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Shutterfly, Inc. is pleased that we can 
return to capturing life’s memories for 
our customers. As always, we continue to 
promote our safety-first culture, reflective 
of our commitment to providing a safe and 
healthy workplace for all our employees.

The following Preparedness Plan has been 
developed in response to the COVID-19 
pandemic (the “Preparedness Plan”). All 
Shutterfly employees are responsible for 
understanding, implementing, and complying 
with all aspects of this Preparedness Plan. 
Our goal is to mitigate the potential for 
transmission of COVID-19 in our workplaces.

Employees are our most important assets. 
We are serious about the safety and health 
and keeping our employees working at 
our facilities, studios, territory/corporate 
offices and host locations. Employee 
involvement is essential in developing 
and implementing a successful COVID-19 
Preparedness Plan. We have and will 
continue to include our employees in this 
process by having conversations, noting 
concerns, and implementing best practices 
and improvements to the Preparedness 
Plan. Employee concerns and suggestions 
should be communicated to managers/
supervisors, the employee safety committee 
(where applicable), or human resources.

Our Preparedness Plan follows Infection 
Prevention and Control Canada (IPAC) and 
Public Health Agency of Canada guidelines 
and Canadian Centre for Occupational Health 
and Safety (CCOHS) standards related to 
COVID-19 and is based on their current 
recommendations. As guidance from these 
public health authorities changes as the 
COVID-19 pandemic evolves, our Preparedness 
Plan will also be revised and updated so 
that we continue to follow the most current 
information on maintaining workplace safety. 

COVID-19  
Preparedness 
Plan for  
Shutterfly Inc.
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Our Preparedness Plan addresses:

Hygiene and respiratory etiquette.

Engineering and administrative controls. 

Housekeeping – cleaning, 
disinfecting and decontamination.

Prompt identification and isolation 
of sick persons; controls for social 
distancing.

Communications and training that 
will be provided to all employees.

Management and supervision necessary 
to ensure effective implementation of 
the plan.
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Screening and policies for employees  
exhibiting signs and symptoms of COVID-19 

Employees have been informed of and are required to self-monitor for signs and 
symptoms of COVID-19. Additionally, employees must self-report a positive COVID-19 
diagnosis to their supervising manager or HR. The following policies and procedures 
are implemented to help employees assess their health status prior to or upon entering the 
workplace and for employees to report if they are sick or experiencing COVID-19 symptoms.

• Employees are required to read and sign an acknowledgment that they have received 
and have read this Preparedness Plan and affirm that they agree to monitor their health 
daily through a self-evaluation.

• Prior to arriving at work, employees are required to self-screen their health status. The 
self- screening includes affirmation prior to beginning a workday and clocking in as 
required that the employee is not experiencing any of the following that the IPAC has 
outlined as symptoms of COVID-19: 

• Fever.

• Cough.

• Congestion or runny nose

• Shortness of breath or difficulty breathing.

• Chills or repeated shaking with chills.

• Body aches and pains.

• Sore throat.

• Headaches.

• New loss of taste or smell.

• Nausea

• Vomiting

• Diarrhea

The supervising manager or HR should be contacted in 
any of the following situations:
• If an employee is feeling or experiencing any of the symptoms above. The employee 

should also stay home and contact their healthcare provider. The employee is to update 
their supervising manager with the provider’s recommendations.

• If an employee has traveled internationally or been to states/locations that require 
quarantine, these employees must  stay home for 14 days prior to returning to work, and 
continually monitor their health for possible symptoms.

• If an employee has been directly exposed to a person who has been diagnosed with 
COVID-19.  They should also stay home for 14 days prior to returning to work and 
continually monitor their health for possible symptoms  

• If an employee has been tested for COVID-19 and is awaiting test results, they must 
notify their supervising manager or HR and stay home until they have received a 
negative result. 
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On the first day back to 
work, employees should 
check in with their 
supervising manager. 
The supervising manager 
will verify the following:

• That the employee does not feel 
ill or symptomatic using the list of 
symptoms.

• Upon initial return to work, or after 
an extended leave of absence, that 
the employee has not traveled 
internationally or been to states/
locations that  
require it.

• That the employee has not been in close contact with a person known to have COVID-19 
in the last 14 days.

• While at work, each employee is to monitor how they are feeling. If they start to feel 
ill, they are to immediately stop work and report how they feel to the supervising 
manager. If the employee’s symptoms are consistent with those listed above, the 
supervising manager will direct the employee to leave the facility by the most direct 
route and contact their healthcare provider. If the employee does not have the ability 
to immediately leave the facility, the employee will be escorted to the assigned location 
where they will be isolated until they are able to directly leave the facility. (See Appendix 
A) The supervising manager will notify the appropriate contact in HR and EHS.

Types of exposure to COVID-19 

There are three types of exposure to the COVID-19 virus:

• Primary – Employee has a confirmed diagnosis from a medical 
professional with COVID-19.

• Secondary – Employee has been in close contact with someone 
diagnosed with COVID-19.

• Tertiary – Employee has been in close contact with someone who 
is quarantined due to their exposure to another person who has 
been diagnosed with COVID-19.
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Response plan for positive COVID-19  
employee diagnosis 
Shutterfly has implemented a policy for responding and communicating in the event 
that a person who has been onsite at a Shutterfly facility or work site receives a 
positive COVID-19 diagnosis. 

As outlined previously, a person who has received a positive COVID-19 diagnosis must notify 
the company. The escalation team (EHS, HR and Site leadership) will be notified.

• HR and EHS will identify any employees they believe may have been directly exposed 
and interview them individually about their interactions. All employees are expected to 
cooperate and answer all questions to the best of their ability. EHS and HR will employ 
the IPAC contact tracing criteria to identify the individuals that could be impacted.

• Those impacted employees will be instructed to self-quarantine according to IPAC 
guidelines, for a minimum of 14 days from exposure prior to returning to work.

• While in quarantine, impacted employees should continually monitor their health for 
possible symptoms. If any employee experiences symptoms, they should immediately 
contact their healthcare provider.

• If an employee receives a positive COVID-19 diagnosis, they must notify the company. 
A Physician/Healthcare Provider’s Release Note or Fitness for Duty Certification will be 
required before returning to work.

• The escalation team will collectively agree on a strategy on how best to protect 
employees and execute appropriate cleaning, disinfecting of the work environment.

• The work site, or appropriate portions of it will be closed/isolated as necessary. Site 
management will make decisions based on circumstances and exposures in conjunction 
with EHS and HR partnership.

• All employees at the facility/worksite will be notified in the event of a positive COVID-19 
case, and the plan for protecting employees at that facility/worksite. 

Employee privacy
Our policy is to protect the privacy of employees’ health status and health information, in the 
event the company needs to communicate about potential exposure. 

• The identity of an employee who has been exposed or has received a positive COVID-19 
diagnosis is not shared.

• Any broad notification mentions that a potential exposure to COVID-19 has occurred at 
the applicable Shutterfly facility/worksite.

• The notification will only include details about the affected areas in the facility/worksite. 
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Time away from work
Shutterfly has implemented COVID-19 leave policies that support employees’ need 
to stay at home when they are sick, when household members are sick, or when 
required by governmental order or a health care provider to isolate or quarantine 
themselves or a member of their household.

Employees should work directly with their manager and HR business partner on time 
off needs. Employees who are away from work for more than three (3) days must receive 
approval from their manager and HR prior to returning to work.

Handwashing and hand sanitizing
Basic infection prevention measures are being implemented at our workplaces at all times. 
Employees are instructed to wash their hands for at least 20 seconds with soap and water 
frequently throughout the day, but especially at the beginning and end of their shift, prior 
to any mealtimes or breaks, and after using the restroom. All visitors to the facility, office, 
studio or host location are instructed to wash their hands or use hand sanitizer prior to or 
immediately upon entering the facility. Hand-sanitizer dispensers are located throughout the 
facilities, offices, and studios and issued to our field photographers. Individual-sized hand 
sanitizers will be available for employees who work at host sites. Sanitizers (of greater than 
60% alcohol) can be used for hand hygiene in place of soap and water, as long as hands are 
not visibly soiled. Hand sanitizer should be applied to dry hands, cover all surfaces of the 
hands and then the hands should rubbed together until they feel dry.

Respiratory etiquette:  
Cover your cough  
and sneeze
Employees and visitors are instructed 
to cover their mouth and nose with 
their sleeve or a tissue when coughing 
or sneezing and to avoid touching their 
face, mouth, nose and eyes with their 
hands. They should dispose of tissues 
in the trash and wash or sanitize their 
hands immediately afterward. Respiratory 
etiquette will be demonstrated on 
posters and supported by making tissues 
and trash receptacles available to all 
employees and visitors. 

• Notices reminding employees of 
proper respiratory etiquette are posted throughout the facility, studios and corporate/
territory offices.

• The safety video monitors in the facility have rolling messages (Manufacturing facilities 
and corporate offices only). 
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Social distancing in Shutterfly, Inc. locations 

Social distancing is being implemented in the Shutterfly, Inc. office 
locations and production workplaces through the following engineering and 
administrative controls:

• Employees in positions that are able to work from home are encouraged  
to do so.

• Starts and breaktimes are staggered.

• Breakrooms have been configured for social distancing. Employees should follow the 
distancing guidelines in these areas. Please be mindful of room space limits and any 
alternate seating locations, to allow for safe distancing at all times.

• In manufacturing locations that require the use of time clocks, additional measures 
are in place to maintain social distancing. Employees are to line up using social 
distance which is on the floor at the time clocks. Employees are to move to the next 
mark one at a time and allow for only one employee at the time clock. When the line 
is long, the employee should locate and use another  
time clock.

• Whenever possible, meetings should be held remotely via Teams or other 
technological means. In-person meetings are limited to the number of people that 
will allow all participants to maintain physical distancing of at least 6 feet. In the 
conference rooms, employees should maintain 2 chairs between each other and 
staggered, so they are not directly across from each other.
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• When having conversations, 
employees are to remain separated 
by 6 or more feet.

• Contractors, vendors, and visitors 
on premises are limited to business-
critical personnel only, with site 
leadership approval. Daily screening 
protocols are in place for contractors, 
vendors, and visitors upon their 
arrival.

• Food orders are to be delivered to the 
entrance door and the vendor must 
contact the person who ordered the 
food for the delivery.

• Employees and visitors are prohibited 
from gathering in groups and 
confined areas, including elevators; 
and from using other employees’ 
protective equipment, phones, 
computer equipment, desks, cubicles, 
workstations, offices or other 
personal work tools and equipment.

• Employees who are required to 
drive as part of their job duties are 
to drive alone and not permit other 
employees to ride with them.

• For specific requirements applying 
to  Lifetouch Field operations, see 
Appendix A

 

Social distancing  
at host facilities

Employees working at host sites 
(JCPenney, schools, churches, and 
preschools) will be educated on all social 
distancing guidelines and directed to 
follow them, as applicable within the hosts’ 
environment. Employees will remain at 
the recommended social distance (6 feet) 
from other individuals whenever possible. 
In addition, employees are instructed to 
follow all guidance from each host that has 
stricter guidelines than Shutterfly, Inc. or 
designed to keep them safe in the hosts’ 
specific environment.
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Protective Measures

Shutterfly is providing face covers 
and face shields to its employees to 
promote safer working conditions. 
A face cover must be worn by all 
employees, vendors and any other 
persons onsite at any Shutterfly location. 

Face coverings may be 
removed while:

• Working alone at a desk or cubicle 
maintaining six feet of distance from 
all others, 

• Working alone in a room (office or 
conference room), 

• Eating or drinking while maintaining 
six feet of distance from others.

Employees are allowed 
to use personal face 
coverings provided they:

• Do not limit vision needed to perform 
work duties safely.

• Fit snugly but comfortably against 
the side of the face.

• Allow for breathing without 
restrictions.

• Are workplace appropriate in terms of 
graphics and overall design.

For the general public, the IPAC 
recommends wearing gloves when 
cleaning or caring for someone who is 
sick. The use of gloves as a preventative 
measure in the workplace is not 
recommended. 
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Housekeeping and Cleaning

Enhanced housekeeping practices are being implemented, including frequent 
cleaning and disinfecting of work surfaces, equipment, tools and machinery, and 
areas in the work environment including restrooms, break rooms, lunchrooms and 
meeting rooms. Frequent cleaning and disinfecting will be conducted in high-
touch areas and high-touch equipment such as phones, keyboards, touch screens, 
controls, door handles, elevator panels, railings, copy machines, etc.

• Employees are regularly 
provided with disinfecting 
supplies to clean and disinfect 
high-touch areas in their work 
areas including photographic 
equipment, props and other 
frequently used supplies.

• The cleaning schedule for each 
facility and or host site will vary 
as not all sites require the same 
process. See Appendix A for 
specific details.

In the event of a Primary exposure 
to COVID-19 the following cleaning 
and disinfecting steps will be 
performed:

• Quarantine/barricade the 
area(s) where exposed 
individual has worked until it 
can be cleaned/disinfected 
and send people home as 
appropriate.

• The site may be closed/isolated on a case by case basis. Site management will make 
decisions based on circumstances and exposures in conjunction with EHS and HR 
partnership.

• Professional cleaning and decontamination services will be utilized, as needs dictate. 

• Any potentially exposed items (which are portable) must be disinfected prior to removal 
from the site (i.e. laptop, books, cell phones).

In the event of secondary or tertiary exposure, the following steps will be performed:

• Quarantine/barricade the area(s) where exposed individual has worked until it can be 
cleaned/disinfected and send people home as appropriate. 



12 1100-00.09_1-CVDPP

This Preparedness Plan was provided  
via email prior to returning to work or in 
written form for all employees. Necessary 
training will be provided upon return to 
work. Additional communication and 
training will be ongoing through daily shift 
huddles and town hall meetings. 

Training will be provided to all employees 
who did not receive the initial training prior 
to and upon return to work. Managers and 
supervisors are to monitor how effective 
the program has been implemented 
by daily auditing that the plan is being 
followed. All employees are to work 
through this new program together and 
recommend updates to the training as 
necessary. 

This Preparedness Plan has been 
authorized by Shutterfly management and 
is posted throughout the workplace. It will 
be updated as necessary.

Approved by:

Nancy Suddreth

VP, Human Resources

Communications 
and training
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Employee acknowledgement of receipt

THE SHUTTERFLY, LLC PREPAREDNESS PLAN DESCRIBES IMPORTANT 
INFORMATION ABOUT COVID- 19, AND I AGREE TO READ IT CAREFULLY 
AND CONSULT MY SUPERVISOR, EHS, OR THE HR DEPARTMENT WITH ANY 
QUESTIONS THAT I MAY HAVE. 

I ACKNOWLEDGE THAT THE SHUTTERFLY, LLC PREPAREDNESS PLAN IS NEITHER 
A CONTRACT OF EMPLOYMENT NOR A LEGAL DOCUMENT. I ALSO UNDERSTAND 
THAT THE INFORMATION DESCRIBED HEREIN IS SUBJECT TO CHANGE, AND IT IS MY 
RESPONSIBILITY TO ACCESS THE ONLINE OR UPDATED PRINT COPIES TO REVIEW THE 
LATEST AND MOST UP-TO-DATE POLICIES AND PRACTICES.

BY SIGNING THIS DOCUMENT, I AGREE TO ABIDE BY ALL PROVISIONS SET FORTH IN THE 
PREPAREDNESS PLAN FOR THE HEALTH AND SAFETY OF MYSELF AND OTHERS IN MY 
WORK ENVIRONMENT.

 

Employee Printed Name    
 
 
 
 

Employee Signature       Date                 

Employee Central ID Number   
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Appendix A– Site Specific Details
Onsite employee isolation location: Example-The Cabin Interview Room-Shutterfly 
MSP 
Additional break locations: Example-Trust and Act- Shutterfly MSP 
Site cleaning Schedule: Example from Studio
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