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As Somersworth, Berwick, and the greater Falls

community begin to reopen, please take

advantage of the many resources offered in our

COVID-19 Back to Business Toolkit.
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Dear Business Owner,

The purpose of this toolkit is to help you get the information you need in order to Rethink, Reopen,

and Rebound. 

This year of COVID-19 is anything but business as usual and is truly uncharted territory for you, as

well as your employees and your customers.

Reopening must be balanced with careful planning and diligent follow through to help protect

those that depend on you for employment and those that rely on your goods and services.

We have provided information directly from resources such as the Center for Disease Control

(CDC), New Hampshire Division of Public Health, Occupational Safety and Health Administration

(OSHA) and others, but understand this guidance is advisory in nature and informational in content.

It may or may not be a standard or a regulation, and it neither creates new legal obligations nor

alters existing obligations.



Universal Guidelines for All New
Hampshire Employers and Employees

These guidelines apply to businesses and organizations that have
been deemed essential and remained open during the “Stay at
Home Order” and those that are re-opening all or a portion of their
operations. Learn more at NHEconomy.com

To access New Hampshire's Universal Business Guidelines, 
CLICK HERE

To access New Hampshire's Industry-Specific Business Guidelines, 
CLICK HERE

Disposable masks are conveniently available for purchase through
the NH Liquor and Wine Outlets. Find your closest outlet on the NH
Liquor and Wine Outlets website at liquorandwineoutlets.com

Learn more about cloth face coverings online at
https://www.dhhs.nh.gov/dphs/cdcs/covid19/covid-mask-guidance.pdf

https://www.nheconomy.com/getmedia/cb5aecb4-1a9f-4aaf-b664-30d00b9c0af4/Universal-Guidelines_6-15-20-Guidance.pdf
https://www.nheconomy.com/whatsopen
http://liquorandwineoutlets.com/
https://www.dhhs.nh.gov/dphs/cdcs/covid19/covid-mask-guidance.pdf


Universal Guidelines for All Maine
Employers and Employees

The general guidance contains important guidance for all businesses
to follow to operate safely and prevent the spread of COVID-19. This
includes restroom and public area cleanliness, disinfecting surfaces
and equipment, and ensuring physical distancing. If your business or
organization does not have a specific checklist, please use the general
checklist as your guidance to open when permitted to do so. Learn
more at maine.gov/covid19/

To access Maine's Universal Business Guidelines, 
CLICK HERE

To access Maine's Industry-Specific Business Guidelines, 
CLICK HERE

To access Restarting Maine's Economy FAQ's
CLICK HERE

https://www.maine.gov/covid19/
https://www.maine.gov/decd/checklists/general-guidance
https://www.maine.gov/decd/covid-19-prevention-checklists
https://www.maine.gov/decd/restarting-maines-economy-faqs


Rethink, Reopen,
Rebound

Rethink, Reopen, Rebound

Below is a series of questions to help you RETHINK how to
REOPEN in a way that propels the successful REBOUND of

your business/organization.

What inventory, supplies, equipment and other items do you have or
need?
What kinds of government assistance you might be able to access?
What's the feedback from employees, customers, suppliers and
creditors/investors?
What's your business’s financial position?
Have any of your key customers and/or suppliers been affected by the
disaster, and if so, how will this impact your business?
What will be your sanitation and disinfection process? Assessing the
health
and temperature of your employees? Social distancing measures?
Training
your employees on the process?
What online updates and notifications do you need to do?
Do you need to change the way you do business to reach your
customers?
How will you market and advertise your reopening?



GIVE EMPLOYEES,
CUSTOMERS, AND VISITORS
WHAT THEY NEED TO CLEAN
THEIR HANDS AND COVER
THEIR COUGHS AND SNEEZES

Rethink, Reopen, Rebound

Provide tissues and no-touch trash cans.

Provide soap and water in the workplace. If soap
and water are not readily available, use alcohol-
based hand sanitizer that is at least 60% alcohol.
Ensure that adequate supplies are maintained.

Ideally, place touchless hand sanitizer stations in
multiple locations to encourage hand hygiene.

Place posters that encourage hand hygiene to
help stop the spread at the entrance to your
workplace and in other workplace areas where
they are likely to be seen. This should include
signs for non-English speakers, as needed.

Discourage handshaking. Encourage employees
to use other noncontact methods of greeting.

Direct employees to visit CDC’s coughing and
sneezing etiquette and clean hands webpage for
more information.



Update Your
Policies

Rethink, Reopen, Rebound

Ensure that sick leave policies are flexible and consistent with public health guidance and that
employees are aware of and understand these policies.

Maintain flexible policies that permit employees to stay home to care for a sick family member
or take care of children due to school and childcare closures.

Employers that do not currently offer sick leave to some or all of their employees should
consider drafting non-punitive “emergency sick leave” policies.

Employers should not require a COVID-19 test result or a healthcare provider’s note for
employees who are sick to validate their illness, qualify for sick leave, or to return to work.

The U.S. Equal Employment Opportunity Commission (EEOC) has established guidance
regarding Pandemic Preparedness in the Workplace and the Americans with Disabilities Act.
The guidance enables employers to take steps to protect workers consistent with CDC
guidance, including requiring workers to stay home when necessary to address the direct threat
of spreading COVID-19 to others.

Review human resources policies to make sure that your policies and practices are consistent
with public health recommendations and with existing state and federal workplace laws (for
more information on employer responsibilities, visit the Department of Labor’s and the Equal
Employment Opportunity Commission’s websites).

Connect employees to employee assistance program (EAP) resources, if available, and
community resources as needed. Employees may need additional social, behavioral, and other
services, for example, to help them manage stress and cope.

Implement flexible sick leave and supportive policies and practices:

 

https://www.eeoc.gov/laws/guidance/pandemic-preparedness-workplace-and-americans-disabilities-act#secB
https://www.dol.gov/
https://www.eeoc.gov/
https://www.cdc.gov/coronavirus/2019-ncov/daily-life-coping/managing-stress-anxiety.html


Update Your
Policies

Rethink, Reopen, Rebound

Support and encourage options to telework, if available.
Consider offering vulnerable workers duties that minimize their contact with
customers and other employees (e.g., restocking shelves rather than working as
a cashier), if the worker agrees to this.
Offer flexible options such as telework to employees. This will eliminate the need
for employees living in higher transmission areas to travel to workplaces in lower
transmission areas and vice versa.
Ensure that any other businesses and employers sharing the same workspace
also follow this guidance.

Train workers on how implementing any new policies to reduce the spread of
COVID-19 may affect existing health and safety practices.
Communicate to any contractors or on-site visitors about changes that have
been made to help control the spread of COVID-19. Ensure that they have the
information and capability to comply with those policies.
Create and test communication systems that employees can use to self-report if
they are sick and that you can use to notify employees of exposures and
closures.
Consider using a hotline or another method for employees to voice concerns
anonymously.

Protect employees at higher risk for severe illness through supportive
policies and practices. 
Older adults and people of any age who have serious underlying medical
conditions are at higher risk for severe illness from COVID-19.

Communicate supportive workplace polices clearly, frequently, and via
multiple methods. Employers may need to communicate with non-English
speakers in their preferred languages.

https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/index.html
https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/people-at-increased-risk.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fneed-extra-precautions%2Fpeople-at-higher-risk.html


Update Your
Policies

Rethink, Reopen, Rebound

Implement flexible worksites (e.g., telework).
Implement flexible work hours (e.g., rotate or stagger shifts to limit the number of
employees in the workplace at the same time).
Increase physical space between employees at the worksite by modifying the
workspace.
Increase physical space between employees and customers (e.g., drive-through
service, physical barriers such as partitions).
Use signs, tape marks, or other visual cues such as decals or colored tape on the
floor, placed 6 feet apart, to indicate where to stand when physical barriers are not
possible.
Implement flexible meeting and travel options (e.g., postpone non-essential
meetings or events in accordance with state and local regulations and guidance).
Close or limit access to common areas where employees are likely to congregate
and interact.
Prohibit handshaking.
Deliver services remotely (e.g., phone, video, or web).
Adjust your business practices to reduce close contact with customers — for
example, by providing drive-through service, click-and-collect online shopping,
shop-by-phone, curbside pickup, and delivery options, where feasible.
Move the electronic payment terminal/credit card reader farther away from the
cashier, if possible, to increase the distance between the customer and the cashier.
Shift primary stocking activities to off-peak or after hours, when possible, to reduce
contact with customers.

Establish policies and practices for social distancing. 
Alter your workspace to help workers and customers maintain social distancing
and physically separate employees from each other and from customers, when
possible. Here are some strategies that businesses can use:

For additional guidance, please visit CDC.gov/coronavirus

https://www.cdc.gov/coronavirus/2019-ncov/community/guidance-business-response.html


Talk with companies that provide your
business with contract or temporary

employees about their plans. Discuss the
importance of sick employees staying home

and encourage them to develop non-punitive
“emergency sick leave” policies.

HOW CAN YOU BUILD
EMPLOYEE TRUST
WHEN REOPENING?

Actively encourage sick employees
to stay home. Develop policies that
encourage sick employees to stay at
home without fear of reprisals, and
ensure employees are aware of these
policies.

Have conversations with employees about
their concerns. Some employees may be at

higher risk for severe illness, such as older
adults and those with chronic medical

conditions.

Healthy employees are
crucial to your business.
Here are 10 ways to help

them stay healthy

Develop other flexible policies for
scheduling and telework (if feasible)
and create leave policies to allow
employees to stay home to care for sick
family members or care for children if
schools and childcare close.

Promote etiquette for coughing
and sneezing and hand-washing.
Provide tissues, no-touch trash
cans, soap and water, and hand
sanitizer with at least 60% alcohol.

Plan to implement practices to minimize face-
to-face contact between employees if social

distancing is recommended by your state or local
health department. Actively encourage flexible

work arrangements such as teleworking or
staggered shifts.

Perform routine environmental
cleaning. Routinely clean and disinfect all
frequently touched surfaces, such as
workstations, countertops, handrails, and
doorknobs. Discourage sharing of tools
and equipment, if feasible.

Consider the need for travel and explore
alternatives. Check CDC’s Travelers’ Health

for the latest guidance and recommendations.
Consider using teleconferencing and video
conferencing for meetings, when possible.

Provide education and training materials
in an easy to understand format and in the
appropriate language and literacy level for
all employees, like fact sheets and posters.

If an employee becomes sick while at work,
they should be separated from other

employees, customers, and visitors and sent
home immediately. Follow CDC guidelines for

cleaning and disinfecting areas the sick
employee visited.

https://www.cdc.gov/coronavirus/2019-ncov/need-extra-precautions/older-adults.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fspecific-groups%2Fhigh-risk-complications%2Folder-adults.html
https://www.cdc.gov/healthywater/hygiene/etiquette/coughing_sneezing.html
https://www.cdc.gov/handwashing/index.html
https://wwwnc.cdc.gov/travel
https://www.cdc.gov/coronavirus/2019-ncov/communication/index.html
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfection.html


Wearing Face Masks and proper usage. (Recommended, not required) The Governor has mandated that
essential businesses wear face masks during all 3 phases of COVID restrictions when working with the public
until the executive order expires or is rescinded. (We are still seeking clarification on this for non-essential)
Taking Employee Body Temps. (Recommended, not required) We recommend Employees take their before
going onto their shift area. A temp of 99°F should be monitored every 1-2 hours, if it goes to 100+, then they
must immediately isolate themselves and watch for symptoms. (CDC considers 100.4°F a fever). Touchless
Infrared Forehead Thermometers are recommended. If you cannot get access to a touchless thermometer,
then any other body thermometers must be carefully sanitized before usage, using approved disinfection
products and procedures.
Symptom Monitoring. Ask Employees to report if they feel sick or have any of the following symptoms (may
appear 2-14 days after exposure): Fever, Cough, Shortness of breath or difficulty breathing, Chills / Repeated
shaking with chills, Muscle pain, Headache, Sore throat, New loss of taste or smell.
Disinfecting Plan. Disinfecting solutions should be at every public interaction area and employee work area
and a plan should be made as to how often areas are cleaned and disinfected, including restrooms, cashier
stations, POS stations, credit card readers, doorknobs, handrails, public areas, employee areas, company
vehicles, offices, workstations, phones, keyboards, phones, staplers, and other work equipment. 

Sanitize hands after physical interaction with a customer or any monetary exchange.
Sanitize any areas that a customer has touched at a service counter before interacting with the next
customer.

To make a bleach solution, mix 5 tablespoons (1/3rd cup) bleach per gallon of water, OR 4 teaspoons
bleach per quart of water
Alcohol solutions with at least 70% isopropyl alcohol may also be used
Any commercial disinfecting product labeled to kill coronavirus can be used 
Read labels carefully and research before mixing chemicals.

Physical Distancing Plan. 
(Recommended) All desks, customer service areas and seating, individual work stations, or work areas
need to be separated by at least six feet. 
(Recommended) Markings have been placed at least six feet apart at customer line areas inside the store
and/or on sidewalks to public entrances. Aisles are marked with 1-way directional notices.
(Recommended) Order areas are separated from Pick up areas to prevent customers from gathering.
(Recommended) Implement or maintain physical barriers for high-contact settings (e.g. see-through
shields at cashier stations).

Crowd Control. Plan on how you will monitor the number of customers onsite and how you will be notifying
arrivals when the maximum allowed has been reached, along with what steps they should do to wait. The
maximum number will be based on which reopening phase the county is in and cannot exceed your business
maximum occupancy given physical distancing measures (think about if everyone was standing 6-feet apart,
how many customers could there possibly be?). (Stay tuned for County exemption request update to state).
Employee Training & Test Runs. (Recommended) Make sure all employees understand the plan, how to wear
their face mask, what symptoms they should be monitoring themselves for, the sanitation schedule, and crowd
control Make sure to test run the sanitation plan and add new areas as needed

A Reopening Plan should be posted in your business.  Here are the best
practices we recommend to protect your business from liability and keep
your customers and employees safe:

Customer Contact Recommendations:

Disinfecting Solutions:

Create a Plan



Reopening Plan

Rethink, Reopen, Rebound

SA
M
PL
E

Employees are required to wear a face mask. The business will work on behalf of employees to obtain
reusable face masks should they not be able to get their own.  We will train every employee on proper usage
and sanitation of their face masks and display posters on recommended procedures. 
Employees will wash hands when first entering the building, prior to taking their temperature.
Taking Employee Body Temps. After washing their hands, employees will take their temperature and record it
on a tracking sheet, sanitizing before and after use with alcohol. Any employees having temperatures of 100°F
or higher will be sent home and instructed to isolate themselves and watch for symptoms. 
Symptom Monitoring. Employees will be asked to call in prior to their shift if they have any of the following
symptoms: Fever, Cough, Shortness of breath or difficulty breathing, Chills / Repeated shaking with chills,
Muscle pain, Headache, Sore throat, New loss of taste or smell. Employees exhibiting any of these symptoms
will be asked to remain home, isolate and monitor their symptoms.

Sanitizing Solutions. A bleach disinfection solution containing 5T of bleach per gallon, and an 70% alcohol
disinfecting solution set will be at the check out counter and the customer assistance counter, as well as in the
back office and restrooms. The bleach solution is meant to be sprayed on countertops and other non-porous
areas, and the alcohol solution is meant for hand sanitizing and areas where bleach is not recommended. 
 Employees will be trained on proper usage of each.
Employee cleaning plan

Bathroom. Employees will be sanitizing the bathroom toilet handles, door knobs, faucets, and soap
dispensers every hour, or when any employee uses the bathroom. A logbook will be kept in each bathroom
and reminders set at each hour.
Office. Before we sit down in the office, we will sanitize keyboards, computer mouse, and desk area.
Public areas. Employees will be sanitizing entrance, any other door knobs, and any display case handles.
Customer Contact.  Employees will sanitize their hands with alcohol after physical interaction with a
customer or any monetary exchange, along with any areas that a customer has touched at a service counter
before interacting with the next customer.

There is only 1 office, 1 break room, & 1 check out counter and right now all are more than 6 feet apart.
Markings have been installed on the floor every 6 feet at the check out counter.
We have put up a see-though barrier at the check out counter.
Employees and delivery people have been instructed to maintain their physical distance between each
other. There is a plan to alternate breaks and lunch periods.

Normally, our maximum occupancy is 50. Our public space is 900 square feet, so the maximum number when
taking in physical distancing guidelines is 25.  Realistically, even though it's an open space, people don't
congregate that way, so based on typical usage we have amended the maximum to 15 people.
In phase 1, we will only allow a maximum of 10 people at any one time, and will increase to 15 at phase 2, which
we will hold until all restrictions are lifted or changed. 
There will be a sign placed on the front entrance stopping customers from entering when the maximum is
reached. Employees will keep a count of people and activate the sign when at capacity.

We have loaded this plan onto our website and Facebook pages, and will be doing a post to customers letting
them know when we are open. We have updated our hours of operations on all platforms and notified suppliers
we are back in business. An email will be sent to our existing customers letting them know opening details.

SAMPLE BUSINESS REOPENING PLAN -  NOT A REAL BUSINESS - NOT GUIDELINES

EMPLOYEE SAFETY

BUSINESS DISINFECTING PLAN

PHYSICAL DISTANCING PLAN 

CROWD CONTROL  

COMMUNICATION AND MARKETING 

SAMPLE



HOW CAN YOU BUILD
CUSTOMER TRUST
WHEN REOPENING?

1. Send e-newsletters to your

customers

Announce your hours

of operation and the health and safety

guidelines that you've put in place.

2. Post daily updates on

social media

3. Train your employees to

be your advocates

Be sure they can articulate your safety

procedures.

4. Use printed signage to

encourage masks and social

distancing

5. Incorporate

contactless payment options



A Rising Tide Raises 
All Boats

Rethink, Reopen, Rebound

Supply Chain- Review your suppliers to see if there are opportunities
to choose more local options.

Collaborate- Know of a business that would compliment yours? See if
they would like to set up a referral partnership with you. Help each other
grow your business by cross-promoting online, split advertising costs, or
by offering discounts to customers to each other’s business.

Spirit Support- Cheer each other on! Like, share, and comment on
each other's social media, with kind messages and encouragement.

Share the Love- Is there another local business that you love to support?
Tell your customers about it through word-of-mouth or online channels.

Get Involved- Joining your local Chamber of Commerce or attending a local
Small Business Networking event helps you source out other local vendors
and businesses, while allowing you to learn from the experiences of your
peers.

Sponsorships- Sponsoring local events focused on the small business
community can be a strategic way to increase exposure and raise
awareness about your business.

Continue to support our local economy by:



Safety Supplies 

Checklist

Face masks

Hand sanitizer

Gloves

Disinfectant sprays

Thermometers

Antibacterial hand soap

Paper towels

Electronic screen cleaners

Plexiglass shields/sneeze guards

Printed cleaning schedules



#TFCCBackToBusiness

Google your business and make sure the sites

listed on your front page results contain your

current information (hours of operation, special

instructions for customers, and so forth). This is the

first page your customers will see when they

Google information about you - make sure it's

correct!

Update your business hours on your "About"

page. Create a post that includes your current

hours of operation, procedures on shopping, and

sanitation process, if applicable, so your

customers know what to expect. Pin this post to

the top of your page so customers see it first. 

If you have an email list, use MailChimp, Constant

Contact, or a direct email (blind-copy all

addresses) to welcome your customers back,

and include any new processes or procedures

they can expect when visiting you. This is a

great time to give your email subscribers an

exclusive, members-only discount or coupon to

bring them back in!

Nothing beats a personal call and talking directly

to your customers and clients. Spend some time

each day to call customers and let them know

that you're back in business!

YOUR ONLINE  CHECKUP - HELP YOUR CUSTOMERS DO BUSINESS WITH YOU

GOOGLE
YOUR

BUSINESS

GOOGLE

SOCIAL 

EMAIL

UPDATE
SOCIAL
MEDIA

CALL

EMAIL
BLAST

CALL
CUSTOMERS



Simple Video
Ideas4

Share your videos with us here! 

WELCOME BACK VIDEO

PRODUCT FEATURES & TUTORIALS

VIRTUAL TOURS

ONLINE ORDERING

4
3
2
1 Welcome visitors back to your business! Need inspiration?

Check out an awesome example here. 

Get creative, be memorable, and you just
might go viral. 

Create a fun video highlighting your online ordering
services and showing guests how to use the portal. 

Consider featuring a product of the week or month in a
behind-the-scenes sneak peak or tutorial. 

https://thefallschambercom-my.sharepoint.com/:f:/g/personal/info_thefallschamber_com/EkJin4YaxL5Pr7Z00j9NNRMBV_QM5PZrHs30VAjzf243wQ?e=NFMSom
https://www.facebook.com/watch/?v=902177406946273
https://www.facebook.com/watch/?v=902177406946273


Keep in
Touch

www.TheFallsChamber.com

Email Allison

Give us a Buzz

Send us a letter

The best way to reach us is by email:
info@thefallschamber.com 

472 High Street, Unit 308
Somersworth, NH 03878

Text or Call 978-992-7747
or Leave us a Voicemail at 603-509-9513

Like us on Social
Facebook and Instagram:
@TheFallsChamber

Rethink, Reopen, Rebound

https://gscdtfc.wildapricot.org/FALLS-STRONG


TO KEEP YOU HEALTHY
We are working hard

by...

Routinely sanitizing highly touched surfaces

Encouraging 6ft of physical distancing
between patrons

Reminding people to stay home if they feel
unwell

Encouraging the use of face coverings in
public

Implementing Public Health
recommendations



RESERVED 
FOR 

PICKUP

This space is 



Complimentary hand
sanitizer is available for

your usage

NOTICE



NO SHIRT
NO SHOES
NO MASK
NO SERVICE

NOTICE



6 Feet

Maintain a Physical
Distance

Masks are Encouraged in
this Facility



6 Feet

Maintain a Physical
Distance

Masks are Required in this
Facility



CLEANING
BREAK

We're closed
for a quick

We'll be right back!



LINE STARTS
HERE

LIMITED STORE
OCCUPANCY

Please keep a 6' distance



Maximum Occupancy:

Has a COVID-19 Business Plan in place

Disinfection and Sanitation plan
Physical distancing measures
Protective gear (masks, gloves, barriers)
Employee Training on COVID-19 plan
Temperature & Symptom Checks on Employees

COVID-19 NOTICE 

DO YOUR PART, PLEASE:

Maintain a distance of 6-feet between
people

Leave at risk people at home when
possible

A face mask is strongly recommended 

We have done our best to minimize the
possibility of exposure to Coronovirus, but
exposure cannot be completely eliminated. 

PLEASE ENTER AT YOUR OWN RISK.

Limit Groups Do not enter if you feel sick


