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DATE:  April 1, 2020
TO:  All Full-Time and Part-Time Employees
FROM: City Administrator
[bookmark: OLE_LINK1]RE:  Coronavirus (COVID-19) Protocol and Procedures
	
The City of Windom continues to closely monitor and react to the latest developments in the coronavirus disease 2019, commonly known as the “COVID-19” outbreak.  Things are happening very fast as information about the virus is changing daily and there are actions taken daily by the State and Federal government that either directly or indirectly affect the City.  Given the vast amount of uncertainly the City of Windom has is continuing to take proactive steps to address a number of workplace concerns.

Of utmost priority is workplace safety and balancing the need to maintain the essential operations of the City.  We ask all employees to cooperate to reduce the transmission of the COVID-19 virus in the workplace and protect the public.  Based on extensive review and guidance from employment and medical sources such as the League of Minnesota Cities, Centers for Disease Control and Prevention (CDC) and Minnesota Department of Health employees are requested to do the following:

1. Do not report to or stay at work if (i) you are feeling ill; or (ii) if you have been exposed to someone with a confirmed case of COVID-19.  Based on CDC guidance you should self-quarantine at home for 14 days if you have been exposed to COVID-19.

A. It is critical that employees leave work and do not report to work if you are experiencing any of the following symptoms:  fever, cough, shortness of breath, sore throat, runny or stuffy nose, body aches, headache, chills or fatigue.  Currently, the CDC recommends that employees remain at home until at least 24 hours after they are free of a fever (100 degrees F or higher) or signs of a fever without the use of fever reducing medications.  Many times, with the best of intentions, employees report to or stay at work even though they feel ill.  However, employees should not stay at or report to work if they have any of the aforementioned symptoms.

B. [bookmark: _Hlk35934639]If you feel ill at work please inform your supervisor immediately and leave as soon as possible.  Please do not return to work until you are no longer ill or COVID-19 has been ruled out.  Employees who report to work ill will be sent home in accordance with these guidelines.  The City may request appropriate documentation from an employee before such employee may return to work.

C. If you were exposed to COVID-19 or travelled to a country with widespread sustained (ongoing) transmission of COVID-19 as established by the CDC, then inform your supervisor immediately, leave work immediately if you are at work when exposed, and do not return to work until the timeline established by the CDC (currently 14 days) and your health care provider has lapsed.  Employees who report to work ill will be sent home in accordance with these guidelines.  The City may request appropriate documentation from an employee before such employee may return to work. 

D. If you believe you may be infected with the COVID-19 virus you should contact your health care provider immediately and take the necessary steps to prevent the disease from spreading to people in your home, place of employment, and community.

E. In the event that you are required to quarantine due to COVID-19 or take time away from work due to illness you will be required to use paid leave accruals (sick, comp, or vacation).

In the event that you have to be tested for the COVID-19 virus the State is currently negotiating with each of the three health insurance providers under the City’s health insurance plan (Blue Cross Blue Shield, Health Partners, and Preferred Health) to waive the diagnostic, office visit fees and copays.  The intent is for these to be waived and any charges before agreement is reached would be retroactive.

FEDERAL LEAVE LAWS ENACTED INVOLVING COVID-19

On March 18th Congress passed and the President signed into law the Emergency Family and Medical Leave Expansion and Paid Sick Leave Acts as part of broader legislation enacted to address the COVID-19 pandemic.  The legislation takes effect April 1, 2020 and is in effect until December 31, 2020.  The Department of Labor may issue further regulations before April 2nd, but to date has not. Key provisions are as follows:

1. Emergency Family and Medical Leave Expansion   

The Emergency Family and Medical Leave expansion provides eligible employees up to 12 weeks of leave due a qualifying need related to a public health emergency.  

To be eligible for this expanded FMLA coverage, employees must have been employed by the City for at least 30 calendar days. In addition, the employee must be unable to work (or telework) due to a need to care for a son or daughter under 18 years of age whose:

· School or place of care has been closed, or 
· Childcare provider is unavailable due to a public health emergency. 

The first 10 days of leave will be unpaid unless the employee voluntarily elects to substitute this unpaid time with any other sick leave, compensatory time, or vacation leave hours accrued.  The following 10 weeks of FMLA will be paid at two-thirds the employee’s regular rate of pay for the number of hours the employee would otherwise normally be scheduled to work.  In no event shall such paid leave exceed $200/day and $10,000 in aggregate.  The employee may fill in the gap with any other sick leave, compensatory time, or vacation leave hours accrued.

Employees who work a part-time or irregular schedule are entitled to be paid based on the average number of hours the employee worked for the six months prior to taking this leave.  Employees who have worked for less than six months prior to leave are entitled to the employee’s reasonable expectation at hiring of the average number of hours the employee would normally be scheduled to work.
2. Emergency Paid Sick Leave 
The Emergency Paid Sick Leave provision provides full-time employees employed with the City an additional two weeks of paid sick leave (80 hours paid at the regular rate of pay) separate from their regular accrual.  Part-time employees will be granted paid sick leave on a pro-rated basis equal to the typical number of hours that they would have been scheduled to work in a two-week period.  This paid sick time is immediately available (April 2nd) by an eligible employee regardless of how long the employee has been employed by the City.
Employees must be unable to work (or telework) for the following specified purposes related to COVID-19:
1. The employee is subject to a federal, state, or local quarantine or isolation order related to COVID-19.
1. The employee has been advised by a healthcare provider to self-quarantine due to concerns related to COVID-19.
1. The employee is experiencing symptoms of COVID-19 and seeking a medical diagnosis.
1. The employee is caring for an individual as described in item 1 and 2 above.
1. The employee is caring for their son or daughter if their school or place of care has been closed, or the childcare provider is unavailable, due to COVID-19 precautions.
1. The employee is experiencing any other substantially similar condition specified by Federal authorities.  (At the time of writing this policy, these conditions have not been identified.)
Paid sick leave for personal use, as described in items 1, 2 and 3 above, is paid at the employee’s regular rate and is capped at $511 per day and $5,110 in the aggregate.  Items 4, and 6 above are paid at $200 per day and $2,000 in the aggregate.

If you are need to be at home to care for a child if their school or place of care has been closed, or the childcare provider is unavailable due to COVID-19 precautions full-time employees may qualify for both the Emergency Paid Sick Leave and Emergency Family Medical Leave Expansion provisions.  However, the maximum leave would still be capped at 12 weeks.  


OTHER RECOMMENDATIONS BY THE CDC

· Wash your hands frequently with warm, soapy water for at least 20 seconds.
-Wherever possible and whenever available we will provide alcohol-based hand sanitizers throughout the workplace.

· Cover your mouth with tissues whenever you sneeze, and discard used tissues in the trash.
· Clean frequently touched surfaces.

· Cleaning sprays and wipes will be provided as long as they are available to clean and disinfect frequently touched objects and surfaces such as telephones, work stations, keyboards, chair arms, door handles, and anything else easily touchable.

· The same applies for shared vehicles- clean steering wheels, door handles, keys, and anything else easily touchable.

· It goes without saying- practice social distancing- avoid shaking hands and having extended discussions with anyone within six feet of you if at all possible.

· Employees are encouraged to use telephone and electronic communication instead of face-to-face meetings as much as possible.

· Avoid people who are sick or known to have traveled internationally or to an area in which COVID-19 is widespread.

· Wear the appropriate personal protective equipment as determined by your supervisor.

· All out of town travel is suspended until further notice unless deemed essential by your Department Head and the City Administrator.

We are continually monitoring and reviewing how to best handle workplace related issues throughout the COVID-19 pandemic and will adjust accordingly as needed.  Any impacts to your operational duties will be communicated to you by your supervisor.  

Nothing in this communication establishes any precedent or practice and may be modified or changed based on the fluidity of the situation.  

Due to the fluid nature of the situation, we ask for your patience and to remain calm.  This too shall pass and we will get through this together.



Thank you for your attention, cooperation and service to the citizens of City of Windom.  
