	Audiences include: Customers; Employees & Their Families; Immediate Community; Company 

Management, Directors & Investors; Government Officials, Regulators & Employees; Suppliers, 
News Media

•	Utilize social media channels to communicate your efforts and engagement

Assess your Essential Functions
•	What jobs are needed to carry on day-to-day activities?
•	Who are your key partners, suppliers, and contractors?
•	What raw materials does your business need to function?
•	How will your business adjust if resources are constrained?

Check your Business Insurance Coverage
•	Call your insurance provider to ascertain whether you have Business Interruption Insurance
•	If you have Business Interruption Insurance, follow policies carefully for documenting economic 

impacts on your business

Document Economic Impacts on your Business
•	Keep records and documentation that could be required for insurance claims or potential relief 

programs in the future
•	Track the duration, nature, and financial impact of the pandemic on your business (e.g., customer 

traffic, supplier disruption, employee leave, revenue numbers)

PLANNING FOR A CORONAVIRUS PANDEMIC

Public Health - Seattle & King County February 2020

OUTLINE KEY
BUSINESS

FUNCTIONS

IDENTIFY PLAN
OBJECTIVES

A guide for businesses and organizations
If the novel coronavirus (COVID-19) continues to spread around the world, it could become a pandemic. Though global by

definition, pandemics have local impacts. Pandemics can cause absenteeism, alter patterns of business and travel, interrupt

supply chains, and affect the daily operations of your business. A pandemic isn't an isolated incident, but an event that unfolds

over time, sometimes spanning many months.  You can  minimize the impact to your organization by creating a plan that

clearly outlines roles, responsibilities, and policies.

A well-designed plan can protect your employees and keep your

business functioning during a disease outbreak. 

Objectives might include:

Reduce the spread of disease among staff.

Protect people at higher risk for complications.

Maintain business operations.

Minimize impact on your customers and business partners.

ASSESS       
        WORKPLACE           

EXPOSURE RISK

Identify health risks your employees may face.

In the course of their duties, are employees likely to:

Have face-to-face contact with large numbers of people? 

Spend time in work sites, like health care settings, where they may

come into contact with ill people?

Handle materials that could be contaminated, like laboratory samples

or healthcare waste?

Workers with increased risk include those involved in healthcare, 

deathcare, airline operations, waste management. and travel to

areas where the virus is spreading.  Visit the OSHA webiste  for guidance

on controlling exposures among workers at risk: osha.gov/SLTC/covid-19/

Determine what people and resources are required for your business to

operate.

What jobs are needed to carry on day-to-day activities?

Who are your key partners, suppliers, and contractors?

What raw materials does your business need to function?

Consider how your business will adjust if resources are constrained.

How can you back fill positions if employees are absent?

How can you accomplish critical tasks if key partners are unavailable?

How can you adapt if your supply chain is interrupted?

I N I T I A T E

PREPARE FOR
SOCIAL

DISTANCING

Social distancing is an intervention to increase the physical distance

between people and reduce the spread of disease.

If recommended by Public Health, consider what policies and

procedures your business can implement to accomplish 

work remotely.

Allow telecommuting where possible. 

Permit flexible work hours (e.g. staggered shifts).

Ensure that you have the technology and infrastructure needed to

support multiple employees working from home.

Trial telecommuting and flexible hours during normal (non-pandemic)

periods. Identify and remedy problems that arise.

I M P L E M E N T

APPLY
INFECTION
CONTROL

MEASURES

Before, during, and after an outbreak, create a culture of wellness.

Place posters that encourage staying home when sick, cough and

sneeze etiquette, and hand hygiene at the entrance to your workplace

and in high visibility locations.

Provide soap, water, and alcohol-based hand rubs in multiple locations

and routinely refill.

Instruct employees to clean hands often with an alcohol-based hand

sanitizer or by washing for at least 20 seconds.

Supply tissues and no-touch waste bins.

Ask employees to stay home when sick. Ensure that sick leave policies

are in place.

Routinely clean commonly touched surfaces.

REVIEW
WORKPLACE

POLICIES 

Ensure your policies are responsive and adaptable.

Verify that your human resources policies align with state and federal

workplace laws. Visit the Department of Labor's website

(www.dol.gov/) and the Equal Employment Opportunity

Commission’s website (www.eeoc.gov) for more information

Implement flexible workplace and leave policies. Providing protected

sick leave can limit the spread of disease in your workplace.

During an outbreak or pandemic, adjust workplace policies to reflect

public health recommendations.

PLAN TO SEPARATE
SICK EMPLOYEES

Employees who report having a fever or an acute respiratory illness

upon arrival to work or who become sick during the work day should be

separated from others and immediately sent home. Ensure that:

All managers and employees are aware of your policies and the

expectation that sick employees stay home.

If possible, designate a separate area at your work site where sick

employees can temporarily  isolate. Use this space for employees who

become ill during the work day and are  awaiting transportation to

their home or to medical care.
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PLAN FOR
RESTRICTED

TRAVEL

If there's evidence of an outbreak in the U.S. or to another business

destination, you may need to cancel non-essential travel.

Consider:

How can you accomplish work-related meetings or events remotely?

How can you support employees who are abroad when travel

restrictions are put into place, particularly those who become

sick? Ensure you have clear policies for obtaining medical care during

travel. 

Prepare to consult travel guidance on the CDC website: 

https://wwwnc.cdc.gov/travel

ENCOURAGE
PERSONAL

PREPAREDNESS

Your business is only as healthy as your employees. Encourage employees

to take standard steps to prepare for staying at home if needed:

Store a two-week supply of water and food.

Make sure to have enough prescription drugs at home.

Keep non-prescription drugs and other health supplies on hand. This

includes pain relievers, stomach remedies, cough and cold aides, fluids

with electrolytes, and vitamins.

Get copies of electronic health records from the doctor, hospital, or

pharmacy. 

Talk with family members and loved ones about how they would like

to be cared for if they got sick, and what's needed to care for them at

home.

ANTICIPATE
ABSENTEEISM

Prepare for employee absences resulting from personal illness, caring

for ill family members, and dismissal of early childhood programs and

K-12 schools. Be ready to adapt your business practices to maintain

critical operations.

Cross-train employees to carry out essential functions so the

workplace can operate when essential staff are out.

Identify alternative suppliers to meet supply chain needs.

Consider prioritizing customers with the greatest needs.

Prepare to temporarily suspend operations if necessary.

ESTABLISH A
COMMUNICATION 

PROTOCOL 

Determine how you will relay information about the outbreak to

employees and business partners.

How will you  keep your workforce and partners informed about the

outbreak, latest public health recommendations, and your response?

How can you support employees and partners experiencing anxiety

and fear?

How can you prevent rumors and misinformation from circulating, and

respond effectively if they do?

I N V O L V E

DEVELOP A PROCESS
FOR ACTIVATING

YOUR PLAN

Decide when and how to activate and terminate your pandemic plan.

Consider:

Which decision makers in your business should be involved?

What event(s) should trigger action?

What procedures should be used to activate or deactivate your plan?

How can you efficiently and effectively transfer business knowledge to

key employees?

When you deactivate your plan, how can you most effectively

reintegrate employees who have been absent?

Prepare to work with local health officials when answering these

questions.

GET INPUT
FROM YOUR

WORKFORCE

Your plan is more likely to be successful if you get buy-in from

employees and partners.

Invite your employees to help develop and review the plan. If it's not

possible to talk with every team member, try sampling a variety of

departments in your organization.

Test out your plan to help detect gaps or problems that need

attention.

Share your completed plan with employees. Explain what benefits are

available to them, including paid time off, flexible scheduling,

and health care coverage. 

Share your plan with other businesses in your community.

This document is adapted from the Centers for Disease Control webpage, "Interim Guidance

for Businesses and Employers to Plan and Respond to Coronavirus Disease 2019 (COVID-

19), February 2020." For more information, visit : cdc.gov/coronavirus/2019-ncov/

STAY INFORMED Every disease outbreak is different, and the intensity of an outbreak

can vary from one location to another. Stay alert to recommendations

from federal, state, and local public health experts, and adapt your plan

accordingly.

Centers for Disease Control and Prevention (CDC):

        https://www.cdc.gov/coronavirus/2019-ncov/

Washington State Department of Health (DOH): 

        https://www.doh.wa.gov/emergencies/coronavirus

Public Health - Seattle & King County (PHSKC):

        kingcounty.gov/covid

This list is adapted from the Public Health - Seattle & King County webpage, “Planning for a 
Coronavirus Pandemic: A guide for businesses and organizations, February 2020.” 
For more information, visit: www.kingcounty.gov/covid

Immediate Strategies for BusinessesB
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Example of Customer Messaging

IMPORTANT: Only describe activities that you are actually undertaking.

Signaling compliance with public health recommendations in the workplace is a 
key message to your customers that it’s safe to visit your establishment. Below is 
sample language for display or other communications to ensure people that you 
follow recommended practices.

WE CARE ABOUT YOUR HEALTH AND SAFETY

We are committed to helping protect the well-being of our 
customers and employees. Responding to the COVID-19 outbreak 
and following recommendations by Public Health – Seattle & 
King County and the Center for Disease Control (CDC), we have 
implemented the following measures:

•	Installed hand-sanitizing stations with disinfectant wipes in 
multiple locations

•	Ensured soap and disposable paper towels are present next to all 
sinks

•	Conduct frequent cleaning of high-volume, high-touch areas, 
including counters and door handles

•	Distributed COVID-19 prevention information to staff 

•	Maximized telecommuting of employees when possible

•	Enforce recommended health protocols regarding employees:

•	Prohibiting employees from coming to work when sick

•	Isolating employees who become sick while at work

•	Monitor health departments at the county, state, and federal 
levels to ensure we receive and implement the latest updates 
and protocols

Thank you for your business and patronage!
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The City of Kirkland is exploring all options to support businesses during the 
COVID-19 outbreak, and we want to work with you.  To begin with, here are some 
ways that we will be in touch:

Survey: We sent a survey to our business listserv 
seeking early information on the impacts of 
COVID-19 on local businesses.  Thank you for 
taking the time to respond and for your thoughtful 
comments.  We encourage all businesses to respond 
to this preliminary survey, and we are taking your 
suggestions seriously. 

Informational Workshops: The City of Kirkland is 
exploring virtual workshops, webinars, and other 
platforms to provide information, answer questions, and 
learn from our business community.
 
Economic Impact Assessment: The City, as well as State 
and Federal agencies, recommend economic impact 
tracking in times of emergency. Announced Small 
Business Administration small business emergency 
loans, insurance claims, and possible grants all rely on 
business financial impact tracking. We encourage you 
to use the enclosed template (Section C) to help you 
track the economic impacts of COVID-19 outbreak on 
your business. This tool is for your temporary use while 
programs, rules, and guidelines are being formed.

We Want to Hear from You

Please visit www.kirklandwa.gov/BusinessSupportCOVID for more information about:

Health Recommendations: As the situation continues to evolve, we want to make sure 
Kirkland businesses have access to the most up-to-date workplace recommendations from 
Public Health - Seattle & King County, the Washington State Department of Health, and 
the Centers for Disease Control.

Business Continuity Ideas:  There are things you can do now to help your business weather 
this emergency. 

Employer and Worker Assistance: The Washington State Employment Security Department 
(ESD) can provide support in the form of unemployment benefits, and new rules went into 
effect on March 10, 2020.

Insurance: Some economic impacts of the COVID-19 outbreak may be covered by insurance, 
depending on your business’s plan. The Washington State Insurance Commissioner can help 
answer questions about insurance coverage for damages related to COVID-19. 

Financial Assistance: There are local, state and federal resources for businesses impacted 
by COVID-19. For example, the Washington State Department of Revenue (DOR) can work 
with impacted companies that request an extension on tax filing. 

The City of Kirkland is actively seeking additional resources for businesses impacted by COVID-19 and 
will continue to update information on the webpage as it becomes available.  
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Go to: 
www.kirklandwa.gov/BusinessSupportCOVID

•	Fill out the City’s survey.
•	Sign up for more information on 

informational workshops.
•	Download the template for a Business 

Impact Analysis Tracker.



Key Local, State, and Federal Contacts

Public Health – Seattle & King County
>> www.kingcounty.gov/depts/health
>> 206-296-0100

Washington State Department of Health 
>> www.doh.wa.gov/Emergencies/Coronavirus
>> 360-236-4501

Current Health Recommendations

Washington State Employment Security Department
>> www.esd.wa.gov
>> 360-902-9500

Unmployment Assistance

Washington State Insurance Commissioner
>> www.insurance.wa.gov
>> 800-562-6900

Insurance & Healthcare Access
Department of Revenue

>> www.dor.wa.gov
>> 360-705-6705

Tax Assistance

Small Business Administration
>> www.sba.gov
>> 206-553-7310 

Emergency Loans

City of Kirkland
>> www.kirklandwa.gov/BusinessSupportCOVID
>> KirklandBusinessSupport@kirklandwa.gov
>> 425-587-3000

Kirkland Questions

Important Phone Numbers for My Business

206-477-3977
COV ID-19 HOTLIN E Call if you are in King County and believe you were 

exposed to a confirmed case of COVID-19, or if you’re 
a healthcare provider with questions about COVID-19.
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>> www.kirklandwa.gov/BusinessSupportCOVID  
>> KirklandBusinessSupport@kirklandwa.govFor more information


