[bookmark: _GoBack]COVID-19 Guidelines for The City of Whiting (as of 3/31/2020)
Our most important priority is the safety of our employees.  In order to manage through these challenging times, the following information has been provided to you to help keep you, our workplace, and our families safe.  Keep in mind that the information below will be continuously evaluated and subject to change as new information becomes available.
Section 1:  COVID-19 Preventative Actions: 
1.1 We must continue to emphasize the importance of the preventative steps that should be taken to avoid the spread of COVID-19:
a. Wash hands with soap and water for 20 seconds, multiple times per day, or use hand sanitizer if hand washing is not an option.  
b. Avoid touching your face, nose, and eyes.
c. Practice social distancing of 6 feet from each other, when possible.

1.2 Preventative Cleaning:
a. Shared surfaces such as countertops, tables, doorknobs, electronic devices, faucets, toilet handles, pens, packages, etc. should be cleaned as frequently as possible.  
b. Personal work areas (desks, phones, etc.) should also be cleaned frequently.
c. Use latex gloves to clean when practical.

Section 2:  Employee Scenarios - Symptoms, Exposure, or Potential Exposure:
[bookmark: _Hlk36296717]2.1 If an employee has COVID-19 symptoms outside of work: 
a. [bookmark: _Hlk34991381][bookmark: _Hlk36223918]If an employee has symptoms of COVID-19 outside of work which includes fever (100.4°F or above), persistent cough, shortness of breath or any other acute respiratory symptoms, the employee should stay home and contact their personal healthcare provider. 
i. [bookmark: _Hlk36222523]Notify your Department Head immediately.
ii. Department Head shall notify Mayor.

2.2 [bookmark: _Hlk35001881]If an employee exhibits or observes another individual exhibiting COVID-19 symptoms at work:
a. If an employee exhibits or observes another employee exhibiting symptoms of COVID-19 at work which includes fever (100.4°F or above), persistent cough, shortness of breath or any other acute respiratory symptoms:
i. [bookmark: _Hlk36293202]Notify Department Head immediately.
ii. Department Head shall notify Mayor.
iii. [bookmark: _Hlk35261996]Unless there is apparent respiratory distress requiring an ambulance, the employee will be sent home to limit the potential spread, and they should contact their personal healthcare provider.
iv. Ensure that the area(s) where the employee who exhibited COVID-19 symptoms has been are cleaned/disinfected after the employee has left the site.
v. Remaining employees can continue to work.  However, you should begin self-monitoring for symptoms of COVID-19, which includes fever (100.4°F or above), persistent cough, shortness of breath, or any other acute respiratory symptoms.  If you develop symptoms, you will need to stay home and contact your personal healthcare provider also.

2.3 If an employee is in close contact (distance of closer than 3 feet regularly at home) with an individual who has symptoms of COVID-19:
a. [bookmark: _Hlk35271673]The employee should self-monitor for symptoms of COVID-19, which includes fever 
(100.4°F or above), persistent cough, shortness of breath, or any other acute respiratory symptoms.
b. The employee is not required to stay home unless he/she develops symptoms of 
COVID-19.
c. Notify Department Head immediately.
d. Department Head shall notify Mayor.

2.4 If an employee has tested positive with the COVID-19 virus:
a. Notify Department Head ASAP.
b. Department Head shall notify Mayor.
c. The local health department will:
i. Interview the positively tested employee to determine where they have been, who they have interacted with, etc. 
ii. Contact the City and/or employees if deemed appropriate.
iii. Provide guidance regarding quarantine, cleaning requirements, etc.

2.5 [bookmark: _Hlk35271602]If an employee is in close contact (closer than 3 feet regularly throughout the workday or at home) with an individual who has tested positive with COVID-19: 
a. The employee must not report to work.
b. Notify Department Head immediately.
c. Department Head shall notify Mayor.
d. The employee will undergo a 14-day quarantine period from the time the person who tested positive became ill.  The employee should also contact their personal healthcare provider.
e. If the employee is taking care of an immediate family member who has tested positive with the COVID-19, he/she may be eligible for FMLA. 

2.6 If an employee is in close contact (contact of closer than 3 feet regularly throughout the workday or at home) with an individual who was in close contact with another individual who has tested positive with COVID-19:
a. The employee should self-monitor for symptoms of COVID-19, which includes fever 
(100.4°F or above), persistent cough, shortness of breath, or any other acute respiratory symptoms. 
b. The employee is not required to quarantine and can report to work unless they develop symptoms of COVID-19. 
[bookmark: _Hlk35422547]
Section 3:  Return to Work
3.1 If an employee is attempting to return to work after missing work due to symptoms or diagnosis of COVID-19: 
a. Prior to returning to work, the employee should contact his/her Department Head, after receiving guidance from their personal healthcare provider.

3.2 If an employee is attempting to return to work after quarantine (travel related, close contact with positively tested individual, or other governmental quarantine mandates, etc.) but has not had symptoms or received a diagnosis of COVID-19:
a. [bookmark: _Hlk35444563]The employee can return with no requirements.

3.3 If an employee is (1) attempting to return to work after close contact with an individual who has 
COVID-19 symptoms and the employee does not have any symptoms or received a diagnosis of COVID-19 or (2) close contact with an individual who was in close contact with another individual who had tested positive with COVID-19 and the employee does not have any symptoms or received a diagnosis of COVID-19:
a.     The employee can return with no requirements.

Section 4:  Visitors
4.1 When City Hall is closed to the public, entry of non-employees should be as limited as possible and entry of personal guests is prohibited.
4.2 All other public buildings should limit entry of non-employees other than for essential business and prohibit entry of personal guests.
Section 5:  Travel
5.1 For personal travel:
a. If an employee chooses to travel (regardless of destination) by means of mass transit (cruise ship, train, bus, etc.), the employee will have to inform his/her Department Head and will not be permitted to return to work for 14 days from the time they return.
b. Executive Order 2020-01 applies to travel restrictions for Public Safety personnel and those Department Heads needed for critical response events.
c. Use of Uber & Lyft are strongly discouraged.
5.2 Business travel outside of Lake County is not authorized at this time.
[bookmark: _Hlk36379497]Section 6:  Compensation
Compensation shall be in accordance with applicable salary ordinances and Benefits Manual provisions.
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