
May 11, 2020 

Roche Indy Safety Plan 

Roche Diagnostics Corporation, Roche Diagnostics Operations and Roche Diabetes Care, Inc., 
(collectively hereinafter “Roche”) take the health and safety of our personnel very seriously. In 
response to the spread of “COVID-19,” a respiratory disease caused by the novel coronavirus, Roche 
has developed this COVID-19 Safety Plan (hereinafter “Plan”) as part of our efforts to reduce the 
potential for exposure to and spread of the coronavirus. This Plan is based on information available 
from the U.S. Centers for Disease Control and Prevention (“CDC”), the Occupational Safety and 
Health Administration (“OSHA”), and the State of Indiana and is subject to change based on further 
guidance from these and other public health agencies. This Plan is also designed to protect our 
personnel’s privacy in accordance with the Roche policies and applicable privacy laws. Roche will 
continue to  monitor coronavirus-related guidance, may update this Plan accordingly,  and will 
communicate any changes to this Plan.  

For purposes of this Plan, “Essential” personnel are individuals who deliver essential business 
functions that support business continuity. Essential onsite personnel are roles where their responsibilities 
can only be performed on campus with our technologies, equipment and facilities.  Essential remote 
personnel are roles which can be performed remotely as determined by Roche during the pandemic. 
Essential field personnel are roles which require  personnel to be at a customer’s site addressing the needs 
of our equipment at their location as determined by Roche. These roles are instrumental to Roche’s ability 
to meet our customers’ and patients’ critical needs.  

 Employees have received, and will continue to receive, guidance from leadership regarding which 
roles are “essential.” Field-based employees will receive additional communication with direction related 
to their job accountabilities.  Contractors and contingent workers have received and will continue to 
receive guidance and communication from their employer of record. 

 Please familiarize yourself with this Plan. We are counting on all of you to do your part to 
promote a healthy and safe working environment. If you have any questions about the Plan, please contact 
Michael Branigin, Director SHE and Roche Indy Site SHE Officer at 317-217-0204.  

I.               Purpose  

The purpose of this Plan is to address the national pandemic and adhere to the latest mandate issued by 
the Governor of the State of Indiana. The mandate requires all Indiana companies to implement and 
distribute a COVID-19 Safety Plan, pursuant to Indiana Executive Order 20-26, on or before Monday, 
May 11, 2020.  

II.            Scope  

The COVID-19 Safety Plan covers all individuals – personnels, contractors and contingent workers – 
who perform work for Roche.  

III.          Personnel Health Screening Process 

Roche continues to monitor and follow the latest guidelines from pertinent public health authorities and               
federal, state and local jurisdictions, to help prevent the spread of the virus. The below health screening                 
processes are subject to revision at Roche’s sole discretion at any time, based on changes or updated                 

 



guidance from pertinent public health authorities and federal, state and local jurisdictions. We have              
given clear direction to our personnel working on site and in the field that they should stay home when                   
they are sick. Additionally, when coughing or sneezing, personnel should use proper etiquette,             
including turning away from other individuals and coughing/sneezing into their elbow. 
 
Based on current CDC guidance, Roche has instituted the following guidelines for all employees,              
contractors and contingent workers:  

Before reporting to campus:  

·   Do not come to work if you or an immediate family member are experiencing 
symptoms of COVID-19. If you or an immediate family member may have been 
exposed to COVID-19 or start to experience symptoms such as fever, cough, shortness of 
breath or difficulty breathing, chills, repeated shaking with chills, muscle pain, headache, 
sore throat, or new loss of taste or smell, please 

 (1) Stay home,  

(2) Notify the campus Wellness Center, Roche’s occupational health provider,  at 
317-521-3600,  

(3) contact your medical provider  

(4) notify your leader. These steps are important to protect/maintain personnel 
privacy.  

·   If you are home sick and cannot work, your illness will be handled similarly to 
any other illness. If you are a contractor or contingent worker, you should contact your 
employer of record.  If you are a Roche employee, the time away should be coded as 
SICK SELF for the first seven calendar days, per our sick leave policy. If the illness 
extends past seven calendar days, then contractors and contingent workers should contact 
their employer of record, and Roche employees should contact Lincoln Financial Group 
(“LFG”) to enact Short Term Disability benefits: 

o   Online: www.mylincolnportal.com, Company Code: Roche 

o   Phone: 1-888-982-6575 

o   Visit the Leave of Absence tool for additional details, or call AskHR 
1-800-816-8221  

After arriving at campus:  

· Roche will supply face coverings for any employee, contractor or contingent 
worker working onsite.  According to World Health Organization (WHO) guidance, 
face coverings  are only required if you are sick or if you are a healthcare provider 
interacting with patients. Following that guidance, Roche’s Safety, Health, and 
Environmental (SHE) team has made such equipment available to our service colleagues 
who provide essential and extended on site services. Commercial leadership and SHE 
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will prioritize additional shipments to non-service personnel if their presence is required 
on a customer site. Beginning the week of April 6, the local Indy SHE team began 
distributing face coverings to campus-based people leaders.  Masks are mandatory for 
personnel who are not able to practice social distance as part of their duties.  Additional 
masks have been provided to all personnel on campus on a voluntary basis.  Leaders have 
written guidance on how best to use these preventative tools.  

 For employees, contractors and contingent workers on site who believe they 
may have been exposed or have symptoms, notify your leader immediately and 
immediately leave the campus.  

Supervisors should: 

 1) Immediately send home any individual who starts to experience symptoms  

2) Notify the Wellness Center, Monday-Friday 7 a.m. to 5 p.m. at 317-521-3600 
(outside regular hours: leave a message on the Wellness Center voicemail) and 
follow their guidance.  

3) Instruct the individual to contact his/her medical provider. These steps are 
important to protect/maintain individual privacy. 

Before returning to campus after illness, injury, self-isolation or quarantine:  

· One day prior to returning to campus: 

o   Call the Wellness Center at 317-521-3600 to receive an authorization to return 
to work 

o   Contact your leader informing them of your return 

o   Contact Ask HR at 800-816-8221 informing them of your return if you were 
on a leave of absence e.g Paid Administrative Leave 

o   Ask HR will send notice through Workday of the employee’s return to work 
only if the employee was on a leave of absence e.g. Paid Administrative Leave 

o   Return to work as directed by your leader  

If the absence was processed through Roche’s leave provider, Lincoln Financial Group 
(“LFG”), follow LFG’s return to work process.  

For those employees who have been quarantined or have symptoms/been diagnosed over 
14 days; if your illness/symptoms continue please contact LFG to enact Short Term 
Disability benefits. www.mylincolnportal.com; Company Code: Roche; Phone: (888) 
982-6575.  

Additional information outlining return to work scenarios is available here. 
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 Procedures if a team member tests positive or is exposed to COVID-19  

· If an employee, contractor or contingent worker is diagnosed with 
COVID-19, the State Department of Health will notify Roche and Roche will follow 
all directives required. This would include notifying other personnel who might be at 
risk. Roche will comply with Privacy laws in handling this information.  

Visitors and Guests  

·       Visitors and guests are prohibited from entering Roche’s workplace until 
further notice. External candidate interviews will be conducted by telephone and/or 
virtually we have also transitioned to a virtual Welcome to Roche orientation for new 
hires.  

Field Employees  

·       Field employees should measure their own temperature and assess their own 
symptoms prior to entering a customer's facility. If you have mild or severe 
respiratory symptoms that may include fever, cough, or shortness of breath call your 
primary care provider or the Wellness Center at 317-521-3600 between 7:00 am and 5:00 
pm EST 
  
·       If the customer’s healthcare facility provides pre-screening, follow their 
guidance. It may include a temperature check and questions about symptoms, including 
but not limited to fever, cough, or shortness of breath.  

  

IV.          Enhanced Cleaning and Disinfecting Protocols for the Workplace 

Roche’s on-site housekeeping partner continues to clean the campus using cleaning agents that 
are approved by the Roche SHE team. In addition to routine cleaning campus wide, high touch 
areas, such as door handles, elevator buttons, table tops, time clocks, restrooms, break areas, etc. 
are getting extra attention. Additional wall mount hand sanitizers and sanitizing wipe buckets 
have been placed in high-priority and high-traffic locations, such as the warehouse and 
production areas.   

The below enhanced cleaning and disinfecting protocols for the workplace are subject to revision 
at Roche’s sole discretion at any time, based on changes or updated guidance from pertinent 
public health authorities and federal, state and local jurisdictions. 
  
The following enhanced cleaning and disinfection protocols will be in place until further notice: 

● We are providing approved EPA disinfectants for use against SARS-CoV-2          
wipes throughout our facility and to personnel. Each individual routinely wipes           
down any area in the individual’s personal workspace where the individual has            
been in contact including but not limited to keyboards, monitors, tools,           
instruments, telephones, light switches, sinks, tables, and handles.  
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● We have engaged our cleaning service to increase the frequency and depth of             
cleanings to ensure all areas of the workplace are thoroughly cleaned with            
additional regularity.  

● We have adopted the use of EPA- approved cleaning products that are approved             
for use against SARS-CoV-2.  

● We have instituted a daily disinfecting program of high-touch surfaces. 
● We have established a deep cleaning and disinfecting program (evenings and           

weekends). 
● We have eliminated the use of vending machines, micro-markets, coffee          

service, and microwaves that may prove challenging to keep well-sanitized. 
● We have instituted a clean desk policy to minimize personal items at            

workstations. 
● We have installed additional signage as per OSHA regulations. 
● We have set up additional hand sanitizing and disinfecting wipe dispensers and            

stations throughout the workplace.  

 In the event of a positive case of COVID-19 identified onsite at one of Roche’s facilities, the following 
steps will be taken: 

 

● Wellness Center will work with the individual who tested positive to identify            
colleagues that were in close contact and affected areas. Wellness Center and            
the individual will work together, in conjunction with local management to           
identify the areas where the individual worked or frequented while onsite.           
During the course of the process, the individual’s privacy will be protected in             
accordance with applicable privacy laws. In an effort to protect privacy, the            
affected areas to be cleaned may be larger than the actual “immediate area”             
where the individual worked while onsite. 

● When these areas are identified, affected areas will be closed/access blocked by            
caution tape or other means to prevent access to areas until deep cleaning is              
completed.  

● Depending on the affected area and management preference, the following          
outlines options for deep cleaning when a positive test has been confirmed: 

1. We will stop work and institute the business protocol for deep cleaning            
in each area.  Per CDC guidelines: 
§ Hard surfaces: clean and disinfect all areas such as offices, shared            
electronic equipment like tablets, touch screens, keyboards, used by the          
ill persons, focusing especially on frequently touched surfaces. This         
would be similar to a routine clean - wiping of hard surfaces with             
bleach solution, alcohol solution (at least 70% alcohol content), or          
another of the EPA approved cleaning solutions listed in the CDC           
cleaning resource link at the end of this document. 
§ Porous surfaces (papers, rags, boxes, etc.) in the area must be            
evaluated from a risk perspective on whether they should be saved or            
should be discarded. Management should take into account the         
immediate work area where the positive test was reported, whether the           
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individual was symptomatic while at work, and the need to keep the            
porous material. 
§ Peripheral areas outside the immediate affected areas will continue to           
be cleaned by the in-house housekeeping staff - hand-wiping of high           
touch points with approved disinfectant. This includes bathrooms,        
break rooms, corridors, ATMs, etc.  
§ Personal Protective Equipment (“PPE”) - Per CDC, the risk of           
exposure during cleaning is inherently low. Those conducting the         
cleaning should wear disposable gloves and masks for all tasks in the            
cleaning process, including handling trash. Individuals should limit        
touching of the face and wash hands immediately after removing PPE.  

2, Management may engage a third party environmental response company to           
conduct the deep cleaning of identified areas. The cleaning conducted would be            
similar to the cleaning described above - hand wiping of high touch surfaces             
with a bleach solution. If management would like to use this option, local             
management must contact SHE and provide the following information: 

§ Description of the affected area, such as type (office, warehouse,           
break rooms, etc.) 
§  Approximate square footage of area to be cleaned 
§  Describe any special requests, outside of the following: 

· RDCI - Conversion and Compounding Laboratory 
o Isopropyl alcohol only is to be used on the          
manufacturing floor, as it is the only cleaning chemical         
validated for the process. 
o Third party will clean high touch points        
immediately outside of the manufacturing floor or       
compounding lab using hand wiping with bleach       
solution. 
o Internal Roche employees will clean manufacturing       
equipment interfaces similar to “deep clean”, which is        
commonly conducted on Fridays on the manufacturing       
floor. Assistance by third party only as directed by         
management on the manufacturing floor and only using        
isopropyl alcohol 

· RDCI - All other areas, including Machine Shop,        
Material Storage, Vial Grind, Strip Pack, Kit Pack, Offices,         
Bathrooms, and other Labs 

o Third party will clean high touch point surfaces         
using hand wiping with bleach solution.  
o Any equipment areas where isopropyl alcohol must        
be used as a validated method must be identified by          
local management prior to the start of the cleaning         
process.  

· Warehouse Operations, Offices, and other Labs 
o Third party cleaning company will clean hard,        
non-porous surfaces in affected areas by hand wiping        
high touch points with a diluted bleach solution. 
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o Peripheral areas outside the affected areas will        
continue to be cleaned by the in-house housekeeping        
staff - hand-wiping of high touch points with approved         
disinfectant.  

Timing and Re-Occupancy: Cleaning by in-house housekeeping and internal employees, where           
applicable, can begin immediately following notification to Roche of the positive test result.             
Re-occupancy may occur once cleaning has been completed.  

V.          Enhanced Personal Hygiene Measures 

Our enhanced Personal Hygiene Measures are subject to revision at Roche’s sole discretion at 
any time, based on changes or updated guidance from pertinent public health authorities and 
federal, state and local jurisdictions. These measures have been and continue to be 
communicated to personnel through various communication channels such as e-mail, Google 
sites, FAQs, eNews, Roche TV, posters and staff meetings. 
  
Roche requires all personnel to wash their hands with soap and water regularly and thoroughly, 
including at the beginning of each shift and upon returning from any break. Personnel have 
been given clear direction to: 

● Wash your hands frequently with soap and water for at least 20 seconds. If you               
do not have access to soap and water, use a hand sanitizer containing 60%-95%              
alcohol. We have provided hand sanitizer in various locations in the campus            
workplace. Soap and water should be used preferentially.  

● Cover your cough or sneeze with a tissue, then throw the used tissue in the trash                
and wash your hands. If you do not have a tissue, cough or sneeze into your                
elbow or shoulder and wash your hands. 

● Avoid touching your eyes, nose or mouth, particularly with unwashed hands. 
● Whenever and wherever possible, avoid close physical contact (within 6 feet)           

with others. 
● Perform routine environmental cleaning. We have increased cleaning in the          

workplace. In addition, all personnel are asked to routinely clean all frequently            
touched surfaces in their work area, such as workstation, keyboards, telephone,           
countertops, and doorknobs. Use disposable wipes or other cleaning agents that           
are usually used in these areas according to the directions on the label. These              
will be provided in all Roche facilities. 

● Do not use others’ phones, desks, offices, or equipment, when possible. 
● We are providing on-campus workers with face masks that may be worn            

throughout the workday, and/or when working in closer proximity than the           
recommended six feet distance from others. We have also established a policy            
that workers on campus and in the field may only wear facemasks provided by              
Roche, and not utilize facemasks obtained from other sources. 

● We are providing Field Service Employees with Personal Protective Equipment          
(PPE) to be worn for customer visits, including n95 face masks, gowns, gloves,             
shoe covers, face shields, lab coats, coveralls and hair covers to reduce the             
possible spread of infection. 
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● As required by OSHA, all Field Service Employees are required to complete            
Bloodborne Pathogen training each year, which includes training on         
disinfection tools and other items that may come into contact with Bloodborne            
Pathogens. Roche provides the proper training and cleaning materials to          
require our Field Service Employees to properly clean and disinfect their tools            
and other items to reduce the possible spread of infection. 

 VI.          Social Distancing Requirements 

The Social Distancing Requirements outlined below are subject to revision at Roche’s sole discretion at 
any time, based on changes or updated guidance from pertinent public health authorities and federal, 
state and local jurisdictions.  

Roche  requires all personnel to follow the social distancing requirements established by the CDC, 
including maintaining six-foot social distancing for both personnel and members of the general public 
when possible. In addition:  

● Personnel are encouraged to wear face coverings at all times while on the             
company premises. Personnel must wear a face covering if they cannot           
maintain a minimum of six feet of social distance from others. Roche reserves             
the right to require face masks be worn by personnel, if deemed necessary to              
protect the health and safety of personnel.  

● Cafeteria seating is eliminated and lunch periods are being staggered to           
accommodate social distancing of at least six feet in break areas. 

● Roche identified certain personnel groups to begin teleworking on March 15,           
2020. These groups may begin returning to campus in a phased approach, as             
determined by Roche in accordance with CDC guidelines, based on business           
need and criticality, August 31, 2020 or thereafter. 

● The floor plan and seating assignments in work areas on campus will be             
adjusted to enable social distancing. 

● Plexiglass barriers have been installed between workstations that are closer than           
six feet apart in manufacturing, warehousing and labs. 

● Conference rooms, when released for use, will have limited available seating to            
facilitate social distancing. 

● Food services have been removed and the dining spaces have been closed and             
will remain closed until the appropriate return to work phase is activated. 

● The fitness center will remain closed until August 31, 2020 or thereafter. 
● Field employees are also reminded to adopt and adhere to social distancing of             

six feet or more when interacting with others during customer visits, and to             
wear masks whenever visiting a customer location. 

The Wellness Center. The Wellness Center is both an occupational health and primary care provider               
for Roche employees. The Wellness Center remains open, but no longer accepts walk-ins effective              
March 13, 2020. Instead, employees will need to call the Wellness Center at 317-521-3600              
Monday-Friday 7 a.m. to 5 p.m. to make an appointment. Contact the Wellness Center if you have                 
questions about your existing appointments. Roche is taking these precautions to protect the Wellness              
Center staff so they can be available to respond to emergencies. For after-hours support, please reach                
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out to a local healthcare provider or utilize Dr. On Demand. For more information about the Dr. On                  
Demand benefit, visit www.yourlifeyourrewards.com and search “Dr.On Demand.”  

VII.  Preparations for phased approach for Return to Campus and Field 

The preparations for return of personnel are subject to revision at Roche’s sole discretion at any time, 
based on changes or updated guidance from pertinent public health authorities and federal, state and 
local jurisdictions.  

The health and safety of our Essential on-site personnel and Essential field personnel remain a top 
priority.  On March 17, 2020, Roche directed all employees, contingent workers and independent 
contractors who could perform their work remotely should work from home.  At this time, all 
employees who are in roles whose work can be done remotely are required to work from home until 
August 31, 2020 or thereafter.  Manufacturing/warehouse and Lab work will continue to be a campus 
priority over work that can be performed remotely.  

As we anticipate the return of personnel, we will continue to incorporate the afore-mentioned 
Employee Health Screening Process; our Enhanced Cleaning and Disinfecting Protocols for the 
Workplace; our Enhanced Personal Hygiene Measures and our Social Distancing Measures in our 
planning for these groups.  

Our planning includes evaluating many factors before re-opening Roche facilities to all personnel as 
well as visitors and guests.  We will continue to comply with federal, state and local standards to ensure 
a safe working environment for our personnel. In addition, Roche will continue to assess which roles 
require physical presence in our facilities and which can be performed at home, prior to having 
personnel return to the workplace.  Personnel access to the workplace will be gradually reinstated as 
part of a coordinated effort based on the results of the above-mentioned assessments and other criteria 
centered on ensuring the health and safety of our personnel.  Roche will begin returning personnel to 
the workplace in a phased approach based on business need in accordance with CDC guidelines, on or 
after August 31, 2020. 

  

 

VIII. Responsibilities of Managers and Supervisors  

All managers and supervisors should be familiar with the Safety Plan and prepared to answer personnel 
questions about the Plan. Managers and supervisors should also set a good example by following the Plan 
at all times and encouraging the same behavior from all personnel. This includes practicing good personal 
handwashing/hygiene, social distancing measures, and other applicable measures described in the Safety 
Plan.  

IX. Responsibilities of Personnel 

Roche expects all personnel, including managers, to play their part in helping to minimize the spread of 
COVID-19. All personnel should familiarize themselves with the symptoms of COVID-19. According to 
the CDC, symptoms include the following: 
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● Coughing; 
● Fever; 
● Shortness of breath, difficulty breathing; and 
● Early symptoms such as chills, repeated shaking with chills, body aches or muscle pain, sore 

throat, headache, diarrhea, nausea/vomiting, runny nose, and new loss of taste or smell. 

Personnel should stay home and not come to work if they have these symptoms and should immediately 
notify the campus Wellness Center,  at 317-521-3600, and contact your medical provider as well as notify 
your leader. 

X.  Right to Amend 

Our Roche Safety Plan is subject to revision at Roche’s sole discretion at any time, based on changes or 
updated guidance from pertinent public health authorities and federal, state and local jurisdictions.  Any 
updates will be communicated in accordance with Executive Order 20-26. 
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