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Best Practices to Prevent COVID-19 Transmission 
Guidance for County Departments 

 
 

Given the ongoing community transmission of COVID-19 and the presence of the Delta variant, County 
Departments must remain vigilant and adhere to best practices to ensure a continued safe return to the 
workplace. 

Per published reports, factors that increase the risk of infection, including transmission to people more than 
6 feet away, include: 

• Enclosed spaces with inadequate ventilation or air handling that allow for build-up of exhaled 
respiratory fluids, especially very fine droplets and aerosol particles, in the air space. 

• Increased exhalation of respiratory fluids that can occur when an infectious person is engaged in 
physical exertion or raises their voice (e.g., exercising, shouting, singing). 

• Prolonged exposure to these conditions. 
 

Below is a summary of requirements and best practices for County Departments to follow to enhance safety 
for their employees, customers, and communities, and to lower the risk of COVID-19 transmission within their 
workplaces. 

 
Promote vaccination and testing for County workforce members 
 Vaccination is the most effective way to reduce the risk of workplace outbreaks. All County 

workforce members must be fully vaccinated against COVID-19.  
You can access the County’s COVID-19 Vaccination Policy here for more information.   

 Employees that are not fully vaccinated must participate in recurring regular COVID-19 testing. 
See the DHR COVID-19 Vaccination Mandate Exemption memo regarding the process for requesting 
an exemption due to a medical or religious reason, and the required safety protocol for those with 
approved accommodations.  Worker testing locations are listed on the County of Los Angeles 
Workforce COVID-19 Testing Locations website. 

 
Follow mask rules for employees and visitors 
 Employees: All employees, regardless of vaccination status, must wear well-fitting masks that cover 

their nose and mouth when working indoors and or riding in shared vehicles. Masks need not be worn 
indoors if the employee is alone in a room or actively eating or drinking at a seated or stationary 
location. See tips below for ideas about how to make break time safer.  

 Department Leaders: Department leaders should set the tone on mask-wearing and model consistent 
mask use for employees to follow. If you have been alone in your office with your mask off, put your 
mask back on whenever you leave your office, or if you invite a co-worker into your office for a meeting.  

 Visitors: All visitors who enter indoor areas within a County Department building must wear a face 
mask. Consider keeping a supply of face masks available for those who arrive without them.  

 

Please be sure to read and follow the general guidance for businesses and employers 
issued by the Department of Public Health (DPH). 

            
 

http://publichealth.lacounty.gov/media/Coronavirus/
https://my.lacounty.gov/wp-content/uploads/2021/10/PPG-640-COVID-19-Vaccination-Policy-Merged-with-Attachments.pdf
http://file.lacounty.gov/SDSInter/dhr/1112804_AllEmpMemo-Accommodations.pdf
https://lac.fulgentgenetics.com/residence_appointment/info/locations
https://lac.fulgentgenetics.com/residence_appointment/info/locations
http://publichealth.lacounty.gov/acd/ncorona2019/masks/
http://publichealth.lacounty.gov/acd/ncorona2019/BestPractices/
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 Actively encourage and support staff to stay home when they are feeling sick, or in the event that 
they have been exposed to someone infected with COVID-19 

 Stay home when sick. Make sure employees know that they may not come to work if sick, or if they 
are under isolation or quarantine orders. 

 Educate employees about the symptoms of COVID-19 and what to do if they are sick. Make sure 
persons diagnosed with COVID-19 infection follow self-isolation instructions. Workers who are close 
contacts to a person diagnosed with COVID-19 must quarantine unless exempt because they are 
asymptomatic and fully vaccinated or tested positive for COVID in the last 3 months and recovered.  

 Post signage to remind everyone who enters your offices or work locations that they should NOT 
enter if they have symptoms of COVID-19 or if they are under isolation or quarantine orders. 

 Encourage the use of symptom-screening to help people determine if they should come in or remain 
at home. 

 Manage COVID-19 exposures in the workplace. When it is learned that an employee is infected, 
identify and inform exposed contacts as soon as possible. Have a plan to offer testing to employees 
who may have been exposed to COVID-19 at work. Ensure that you are following reporting 
requirements. Refer to Responding to COVID-19 in the Workplace for more information.   

 
Promoting practices for safer breaks, meals, and celebrations 

 Follow best practices to keep breakrooms and other common space where staff congregate safe 
from COVID-19 transmission. Breakrooms are higher-risk settings because staff remove their masks 
to eat and drink. The more people there are in a room with their masks off, the higher the risk of 
transmission if someone is infected with COVID-19 and doesn’t know it. 

 Consider the following modifications to make break time safer: 
o If possible, maintain an outdoor break area so employees can take their breaks and eat or drink 

outdoors. Encourage employees to eat outdoors or alone in a closed office space, or distanced 
by at least 6 feet (about 2 arm lengths) from others if eating in a shared indoor area. 

o Employees who must eat indoors in a shared space should keep at least 6 feet from others 
where practical. When they are actively eating or drinking, employees need to be seated at a 
table, counter, or other stationary location to reduce the circulation of respiratory fluids in the 
room when their masks are removed. Employees in these areas must put their mask on when 
they are not actively eating or drinking.  

o Introduce extra ventilation into indoor breakrooms, if possible. Open windows and doors if 
working conditions allow, and use fans that are pointed outward, to draw air through the space.  

o Stagger employee break times so that fewer employees are using breakrooms at one time. Ask 
staff to sign-up for specific time slots to minimize the number of staff sharing the breakroom 
at any given time. 

 Celebrations are an important part of workplace culture, but they also pose special risk for spreading 
COVID-19. Consider limiting workplace celebrations to activities that can be held outdoors and that 
allow for social distancing. If food or refreshments are offered (birthday cake or beverages), consider 
having single servings available, and ensure that everyone is seated and distanced when eating and 
drinking.  

 

http://publichealth.lacounty.gov/media/Coronavirus/
http://publichealth.lacounty.gov/acd/ncorona2019/covidcare/
http://publichealth.lacounty.gov/acd/ncorona2019/covidisolation/
http://publichealth.lacounty.gov/acd/ncorona2019/covidquarantine/
http://publichealth.lacounty.gov/acd/ncorona2019/covidquarantine/#exempt
http://publichealth.lacounty.gov/acd/ncorona2019/bestpractices/#signage
http://publichealth.lacounty.gov/acd/ncorona2019/workplaceresponse/
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Reduce crowding  

 Implement policies and practices that support physical distancing: Whenever possible, take 
steps to reduce crowding indoors and enable employees and customers to physically distance from 
each other. Generally, at least 6 feet of distance (2 arm lengths) is recommended, although this is not 
a guarantee of safety, especially in enclosed or poorly ventilated spaces. Consider the following 
strategies: 

o Use tape, signs, or other visual cues such as decals or colored tape on the floor, placed 6 feet 
apart, to guide others about where to stand to avoid crowding and to encourage distancing 
where any queue lines may form. 

o Implement flexible work hours, such as staggered or rotating shifts, to reduce the number of 
employees onsite at any given time. 

o Offer appointments to customers to manage the number of individuals coming to your 
worksite for services. 

o Alter the physical workspace to increase distance between employee workstations and 
customers. Where distancing is not feasible, place barriers to block face-to-face pathways 
between individuals. Consider the height and posture of affected employees, directional 
airflow, fire safety, and the need for enhanced ventilation when designing and installing 
barriers. 

 Post signage with occupancy limits in shared work areas such as conference rooms, copy/print 
rooms, locker rooms, and break areas to reduce the risk of crowding in shared spaces.  

 Consider opportunities to reduce the number of employees meeting in an enclosed area. 
Virtual or outdoor meetings are safer alternatives to large in-person, indoor meetings.    

 When carpooling with co-workers, everyone must wear a mask and windows should be rolled 
down to increase ventilation.  

Ensure proper ventilation 

 Make sure your building’s HVAC system is in good, working order. 
 Consider installing portable high-efficiency air cleaners, upgrading the building’s air filters to the 

highest efficiency possible, and making other modifications to increase the quantity of outside air and 
ventilation in all working areas. 

 When weather and working conditions allow, increase fresh outdoor air by opening windows and 
doors. Consider using fans to increase the effectiveness of open windows and position window fans 
to blow air outward, not inward. 

 Decrease occupancy in areas where outdoor ventilation cannot be increased. 
 See the State’s  Interim guidance for Ventilation, Filtration, and Air Quality in Indoor Environments. 

 
Support handwashing 

 Place handwashing stations or hand sanitizer at entry points and outside communal bathrooms with 
signage promoting their use. 

 Display posters in multiple languages that remind people to wash or sanitize their hands and 
show how to wash their hands.  These posters are available in the signage section of the Best 
Practices for Businesses and Employers on the Department of Public Health’s webpage. 

http://publichealth.lacounty.gov/media/Coronavirus/
https://www.cdph.ca.gov/Programs/CID/DCDC/Pages/COVID-19/Interim-Guidance-for-Ventilation-Filtration-and-Air-Quality-in-Indoor-Environments.aspx
http://publichealth.lacounty.gov/acd/ncorona2019/docs/HandWashingPoster.pdf
http://publichealth.lacounty.gov/media/Coronavirus/docs/protection/GuidanceHandwashing-English.pdf
http://publichealth.lacounty.gov/acd/ncorona2019/BestPractices/#signage
http://publichealth.lacounty.gov/acd/ncorona2019/BestPractices/
http://publichealth.lacounty.gov/acd/ncorona2019/BestPractices/
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