
 
 

COVID-19 EXPOSURE PREVENTION, PREPAREDNESS  
AND RESPONSE PLAN 

 
Sharpe takes the health and safety of our employees very seriously. With the spread of the coronavirus or                  
“COVID-19,” a respiratory disease caused by the SARS-CoV-2 virus, Sharpe must remain vigilant in mitigating               
the outbreak. In order to be safe and maintain operations, we have developed this COVID-19 Exposure                
Prevention, Preparedness, and Response Plan to be implemented by Sharpe. Sharpe will continue to monitor the                
related guidance that the U.S. Center for Disease Control and Prevention (“CDC”) and Occupational Safety and                
Health Administration (“OSHA”) continue to make available. 
 
This Plan is based on information available from the CDC and OSHA at the time of its development and is                    
subject to change based on further information provided by the CDC, OSHA, and other medical and public                 
officials. Sharpe may also amend this Plan based on operational needs. 
 
I. RESPONSIBILITIES OF MANAGERS AND SUPERVISORS 
 
All managers and supervisors must be familiar with this Plan and be ready to answer questions from employees.                  
Managers and supervisors must set a good example by following this Plan at all times. This involves practicing                  
good personal hygiene and safety practices to prevent the spread of the virus. Managers and supervisors must                 
encourage this same behavior from all employees. 
 
II. RESPONSIBILITIES OF EMPLOYEES 
 
Sharpe is asking every one of our employees to help with our prevention efforts while at work. In order to                    
minimize the spread of COVID-19 at our job sites, everyone must play their part. As set forth below, Sharpe has                    
instituted various housekeeping, social distancing, and other best practices. All employees must follow these. In               
addition, employees are expected to report to their managers or supervisors if they are experiencing signs or                 
symptoms of COVID-19, as described below. If you have a specific question about this Plan or COVID-19,                 
please ask your manager or supervisor. If they cannot answer the question, please contact a member of the                  
Executive Team. 
 
OSHA and the CDC have provided the following control and preventive guidance for all workers, regardless of                 
exposure risk: 
 

● Frequently wash your hands with soap and water for at least 20 seconds. When soap and running water                  
are unavailable, use an alcohol-based hand rub with at least 60% alcohol. 

● Avoid touching your eyes, nose, or mouth with unwashed hands. 
● Follow appropriate respiratory etiquette, which includes covering for coughs and sneezes. 
● Avoid close contact with people who are sick. 

 
In addition, employees must familiarize themselves with the symptoms of COVID-19, which include the              
following: 
 

● Coughing, fever, shortness of breath, difficulty breathing; and 
● Early symptoms such as chills, body aches, sore throat, headache, diarrhea, nausea/vomiting, and runny              

nose. 
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If you develop a fever and symptoms of respiratory illness, such as cough or shortness of breath, DO NOT                   
COME TO WORK and call your supervisor and healthcare provider right away. Likewise, if you come into                 
close contact with someone showing these symptoms, call your supervisor and healthcare provider right away. 
 
III. PROTECTIVE MEASURES 
 
Sharpe has instituted the following protective measures at the dealership. 
 

A. General Safety Policies and Rules: 
 

● Any employee/visitor showing symptoms of COVID-19 will be asked to leave the            
dealership and return home. 

● Each day before an employee workday starts, all employees will be required to participate              
in a Health Check Screening (starting June 1) 

● For the health and safety of both employees and customers, Sharpe will practice Social              
Distancing. Listed below are the variety of ways that we will be Social Distancing to               
accommodate this practice. 

● Cash will no longer be accepted. 
● Internal Meetings:  

o All in-person meetings will be limited. To the extent possible, meetings will be             
conducted by phone or virtual meeting. 

o If meetings are conducted in-person, avoid gathering in groups of more than 10             
people and participants must remain at least six (6) feet apart. 

o Weekly Sales Meeting - Monday at 8:30 am, the sales meeting will be conducted              
virtually with everyone onsite in their offices. 

o Daily Executive Huddles - Everyday at 2 - 3pm meeting virtually to discuss weekly              
plans and initiatives, and changes in our approach to COVID while operating in a              
safe environment. 

o Weekly Operational Check-In - Every Wednesday, all operational managers will          
meet virtually at 11-11:45 to discuss goals, challenges and accomplishments, giving           
an opportunity for all of us to see each other and share. 

● Employee Interaction:  
o Employees must avoid physical contact with others and shall direct others           

(coworkers/visitors) to increase personal space to at least 6 feet, where possible.  
o In the Employee Lounge, we have limited the number of seats available to help              

with social distancing. Use the employee lounge to prepare food or drinks, and you              
can eat at your work area if you are a technician or encouraged to go in your                 
vehicle. Simply, PLEASE be responsible in the lounge. Employees will also be            
encouraged to stagger breaks and lunches. 

o We are keeping all internal high traffic pedestrian doors left open with door             
stoppers to reduce touch points. 

o Employees should limit the use of co-worker’s devices, tools, and equipment. To            
the extent devices, tools, and equipment must be shared, Sharpe will provide            
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alcohol-based wipes to clean devices, tools, and equipment before and after use.            
When cleaning the devices, tools and equipment, employees should consult          
manufacturing recommendations for proper cleaning techniques and restrictions as         
well as any CDC guidance. 

o If at any point more than 1 employee in a vehicle together, employees must ensure               
adequate ventilation and use of masks. 

o In lieu of using a common source of drinking water, such as a cooler, employees               
should use individual water bottles. 

 
B. Customers and Other Visitors: 

 
● We are restricting all non-essential visits to our company, for example; manufacture and             

vendor representatives (unless restocking or delivering goods), friends and family visiting,           
etc. until further notice.  

● We will actively communicate to our customers, if they are feeling ill in any way, not to 
visit. Employees will have the right to encourage this when the moment arises. Consult with 
your manager for any additional guidance.  

● Signs are placed at customer facing doors asking them to call our main line and not to come                  
in if they are feeling ill in any way. 

● All customers and other visitors will be required to wear a covering over his or her nose and                  
mouth—such as a homemade mask, scarf, bandana, or handkerchief. 

● At all customer touchpoints, we will have disinfected pens for clients to use. 
 
C. Department Safety Measures: 

● Sales Delivery Safety Measures: 
o Effective 5/26/20 showrooms are open by appointment only. Only one customer per 

client advisor is allowed at a time and scheduled in a 1 ½ to 2 hour block of time. 
o All test drives and customer trade appraisal vehicles and areas of contact will be 

sanitized before and after all customer and employee contact. 
o All deliveries will be performed in a way to ensure no overlapping customer visits.  

Business Managers will finalize all delivery appointments. All vehicles and areas of 
contact will be sanitized before and after all customer contact.   

o If the delivery is performed onsite, the delivery will be performed in one specific 
area.  Each Brand will have its own delivery area which will allow us to maintain 
all social distancing guidelines. 

o If the delivery is performed offsite, the team will ensure every effort is taken to 
ensure social distancing, and limit all face to face contact with the customer.  

o It is extremely important to complete as much eligible paperwork remotely prior to 
the delivery appointment.  We want to streamline all deliveries and limit all 
customer contact.  

o Employees and customers using demonstrator vehicles should be advised to limit 
other vehicle passengers, such as family members, from using/riding in the vehicle. 

● Service Operations Safety Measures: 
o An appointment can be scheduled online or call 616-452-5101. 
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o Throughout the service process, all communications and payment can happen via 

phone, text, email or online. 
o Only two service lanes are operational, BMW & JLR. Social Distancing measures 

are in place in all lanes and customer lounges.  
o Client’s can take advantage of our Valet Service.  We will pick up and deliver your 

vehicle back to you. 
o Client’s can contact us and use our traditional night drop area both during and after 

business hours to leave your vehicle at your convenience for a touchless drop off. 
o In the Client Lounges, seating has been spaced out to follow social distancing. We 

will only be offering disposable coffee cups and cold beverages. 
o Seat covering and steering wheel protectors will be placed in all vehicles. 
o We have procured and are using safe and effective chemicals and cleaners to 

disinfect vehicles once we receive them and when we have completed working on 
them. 

● Parts Operations Safety Measures: 
o Our staff will meet clients outside the dealership for any retail parts pickups.  

Clients will no longer need to come inside the dealership for parts. 
o All wholesale clients will have their parts shipped or delivered to them.   
o Our BMW/MINI parts ordering website and our ebay store are open as another 

option for a touchless transaction 
● Admin Office Operations Safety Measures: 

o In ADDITION to the Office Team only 2 people (Other Sharpe Team members, 
Vendors or Customers) are allowed in the Admin office at any one time.  If there 
are already 2 people in the Admin office currently being helped, employees must 
stand outside the office until one or two people leave. 

o All visiting Sharpe Team members needing assistance in the office must walk 
around the far side of the file cabinets that sit in the middle of the office to be 
serviced by the Admin Team or to use the Printers and/or IDM Reynolds scanning 
station. This area will be marked with tape on the floor. Assistance and signing of 
documents can occur over the file cabinets or at the front desk counter. 

o Employees must remain at the front desk counter for assistance with filling out gas 
cards and checking out keyfobs. 

D. Personal Protective Equipment and Work Practice Controls: 
● Sharpe will require all employees to wear a face mask/covering. 

o Each employee will be required to wear a face mask/covering for all in person 
conversations. 

o The face mask/covering can be one provided by Sharpe or one you have brought 
from home.  It must be work appropriate. 

o You must have it with you at all times while on Sharpe property. 
o The employee is responsible for maintaining and keeping the face mask looking 

clean and professional at all times. If you need another face mask see your Manager 
or HR immediately.  We have limited access to face masks at this time so each 
employee will need to be responsible with your Sharpe provided face masks. 

● Employers are obligated to provide their workers with Personal Protective Equipment (PPE)            
needed to keep them safe while performing their jobs, such as gloves, protective safety              
glasses, face masks, and respiratory protection, when appropriate. During an outbreak of an             
infectious disease, such as COVID-19, recommendations for PPE specific to occupations or            

4 
 



 
job tasks may change depending on geographic location, updated risk assessments for            
workers, and information on PPE effectiveness in preventing the spread of COVID-19.  

● If available to be purchased by Sharpe and upon a reasonable request by any employee,               
Sharpe will provide the requested PPE to an employee at Sharpe’s cost and expense. 

● Sharpe will provide every employee with non-medical grade face coverings.  
● Sharpe will not prohibit an employee from wearing PPE while working. 

 
IV. DEALERSHIP CLEANING AND DISINFECTING 
 
Sharpe has instituted regular housekeeping practices, which include cleaning and disinfecting frequently used             
tools and equipment, and other elements of the work environment. Employees should regularly do the same in                 
their assigned work areas. 
 

• Break/lunchroom and bathroom areas will be cleaned frequently. Employees performing cleaning will            
be issued proper personal protective equipment (“PPE”), such as nitrile, latex, or vinyl gloves, as               
recommended by the CDC. 

• Any trash collected from the jobsite must be changed frequently by someone wearing nitrile, latex, or                
vinyl gloves. 

• Sharpe will ensure that hand sanitizer dispensers are always filled. Frequently touched items (i.e. door               
pulls and toilet seats) will be disinfected throughout each business day. 

• Vehicles and equipment/tools must be cleaned before change in operator or rider. 
• Sharpe will clean those areas of the jobsite that a confirmed-positive individual may have contacted and                

it will do so before employees can access that workspace again. 
• Sharpe will ensure that any disinfection shall be conducted using one of the following:  

o Common EPA-registered household disinfectant; 
o Alcohol solution with at least 60% alcohol; or 
o Diluted household bleach solutions (if appropriate for the surface). 

• Sharpe will maintain Safety Data Sheets of all disinfectants used on site. 
• Sharpe will sanitize/disinfect/wipe down customer vehicles at drop off and pick up. 
• Sharpe will not permit customers to congregate in close proximity in small waiting rooms and will                

encourage social distancing and workers and customers will maintain at least 6 feet of distance between                
them to the extent possible.  

• All employees involved in touching customers' vehicles must use gloves and change them frequently.  
• Sharpe will place hand sanitizer in all customer and employee areas, including customer waiting area,               

parts counter, etc. 
• Sharpe will place signs and put tape on the floor or use premade floor markers to remind everyone of                   

social distancing. 
 
V. JOBSITE EXPOSURE SITUATIONS 
 

A. Employee Exhibits COVID-19 Symptoms: 
 

If an employee exhibits COVID-19 symptoms and does not have test results or is unable to be                 
tested, the employee must be sent home and remain at home until (1) at least 72 hours (3 full                   
days) have passed since recovery (Recovery is defined as (a) resolution of fever without the use                
of fever-reducing medications and (b) improvement in respiratory symptoms (e.g., cough,           
shortness of breath); and (2) at least ten (10) days have passed since symptoms first appeared.                
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To the extent practical, employees are required to obtain a doctor’s note clearing them to return                
to work. 
 

B. Employee Tests Positive for COVID-19: 
 

An employee who tests positive for COVID-19 will be directed to self-quarantine away from              
work. Employees that test positive and are symptom free may return to work when at least ten                 
(10) days have passed since the date of his or her first positive test, and have not had a                   
subsequent illness. Employees who test positive and have symptoms and are directed to care for               
themselves at home may return to work when (1) at least 72 hours (3 full days) have passed                  
since recovery (Recovery is defined as (a) resolution of fever without the use of fever-reducing               
medications and (b) improvement in respiratory symptoms (e.g., cough, shortness of breath);            
and (2) at least ten (10) days have passed since symptoms first appeared. Employees who test                
positive and have been hospitalized may return to work when directed to do so by their medical                 
care providers. Sharpe may require an employee to provide documentation clearing his or her              
return to work. 
 

● Sharpe will take the following steps: 
o The affected employee will remain at home, following current CDC guidelines,           

and self-isolate. 
o Sharpe will identify and contact all employees who worked in close proximity            

to the affected employee. We will follow the CDC’s current guidelines for            
close contact employees. 

o Sharpe will close the facility. We will wait 24 hours and then a 3rd party               
cleaning company will come in and clean/disinfect the facility. Once the           
facility has been cleaned/disinfected and a team of employees who have been            
cleared to work we will reopen the facility. We will follow the CDC’s current              
guidelines for cleaning/disinfecting and reopening. 

o Sharpe will notify all employees that we had a confirmed COVID-19 case. 
●  

C. Employee Has Close Contact with an Individual Who Has Tested Positive for COVID-19: 
 

Employees who have come into close contact with an individual who has tested positive for               
COVID-19 (co-worker or otherwise) will be directed to self-quarantine for 14 days from the last               
date of close contact with that individual. Close contact is defined as six (6) feet for a prolonged                  
period of time. 
 
If Sharpe learns that an employee has tested positive, Sharpe will conduct an investigation to               
determine co-workers who may have had close contact with the confirmed positive employee in              
the prior 14 days and direct those individuals who have had close contact with the               
confirmed-positive employee to self-quarantine for 14 days from the last date of close contact              
with that employee. If applicable, Sharpe will also notify any sub-contractors, vendors/suppliers            
or visitors who may have had close contact with the confirmed-positive employee. If an              
employee learns that he or she has come into close contact with a confirmed-positive individual               
outside of the workplace, he/she must alert a manager or supervisor of the close contact and                
self-quarantine for 14 days from the last date of close contact with that individual. 
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VI. OSHA RECORDKEEPING 
 
If a confirmed case of COVID-19 is reported, Sharpe will determine if it meets the criteria for recordability and                   
reportability under OSHA’s recordkeeping rule.  
 
VII. CONFIDENTIALITY/PRIVACY 
 
Except for circumstances in which Sharpe is legally required to report workplace occurrences of communicable               
disease, the confidentiality of all medical conditions will be maintained in accordance with applicable law and to                 
the extent practical under the circumstances. When it is required, the number of persons who will be informed                  
that an unnamed employee has tested positive will be kept to the minimum needed to comply with reporting                  
requirements and to limit the potential for transmission to others. Sharpe reserves the right to inform other                 
employees that an unnamed co-worker has been diagnosed with COVID-19 if the other employees might have                
been exposed to the disease so the employees may take measures to protect their own health. Sharpe also                  
reserves the right to inform vendors/suppliers or customers that an unnamed employee has been diagnosed with                
COVID-19 if they might have been exposed to the disease so those individuals may take measures to protect                  
their own health. 
 
VIII. COVID RESPONSE TEAM AND GENERAL QUESTIONS 
 
Sharpe has created a COVID Response Team which will meet daily to discuss plans and initiatives, and                 
changes in our approach to COVID while operating in a safe environment. Given the fast-developing nature of                 
the COVID-19 outbreak, Sharpe may modify this Plan on a case by case basis. If you have any questions                   
concerning this Plan, please contact a member of the Executive Team (George Sharpe, Kevin Lyons, Jason                
Deutsch, Tom Dunn, Tony Mosier, and Patricia Bussler). 
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