
Bar Association of Erie County

NY Forward
Workplace Re-Opening 
Safety Plan
This Workplace Re-Opening Safety Plan (“Plan”) is made pursuant to NYS law and the Governor’s Executive 
Orders. The Plan shall be maintained on the premises of the BAEC, digitally and in the Office of the Executive 
Director and Comptroller; it shall be posted in the workplace in a conspicuous place and posted on the BAEC 
website. 
 
This Plan is for the Bar Association of Erie County, the Erie Institute of Law and the Erie County Bar Foundation, 
438 Main Street, Buffalo, NY 14202 (collectively the “BAEC”).

Contact Information:

PERSONNEL 

A. Physical Distancing

To ensure compliance with physical distancing requirements, the BAEC shall take the following steps:

Anne M. Noble, Executive Director, anoble@eriebar.org, 716.852.8687, x119 or 860.819.4557, or 
Heidi Mahon, Comptroller, hmahon@eriebar.org, 716.852.8687, x114. 

Ensure 6 ft. distance between persons unless safety or core function of the work activity requires a shorter 
distance. Any time employees, members, vendors, or visitors (Collectively and hereinafter
“Personnel”) are less than 6 ft. apart from one another, Personnel must wear acceptable face coverings. 

Occupy tightly confined spaces with one individual at a time unless all occupants are wearing face 
coverings. If occupied by more than one person, occupancy will be under 50% of maximum capacity.

Post social distancing markers using tape or signs that denote 6 ft. of spacing in commonly used and other 
applicable areas on the site, such as reception and offices.

Limit in-person gatherings as much as possible and will use remote conferencing whenever possible. 
Essential in-person gatherings (e.g. meetings) will be held in open, well-ventilated spaces with appropriate 
social distancing among participants. In person gatherings of more than five people may be scheduled only 
with pre -approval of the Executive Director.

Establish designated areas for pick-ups and deliveries, limiting contact to the extent possible. 

The kitchen is limited to staff only. No more than two people at a time may use the kitchen. Lunches should 
only be stored in the refrigerator if necessary.  Lunch boxes that permit storage of your food in your office 
are preferred. Lunches shall be staggered to comply with the two-person kitchen limit.

Staff only are permitted in staff offices. Vendors or members must seek permission in advance to enter office 
spaced beyond reception and may only enter to perform an essential function.

Employees and members shall stay home or away from the BAEC offices when ill.

Employees that participate in a mass gathering or leave the state for vacation or engage in other activity that 
enhances the risk of COVID 19 exposure shall work remotely for 14 days.
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PLACES 

Provide employees with an acceptable face covering at no-cost to the employee and have an adequate 
supply of coverings in case of replacement. 

Five face masks per employee shall be distributed. Employees are responsible for cleaning and safekeeping. 
Employees in need of a mask should contact Susan Kohlbacher, Assistant Executive Director. Under no 
circumstance should a mask be shared with another individual.

Prohibit Personnel from entering the BAEC without a mask. Members may order masks at a 10% discount 
from Great Lakes Work Wear (https://greatlakesworkwear.com/)

Limit the sharing of objects and discourage touching of shared surfaces; or, when in contact with shared 
objects or frequently touched areas, wear gloves (trade-appropriate or medical); or sanitize or wash hands 
before and after contact. 

Only one person at a time may use the copier or mail machine. All shared machines or equipment must be 
wiped at beginning and conclusion of use by the user.  

Single use coffee and tea stations may be placed in employee offices. These should be used whenever 
possible in lieu of the common coffee station in the Board Room.

Maintain a store of masks to provide to a member or employee if needed and post signs stating mask 
requirement.

•

•

•

•

•

•

•

A. Protective Equipment 

To ensure employees comply with protective equipment requirements, the BAEC will do the following: 

Adhere to hygiene and sanitation requirements from the Centers for Disease Control and Prevention (CDC) 
and Department of Health (DOH) and maintain cleaning logs on site that document date, time, and scope of 
cleaning. 

Clean the conference rooms following each use and maintain a log of such cleanings, which shall be kept at 
the reception area.

Clean rooms following any CLE and keep a log of such cleanings.

Ensure that the kitchen, offices, conference rooms, and restrooms shall be cleaned nightly by the landlord.

Provide and maintain hand hygiene stations at reception and in conference rooms, as well as handwashing 
with soap, water, and paper towels in the kitchen and Board room.

In cooperation with the landlord, conduct regular cleaning and disinfection at least daily, or more frequently 
as needed, in offices and common areas (See attached communication from the landlord).

Limit the sharing of objects and discourage touching of shared surfaces; or, when in contact with shared 
objects or frequently touched areas, wear gloves (trade-appropriate or medical); or sanitize or wash hands 
before and after contact. 

B. Hygiene and Cleaning 

To comply with hygiene and cleaning requirements, the BAEC will do the following:

•

•

•
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Post signage throughout the site to remind personnel to adhere to proper hygiene, social distancing rules, 
appropriate use of PPE, and cleaning and disinfecting protocols.

The BAEC shall use its Weekly (email), the Bulletin, social media, postings in reception and on its Website to 
keep Personnel up to date on the terms of its Safety Plan. The BAEC’s overall member communications plan 
is reviewed weekly by staff and that review will include the need for any Safety Plan Updates.

Maintain a continuous log of every person, including members, who may have close contact with other 
individuals at our offices, including CLE; excluding deliveries that are performed with appropriate PPE or 
through contactless means.

Non-members visiting the building will be encouraged to provide contact information to be logged but are 
not mandated to do so. 

The Log of visitors shall be maintained on an iPad in reception and shall be reviewed daily for completeness 
by the Executive Assistant or his/her designee.

The Log of CLE attendees  shall be maintained on an iPad at each live CLE and be reviewed for 
completeness by the CLE Assistant.

The data on the log shall be maintained permanently or until such time as it may be lawfully deleted.

If a worker tests positive for COVID-19, the BAEC, through its Executive Director, will  immediately notify 
state and local health departments and cooperate with contact tracing efforts, including notification of 
potential contacts, such as workers or visitors who had close contact with the individual, while maintaining 
confidentiality required by state and federal law and regulations.

Only one person at a time may use the copier or mail machine. All shared machines or equipment  must be 
wiped at beginning and conclusion of use by the user.  

Documents, files and other materials on desks and work stations shall be minimized to ease cleaning. Phones 
should be wiped by all employees before leaving the office and upon arrival.

•

•

C. Communication

To ensure the Association and its employees comply with communication requirements, the BAEC will do the 
following:

•

•

•

•

•

•

•

•

PROCESS 

Implement mandatory health screening assessment (e.g. questionnaire, temperature check) before 
employees begin work each day and for essential visitors, asking about:

A. Screening

To ensure the Association and its employees comply with protective equipment requirements the BAEC will do 
the following:

•

1. COVID-19 symptoms in past 14 days
2. Positive COVID-19 test in past 14 days, and/or 
3. Close contact with confirmed or suspected COVID-19 case in past 14 days. 
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Questions about this plan should be directed to the Executive Director, Anne M. Noble at anoble@eriebar.org. 

All those who enter the BAEC premises shall be screened on the second floor in accordance with the 
procedures set up by building management. 

Upon entering the premises, employees and members shall log in and affirm that their answer is negative to 
the above three questions 

Assessment responses will be reviewed every day by the Executive Director  or  her designee and the 
review will be documented.

•

•

•

Have a plan for cleaning, disinfection, and contact tracing in the event of a positive case.

The Landlord will be asked to come in and clean if an employee tests positive. The premises will be closed 
until cleaned.

The Executive Director or her designee(s) shall inform employees and others of the exposure utilizing the 
data from the logs and in accordance with applicable law.

B. Contact tracing and disinfection of contaminated areas. 

To ensure the business and its employees comply with contact tracing and disinfection requirements, the BAEC 
will do the following:

•

•

•
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MEMO FROM BUILDING MANAGER
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