BGAA Recommendations for Reopening During COVID-19
Updated: 8.13.2020
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INTRODUCTION
Since the emergence of the COVID-19 crisis the Bowling Green Apartment
Association has been working to keep our members informed and up to date with
the latest information and best practices regarding operating during these times.
We have continually communicated with the Governor’s office and other
resources to provide clear communication to our members on how to proceed
during this evolving situation. The contents of this document are a compilation of
resources that have been gathered from various sources to provide our members
with the most accurate and comprehensive information possible.
Please keep in mind that none of these documents are intended to replace
professional counsel from legal or health care professionals. If you have any
concerns related to your company’s COVID-19 policy development, then we
strongly encourage you to reach out to your legal counsel, professional human
resources advisor, health experts or other government officials.
This publication is not intended for sale and is provided only as an information
resource for apartment housing providers, not as a legal guide in any manner. In
no way are these suggestions to take the place of individual company policies or
procedures.
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CDC Recommendations:
All individuals should continue to practice good hygiene:
✓ Wash your hands with soap and water or use hand sanitizer, especially after touching
frequently used items or surfaces.
✓ Avoid touching your face.
✓ Sneeze or cough into a tissue, or the inside of your elbow.
✓ Disinfect frequently used items and surfaces as much as possible.
✓ Strongly consider using face coverings while in public, and particularly when using mass
transit.
People who are sick should stay home:
✓ Do not go to work or school.
✓ Contact and follow the advice of your medical provider.
Signs to display at the entrance to your office/building:

Do not enter if sick sign(PDF)
Do not enter if sick sign - Spanish (PDF)
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Suggested Company requirements:
✓ Everyone should follow social distancing guidelines, staying six feet from each other.
✓ Employees should refrain from sharing desks, offices or other work tools or equipment.
When possible, hand sanitizer should be used both prior to use of communal items and
immediately after and care should be taken not to touch face.
✓ Continue promoting frequent and thorough handwashing and provide employees,
customers, and visitors a place to wash their hands. If soap and running water are not
immediately available, alcohol-based sanitizer should be provided.
✓ Business travel should be limited to that which is essential.
✓ Using the employee Health Check Log, supervisors will do health checks by taking and
recording temperatures when entering the workplace at the beginning of each shift.
Employees with a temperature greater than 100.4 will be sent home.
✓ For contact tracing purposes, all personnel should properly document interactions and
units entered via service requests and tour details.
Prospect/Resident Risk Qualifying Questions:
✓ Have you/has anyone in the home tested positive for COVID-19 or are they waiting test
results?
✓ Have you/has anyone in the home been in direct person to person contact with any
individual that has tested positive for COVID-19?
✓ Have you/has anyone in the home been directly instructed to quarantine by a health
care provider or government agency?
✓ Do you/does anyone in the home currently have a fever of 100 degrees F or more?

Supplies to have on hand:
✓
✓
✓
✓
✓
✓

PPE: gloves, masks/face coverings, booties
Hand soap and sanitizer
Forehead thermometer
Cleaning solutions/rags
PDF of temporary signage for office and amenities
Floor clings indicating where residents/prospects should stand (3 per office, placed 6-10
feet apart)
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Suggested General Operations:
✓ Offices should allow ample time for cleaning twice daily. All staff members will assist
with pre-opening and post-opening cleaning.
✓ Cleaning protocols for all office, clubhouse, and interior amenity such as a business
center include:
o A frequency of at least twice daily (Opening and closing)
o Wiping all contact surfaces with disinfectant.
o Emptying trach receptacles
o Vacuuming or mopping floors
o Straightening chairs, tables, and equipment
o Restocking wipes, hand sanitizer and paper products as needed
o PPE must be worn during the cleaning process
✓ Reconfigure offices:
o If there are desks facing each other with no barrier in between or where chairs
are not 6 feet apart, look to reconfigure the office seating or ad plexiglass
barriers in between.
o Limit the number of employees working in any one area of the office where
necessary to keep safe distances apart.
✓ Refrain from sharing equipment, such as phones, desks, and computers when possible.
When not possible, hand sanitizer should be used both prior to the use of communal
items and immediately after and care should be taken not to touch face. Disinfect all
hard surfaces.
✓ Intercompany/inter team communication and meetings should continue to be by
telephone/virtual when possible.
✓ Employees and customers are required to wear face coverings when interacting in the
office/clubhouse and when touring models/vacant units. Employees are required to
wear face coverings when working in occupied apartments or occupied common areas.
Face coverings are not required when employees are working in their private individual
workspace.
✓ Floor clings should be placed 6-10 feet apart in the leasing office/clubhouse indicating
where waiting parties should stand.
✓ A table that looks nice or could be made to look nice can be used in lieu of floor clings.
Table can be placed inside the office at a point where you do not want the prospect or
resident to venture beyond creating a natural barrier.
✓ Identify “stations” within the leasing office/clubhouse area that will allow for 1 private
conversation and 1 guest visit while still maintaining 6 feet apart per CDC. Also,
determine 2 additional waiting areas within the clubhouse where people can sit and
wait for assistance.
✓ High-traffic and high-touch areas should be disinfected frequently, after every customer
if possible.
✓ Employees should acknowledge and greet all office visitors but maintain appropriate
social distancing.
✓ Publicly accessible drinks and snacks should not be made available.
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✓ Residents should be encouraged to continue communicating via the resident portal
and/or via email, text, or phone versus coming to the office.
✓ Staff should wash hands regularly:
o All staff, maintenance and office should wash their hands immediately upon
entering or reentering the office.
o Hand sanitizer should be easily accessible for staff and prospects.
✓ Consider displaying signs that indicate wearing of face coverings is appreciated “We are
wearing our face covering to help protect you, please wear your face covering to help
protect us”.
✓ Ask residents to limit guests in their apartment.
✓ Constantly clean handrails in breezeways, vending machines in breezeways or areas that
are not closed to residents.
✓ Constantly clean mail stations, compactor, and dumpster doors.
✓ Set up hand sanitizer stations near the entrance of the maintenance shop and entrance
of office/clubhouse so people can sanitize their hands as they enter and exit the
building.

Suggested practices for leasing apartments:
✓ Appointments suggested to tour apartments. When scheduling the appointment:
o Ask the prospect appropriate Risk Qualifying Questions.
o Inform the prospect that a maximum of two people will be allowed per tour.
o Follow up in writing with a text or email to confirm the details of the
appointment.
o Request that the prospect call when they arrive in the parking lot and ask that
they wait in their car until being called to come inside.
✓ Leasing Associate should not transport prospect via golf cart. The parties can take
separate vehicles or walk (while practicing appropriate social distancing).
✓ While showing the unit the Leasing Associate should wear gloves and face covering
when opening and closing unit doors. The Leasing Associate should remain by the unit
entryway or in the larger open areas of the unit to be available to answer questions but
should not accompany the prospect into secondary rooms. All parties should practice
social distancing within the apartment. Gloves should be discarded after each showing.
✓ After each tour, apartments should be wiped down using a disinfectant, paying
attention to doorknobs, cabinet doors, refrigerator handle, etc.
✓ Some cabinet doors should remain open (1 top and 1 bottom for example, and is space
allows, open your widest drawer in the kitchen.
✓ Closet doors, where possible, should remain open. The goal is the fewer things a
prospect needs to touch in order to view the apartment the more comfortable they will
feel.
o Consider using signage like tent cards listing features and benefit and place on
bath vanities, closet shelves, windowsills, countertops, inside refrigerators,
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cabinets, etc. As example: “For your convenience, we have opened
doors/drawers for your viewing to limit the amount of surface contact”
✓ Once tour has ended, prospect can be given an application or receive one via email. No
handshaking or physical contact at any time during or after tour. Remember to apply a
human touch without physical touch. Lots of smiles and positive affirmation with words
are terrific to use during this time.
✓ If prospect entered office the leasing agent should wipe down desk and other areas that
may have been touched before next appointment.

Suggested practices for Maintenance:
✓ Maintenance Associates should not share the same golf carts or ride together. If a cart
is not available, then either should use personal vehicle or walk.
✓ Residents submitting requests for service should be asked the Risk Qualifying Questions.
✓ Safe practices of social distancing, cleaning surfaces, and PPE should be required when
completing service requests. (Face covering and gloves should be worn)
✓ Work orders should be prioritized by emergency status and then by length of on hold
status (before addressing newer requests)
✓ Coordinate with residents to schedule work orders when no one is home or less people
will be in the apartment.
✓ Verify that no one is sick or in quarantine in the apartment when scheduling work
orders.
✓ While in communication with residents, if you are instructed that they do not want the
service request completed, please postpone or delay work order until notice is given by
resident. Please ask the resident when they would like for a staff member to follow-up
and not on workorder.
✓ It is recommended you ask the resident to stay in their bedroom while you complete the
work order. You can notify them when you are finished.
✓ When work order is completed, dispose, or sanitize PPE such as gloves and face
covering. Wash hands thoroughly and use hand sanitizer.
✓ For simple requests if a resident is willing to complete their own request, drop off parts
and door and include instructions.
✓ When turning apartments, continue social distancing practices and do not have multiple
associates in the same apartment. Avoid turning an apartment while a turn vendor is
still working in it.
✓ Interaction with suppliers and vendors should comply with social distancing.
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TIPS FOR RE-OPENING FITNESS CENTERS AND POOLS
As managers of apartment communities begin to confront the challenge of reopening amenities
to their residents there are multiple issues they need to consider. We thought it would
be helpful to provide information on two of those: fitness centers and pools. These are only some
suggestions for you to think about and have in place. We will need to wait for the Governor to put
out his guidelines for a confirmed set of plans.
FITNESS CENTERS:
✓ Social Distancing must be followed with the proper PPE. Have hand sanitizing station at
entrance to FC. Cleaning supplies should be readily available for use.
✓ We recommend that you segment the fitness center into at least 36sqft blocks considering
the guidelines of maintaining 6ft between people. However, many people that allows for
would be my maximum number allowed at a time. If you wanted to be more cautious you
could do 64sqft squares. I would not allow people to use cardio machines next to each
other. For most FCs that probably means keeping the center treadmill, at least (1) elliptical
and (1) bike off limits.
✓ Consider setting hours of operation to whatever office hours are and have a sign-up sheet
and would only allow maybe 30-45 minutes per person. If you don’t set a limit there might
be people who would spend an hour or more in the FC.
✓ We recommend not allowing residents to use the soft goods (Stability balls, battle ropes).
Typically, users do not clean those items very well (if at all), and we just see those items as
pieces that could easily be missed when cleaning.
✓ If possible, you should keep some standard cleaning bottles of diluted Simple Green (1 part
SG & 3 parts water) out. This can be used on everything except for the decks of the
treadmill, touchscreen consoles and the guide rods of strength pieces. We suggest this
because it would increase the longevity of the Antibacterial wipes.
POOLS:
✓ Post occupancy guidelines at point of entry to pool area.
✓ Occupancy will be set by the deck space. Space out lounge chairs at least 6 feet apart and
remove extra lounge seats that will not fit. Put two chairs per table and remove
extras. After adjustments are made, the seating count is your occupancy limit.
✓ Seating should be clearly marked where they must remain on the pool deck.
✓ Require handwashing or use of hand sanitizer before entering pool area.
✓ Provide CDC recommendations as to medical conditions of guests: Per CDC
recommendations “If you or anyone in your household is experiencing symptoms of COVID19, you should stay home until the CDC’s published isolation criteria are met”
✓ Prohibit congregating anywhere in pool area.
✓ Allow sufficient time between activity periods to clean pool deck, pool rails and pool
furniture.
✓ Pools will only be open during regular business hours while property staff are onsite to
monitor.
✓ Property staff have the right to close pool if occupancy standards cannot be met.
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Warren County COVID-19 Testing Centers
La Luz Del Mundo
•

•
•
•

114 Maple Leaf Drive
Bowling Green, KY 42101
Get Directions
Dates05/06/2020 - 05/15/2020
Hours/Days10am-5pm - Tuesday|Wednesday|Thursday|Friday
Phone270-495-0440

Kroger – Warren Co. – South Warren High School
•

•
•

8140 Nashville Rd.
Bowling Green, KY 42101
Get Directions
Hours/Days8:30 a.m.- 5:30 p.m. - May 5 - May 8
RegisterRegister Online

Barren River District Health Department – Curbside Ministries
•

•
•

1845 Loop Drive
Bowling Green, KY 42101
Get Directions
Hours/Days10a.m. - 5p.m. - May 7
NotesOpen to Everyone. Register on site.

Barren River District Health Department – Zip Clinic at La Luz Del Mundo Church
•

•
•

9 West 12th Street
Bowling Green, KY 42101
Get Directions
Hours/Days10a.m. - 5p.m. - May 11
NotesOpen to Everyone. Register on site.

Barren River District Health Dept. – Zip Clinic at Bowling Green Learning Center
•

•
•

503 Old Morgantown Road
Bowling Green, KY 42101
Get Directions
Hours/Days10a.m. - 5p.m. - May 14
NotesOpen to Everyone. Register on site.
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2521 Plantside Dr
Louisville, KY 40299
502-261-7453
Commercial Representative Tim Hartlage

Fitness Equipment Cleaning
There has never been a more heighted focus on keeping your fitness center clean and safe. Listed is
some best practices, equipment safe products, and CDC procedures.
It is important to understand the difference between cleaning and disinfecting.
Basic cleaning is important for appearance and functionality. This is done by minimizing dust and dirt
build up. Make sure you are cleaning your floors regularly by vacuuming or mopping. Wipe equipment
off regularly with mild cleaners. Most manufacturers recommend a diluted simple green 30:1.
It is also important to disinfect your equipment without damaging the screen and electronics. There are
multiple companies that manufacture products specifically for the fitness industry. These companies
have tested and been approved by several manufacturers:
www.ercwipe.com
www.2xlcorp.com
www.contecprofessional.com
www.zogics.com
Helpful links for CDC Guidelines:
https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/cleaning-disinfection.html
https://www.cdc.gov/coronavirus/2019-ncov/community/reopen-guidance.html
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PPE (Personal Protective Equipment) Resources
During this unprecedented time, Cintas, a partner of NAA's Open Door
program, is committed to helping NAA members continue operations. Bulk
orders of face shields, hand sanitizers, face covers and various PPE products
are now available exclusively for NAA members. More info here.
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Employee Health Check Log
PROPERTY/LOCATION: __________________________________________________
SUPERVISOR COMPLETING LOG: ____________________________________________
TEAM MEMBER
NAME

DATE

TEMPERATURE

COMMENTS:
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Reopening of Kentucky:
The Governor has outlined Phase 1 & 2 of reopening Kentucky. The dates for when specific
industries/businesses can reopen are below. Click the links of each industry/business type to
see the requirements specific to that industry.
May 9, 2020:
Order
•

Places of Worship

May 11, 2020:
Order
•
•
•
•
•
•
•

Construction
Horse Racing (No Fans)
Manufacturing & Distribution
Office-Based Businesses (50%)
Pet Grooming / Boarding
Photography
Vehicle or Vessel Dealerships

May 18, 2020:
•

Government Offices / Agencies

May 20, 2020:
•
•

Funeral and Memorial Services
Retail

May 22, 2020:
•
•

Restaurants: 33% Capacity + Outdoor Seating
Groups of 10 people or fewer

May 25, 2020:
•

Barbershops/Cosmetology/Hair Salons

•

Massage Therapy

•

Nail Salons

•

Tanning Salons

•

Tattoo Parlors
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June 1, 2020:
• Auctions
•

Auto/Dirt Track Racing

•

Aquatic Centers

•

Bowling Alleys

•

Fishing Tournaments

•

Fitness Centers

•

Kentucky State Park Lodges

•

Movie Theaters

•

Salato Wildlife Education Center

June 10, 2020:
•

Places of Worship 2.0 — (up to 50% capacity) | Español

June 11, 2020:
•

Campgrounds

June 15, 2020:
• Some Childcare (center-based programs, day camps) | Español
•

Youth Sports (Low Touch) | Español

June 29, 2020
•

Bars

•

Groups of 50 people or fewer

•

Public Swimming and Bathing Facilities

•

Youth Sports (Expanded Activities) | Español
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Because Apartment
Communities are
considered Essential
Life-Sustaining
Businesses, you do not
have to comply with
the 50% rule
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