
   
 

 

 

 
 
  
 
The COVID-19 outbreak presents unusual circumstances that require us to do whatever is necessary to 
further our mission.  This fact sheet discusses simple things that you can do to keep yourself and others 
healthy and stop the spread of this virus. Treat everyone as though they are a COVID-19 carrier and every 
common surface as if it harbors the virus. Remember, one careless person can spread the virus to the 
whole work unit. It is our responsibility to keep our community and colleagues safe. 

This guidance is intended to help minimize the spread of the virus if someone in the workplace 
tests positive for the COVID-19 virus. 
 
To protect DCNR employees, it is important to know where someone has been and with whom 
they have had contact if they start showing symptoms or test positive for COVID-19.  If 
employees log their activities, we can make sure coworkers can be notified of possible exposure 
and we can identify buildings and vehicle that need to be “deep cleaned”. 
 
This log is not intended for supervisors to track your daily job functions. If the need arises, this 
log will serve as a tool to provide information on where you have been, and who you had contact 
with.  It will also help you refresh your memory if you had potential exposure to someone that 
tested positive. 
 
The log is very basic and asks for the following: 
 

• Your name 
• Work Unit 
• Date 
• Places visited (District/Park Office, gas stations, common shared spaces, etc.). 
• Names of people you interacted with on that day. 
• List the shared equipment and vehicles you used.  
• Whether or not the equipment and vehicles were disinfected it after using. 

 
The log should be filled out daily and kept with the employee. Although, it is not necessary to 
turn in employee logs at the end of each shift, they should keep them in a place that their 
supervisor can easily retrieve them if they are needed.   
 
Working together, we can all do our part to help stop the spread of the COVID-19 virus. 
 
 
Please follow all the information provided to help prevent the spread of COVID-19. We 
will continue to do everything we can to keep our employees informed and safe. For 
additional information and to stay informed, refer to the Centers for Disease Control or 
the Pennsylvania Department of Health websites.  
 
 
 
 
DISCLAIMER:  The Pennsylvania Department of Conservation and Natural Resources (DCNR) Safety Sheets or other related documents may not be posted on 
social media or websites. Do not duplicate or distribute this document without first obtaining the written permission from DCNR. The information provided on the 
DCNR Safety Sheet does not, and is not intended to, constitute medical advice; instead, all information, content, and materials available are intended as a 
resource for general informational purposes only.  Information on this DCNR Safety Sheet may not constitute the most up-to-date medical or other 
information.  Due to the evolving nature of the COVID-19 pandemic, the information and recommendations in this document could change or be updated at any 
time.  This document does not replace or supersede the guidance from official sources such as the Pennsylvania Governor’s Office, the Pennsylvania Department 
of Health, and/or the Center for Disease Control 
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Employee Contact Log 
 
Employee: __________________  ___________________ 
   first name    last name 
 
Work Unit: _________________________ 
 

Date 
MM/DD/YY 

Places Visited (District/Park 
Office, shared spaces, gas 
stations, etc.) 

Names of the people you 
interacted with 

List the vehicle(s) and the shared 
equipment you used. Place a (D) next 
to it if you disinfected it after using 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

 


