SAFE WORK
GUIDELINES
COVID-19 Prevention & Control Plan(s) and
Employee Responsibilities
Issued May 29, 2020
Updated as of November 19, 2020

NOTE TO ALL EMPLOYEES
The information contained in this guide represents the
Town’s current practices regarding the recommended
operation of municipal facilities, where and when
premitted by law, during this time of the unprecedented
COVID-19 pandemic. The health and safety of our
employees is our number one priority. This information
may be updated from time to time as additional
guidance becomes available from state or federal
agencies.
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A Message from Town Manager C. Elizabeth Gibson
November 19, 2020
Dear Town Employees:
It is the policy of the Town of Nantucket to promote a professional, safe and productive work
environment. Please use this general guide as a complement to the safety guidelines provided
by your department head. This guide was developed using information from the Centers for
Disease Control and Massachusetts Reopening Safety Standards.
The guide issued on November 19, 2020 highlights the following changes in established safety
protocols:
Town of Nantucket Employee Travel Policy
FFCRA Leave Expiration December 31, 2020
Face Covering Executive Order No. 55.
We want our employees to feel safe at work and plan to continually review information from
state and federal agencies as to safety protocols and guidelines and will update our procedures
and policies as needed. We know the “COVID19 Event” is stressful and uncertain for everyone
and want to do our best to resume operations in a “new normal” way that is clear and
understandable. If you have any questions or concerns, please contact your department head
or the Human Resources Department.
Thank you.
from the desk of…..
C. Elizabeth Gibson
Town Manager
16 Broad Street
Nantucket, MA 02554
508-228-7255
townmanager@nantucket-ma.gov

Find more resources on the Town COVID-19 page at
https://www.nantucket-ma.gov/1657/Coronavirus-Disease-20191.
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COVID-19 Control Plan:
Personal Protective Equipment, Disinfection Measures and Social
Distancing

Protection from a COVID-19 outbreak starts with employees following basic infection
prevention measures. As appropriate, all employees should implement good hygiene and
infection control practices, including:
•

Frequent and thorough hand washing. If soap and running water are not immediately
available, please use alcohol-based hand rubs containing at least 60% alcohol.

•

Employees should stay home if sick or exhibiting any of the symptoms in the Daily Self
Health Screen and promptly notify their supervisor.

•

Use respiratory etiquette, including covering coughs and sneezes.

•

Communicate with your supervisor to determine whether you can establish a flexible
worksite (e.g., telecommuting) and flexible work hours (e.g., staggered shifts), to
increase the physical distance among and between employees and others pursuant to
state and local health authority recommended social distancing measures.

•

Employees are discouraged from using other employee’s phones, desks, offices, or
other work tools and equipment, unless proper sanitary measures have been taken.

•

Maintain regular housekeeping practices throughout the day, including routine
cleaning and disinfecting of high touch surfaces, equipment, and other elements of the
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work environment (such as counter tops, desk tops, phones, computer keyboards,
tables, etc.). The sanitization kits supplied through Facilities are intended to be used to
maintain regular cleaning of high touch surfaces in your office spaces.
•

When possible, contact among workers, clients, and customers should be reduced by
replacing face-to-face meetings with virtual communications and implementing
telework.

•

A "No Congregation" policy of more than 10 people is in effect, individuals must
implement Social Distancing by maintaining a minimum distance of 6-feet from other
individuals.

•

Gloves may be worn if using any shared surfaces such as fax machines, copiers etc.

•

To avoid external contamination, we recommend employees maintain social distancing
separation during breaks and lunch.

•

To avoid sharing germs, please clean up after yourself. DO NOT make others
responsible for moving, unpacking and packing up your personal belongings.

•

All vehicles and tools must be disinfected before and after each use. A Supervisor will
make every effort to keep employees in the same vehicle each week.
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Tips for a safe Thanksgiving if it is necessary for you to visit
with people who do not permanently live in your household:
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Travel Policy
Massachusetts has made great progress to slow the spread of COVID-19 and
gradually re-open the economy and we all have a responsibility to help keep transmission
levels as low as possible. Individuals who choose to travel to restricted States for vacation
purposes during this unprecedented COVID-19 Pandemic do so at their own choice and risk.
State Order No. 45 states that all visitors and returning residents entering Massachusetts
must follow new travel orders which can be found at https://www.mass.gov/info-details/covid19-travel-order.
Specifically, all individuals entering Massachusetts as of August 1, 2020 who are over the
age of 18 or an unaccompanied minor must complete and submit the on-line Massachusetts
Travel Form (located at the above link) unless the individual meets one of the exemptions
below:
Exemptions to the Massachusetts COVID-19 Travel Ban:

*this list is subject to change – please check the State website regularly for updates
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•
•
•
•
•

Transitory travel necessary for an airplane, bus or train connection or the make use of
travel services such as at a highway rest stop;
Persons commuting for work or school;
Patients seeking or receiving medical treatment;
Military personnel;
Workers providing critical infrastructure services. Note: workers who travel to or from
Massachusetts for personal or leisure reasons cannot rely on this exemption.

If you DO NOT meet one of the exemptions above than you MUST complete the following:
1. The Massachusetts Travel Form;
2. Quarantine for 14 days or produce a negative COVID-19 test result that has been
administered up to 72-hours prior to your arrival in Massachusetts. If your COVID-19
test result has not been received prior to arrival, visitors and residents must quarantine
until they receive a negative test result;
3. Failure to comply may result in a $500 fine per day (State fine/penalty).
With respect to all Town and County Employees who choose to travel to a COVID-19
Restricted State and do not meet any of the State exemptions, they must complete the
following steps PRIOR to being authorized to return to work:
1. Provide proof of completion of the Massachusetts Travel Form.
2. Provide proof of a negative COVID-19 test result that has been administered up to 72hours prior to your arrival in Massachusetts;
OR
3. Quarantine for 14 days upon return to Massachusetts PRIOR to returning to work.
4. For Town and County Employees who choose to quarantine for 14 days, they must
use accrued leave (vacation, personal or sick) during the 14 days of quarantine.
5. The Town of Nantucket reserves the right to refuse the return to work of any Town of
Nantucket Employee who does not comply with the terms of the Massachusetts
COVID-19 Travel Ban and said employee will be either charged vacation/personal/sick
time or unpaid leave until full compliance with the terms of the Massachusetts Travel
Policy and Town of Nantucket’s Policy are met.
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6. This mandatory Town and County Travel Policy will remain in effect until further notice
or at which time the Governor rescinds and/or alters the Massachusetts COVID-19
Travel Order.
This mandatory policy is intended to comply with the State’s COVID-19 Travel Ban and to
protect the health and safety of all Town of Nantucket Employees and to keep the
transmission levels of COVID-19 in Massachusetts and the Town of Nantucket as low as
possible. If you have any questions regarding this mandatory policy, please do not
hesitate to contact the Human Resources Office directly at HR@nantucket-ma.gov.

Facility Enhancements

•

•
•

Types of precautions that have been or are in the process of being installed in the
Town’s public facilities include air purifiers, plexiglass barriers, hand sanitizing
stations, rope/chain barriers, floor decals, outdoor and indoor signage, building
entry/exit flow plans, etc. These are measures for employees and the public to use to
reduce physical contact, thereby reducing the possibility of spreading the virus.
Handwashing and face covering reminder signs are posted in appropriate areas of all
public buildings.
If you have questions regarding your facility enhancements or have additional needs,
please contact your designated building manager.
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Employee Protections
•

Town sick leave policies are noted in the Personnel Policies: https://www.nantucketma.gov/175/Policies as well as the respective Union contracts: https://www.nantucketma.gov/163/Collective-Bargaining-Agreements.

•

The requirement to provide a healthcare provider’s note for employees who are sick
with acute respiratory illness to validate their illness or to return to work, may be
waived at the discretion of the Town, as healthcare provider offices and medical
facilities may be extremely busy and not able to provide such documentation in a
timely way.

•

Under the Families First Coronavirus Response Act (FFCRA), employees are entitled
to take leave related to COVID-19 if the employee is unable to work, including unable
to telework under six (6) criteria established by the Department of Labor:
https://www.dol.gov/sites/dolgov/files/WHD/posters/FFCRA_Poster_WH1422_NonFederal.pdf. *Please be advised that as of the date of this guideline update, the
FFCRA leave is expected to expire on December 31, 2020. *

•

The Human Resources Department is available to answer employee questions about
pay, leave, safety, health, and other issues that may arise during infectious disease
outbreaks. More information can also be found on the Human Resources webpage:
https://www.nantucket-ma.gov/164/Employee-Resources .

https://www.nantucket-ma.gov/164/Employee-Resources
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COVID Prevention Plan for all Office Locations:
Training for Prompt Identification and Isolation

MA Department of Public Health
250 Washington Street
Boston, MA 02108
Phone (617) 624-6000

Town of Nantucket Health Department
3 East Chestnut Street
Nantucket, MA 02554
Phone 508-228-7200 x7009

Prompt identification and isolation of potentially infectious individuals is a critical step in
protecting employees, visitors, and others.
•

If you are feeling sick, stay home;

•

If you are pending COVID test results, stay home until the results are received;

•

If you have a household family member who is pending COVID test results, stay home
until the results are received;

•

Employees should self-monitor for signs and symptoms of COVID-19 if they suspect
possible exposure. The daily self-screening tool is highly recommended prior to
reporting to work. The results of each survey are sent to HR. If you answer ‘yes’ to any
of the questions in the survey, the report is then submitted to your supervisor for
review. The survey report will also provide you guidance regarding our recommended
next step actions based upon your responses;

•

If an employee becomes sick during the day, they should be sent home immediately.
Surfaces in their workspace should be cleaned and disinfected promptly by cleaning
personnel as designated by Facilities. Information on persons who had contact with
the ill employee during the time the employee had symptoms and 2 days prior to
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symptoms should be compiled by the Health Department. Others at the facility with
close contact within the employee during this time would be considered exposed and
should contact the Health Department.

Daily Self Health Screening
Employees exhibiting symptoms or unable to self-screen may be directed by their supervisor
to leave the work site and seek medical attention and applicable testing by their health care
provider.

https://townofnantucket.typeform.com/to/Y2oGM3

o
Face Covering Executive Order No. 55
(November 6, 2020)
Executive Order No. 55: The new face covering order
went into effect on November 6, 2020 and expressly
rescinds the Governor’s previous order No. 31. The
Executive Order No. 55 requires that all persons over
the age of 5 must wear a face covering, indoor and
outdoor, at all times (including while carpooling). Under
the prior face covering Order, masks or face coverings
were not required where individuals were able to
maintain at least 6 feet of social distance separation.
That exemption has been removed. In addition, the
Nantucket Board of Health has issued Emergency Order
#13. The fine remains at up to $300 for a violation of the
face covering order. The MA Department of Public
Health has advised that the face covering order applies
to a municipality, even municipal offices and town
buildings if not open to the public, because town halls
are considered public spaces.
• Order No. 55 permits facilities or businesses to deny
access to any customer who refuses to wear a mask or
face covering for non-medical reasons. The face
covering order does not apply to:
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o Persons with medical conditions (except that schools and employers can now
ask their employees or students, respectively, for documentation as to a
medical exemption from the face covering order).
o Where covering would impede communication for persons with hearing
impairment or other disability.
o When person is alone and/or with other household members, in a motor vehicle
or home.
o Where sector-specific rules provide otherwise (e.g., restaurants, dental care,
swimming).
• Face Covering Protocols: The Town will provide all employees
with at least two reusable/washable masks that meet the CDC and
state recommendations. Any employee who prefers to obtain or use
their own mask or face covering may do so. In accordance with
Massachusetts Department of Public Health (DPH) and Center for
Disease Control (CDC) guidelines, face coverings must:
o Cover the nose and mouth;
o Fit securely and comfortably against the side of the face;
o Be secured with ties or ear loops;
o Allow for breathing without restriction;
o Be able to be laundered without damage or change of shape;
o Be made of at least two layers of material;
o Face coverings may not have an exhalation valve or vent
•

Employees are responsible for the proper usage and maintenance/cleaning of the
mask or face covering they choose to use.

•

Masks and face coverings must be appropriate for work and must not have any
messaging, including but not limited to any words and/or symbols. The Town retains
the right to require an employee to use a Town-issued face mask if the employee’s
personal one is deemed not appropriate for work or does not meet DPH and CDC
guidelines.

•

Any employee who is unable to wear a mask or face covering due to a medical or
disabling condition, or who is otherwise exempted under DPH guidance, may request
a medical exemption from the Human Resources Department by contacting the
Human Resources Department and submitting substantiating medical information from
a medical provider.

•

Required Usage: Employees must use their mask/face covering in the following
way(s):
o A mask/face covering must be worn during the workday, at all times, unless the
employee is in their own personal workspace. Examples of a personal
workspace could include a police cruiser or Town vehicle, in cases where the
employee is not sharing that vehicle with another person, or in an employee’s
personal office or cubicle.
o Regardless of the above, employees must wear a mask/face covering in their
personal workspaces if they are interacting with any other individual, in person,
in that space, regardless of distance. Employees also must wear a mask/face
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o
o
o
o
o
o

covering in their personal workspace if the workspace is not six feet from other
persons.
Employees must wear a mask/face covering, at all times, when interacting with
members of the public.
A mask/face covering must be worn while working outside at all times.
A mask/face covering must be worn at all times, in all common areas at work,
including but not limited to hallways, bathrooms, and stairways.
A mask/face covering must be worn in all conference spaces.
The use of a mask does not replace the expectation that employees should
maintain proper physical distancing and good hand washing practices.
In accordance with Governor Baker's Order, the Town strongly discourages
employees from wearing medical-grade masks to comply with this Protocol, as
medical-grade masks should be reserved for healthcare workers and first
responders during this time.
For assistance regarding the interpretation of this protocol, please contact
the Human Resources Department at 508-228-7200 or by email at
HR@nantucket-ma.gov.

Frequently Asked Questions
Q: I am worried about being exposed to the virus in the workplace. What are my rights as an
employee? Employees are entitled to a safe work environment. The Town follows OSHA safety
standards as well as CDC and State Department of Public Health mandatory return to work safety
guidelines.
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Q: What is a ‘Safe Workplace’? A safe workplace is free from known health and safety hazards,
according to the Occupational Health & Safety Administration. COVID-19 is a known occupational
health and safety hazard.
Q: Do employees have to wear a mask at all times while at work? Employees are required to
wear a mask when six (6) feet of social distance cannot be achieved, in accordance with MA State
Executive Order No. 55.
Q: If an employee travels out of state, do they need to self-quarantine upon return? If you have
travelled out of state additional social distancing measures may need to be made before you can
safely report to work pursuant to the State’s current advisory. Please contact Human Resources and
your supervisor before reporting to work.
Q: What if I am sick with COVID-19 or in quarantine and cannot go to work? Employees may
request paid leave under the Families First Corona Virus Response Act for your own serious health
condition. Please contact Human Resources to determine how this leave applies to you.
Q: What if I cannot work because I have to care for someone with COVID-19? Employees may
request paid leave under the Families First Corona Virus Response Act if you are unable to report to
work because of a relative in quarantine or isolation or because of the school closure. Please contact
Human Resources to determine how this leave applies to you.
Q: If I am a supervisor, can I tell employees if a co-worker has tested positive for the
coronavirus or other communicable disease? Yes, however, the affected employee’s identify may
not be shared. The Americans with Disabilities Act (ADA) privacy rules restrict employers from sharing
personal health information of an employee. Supervisors should inform employees that possible
exposure has occurred in the workplace without disclosing any identifying information about the
individual who tested positive.
Q: Do HIPAA policies remain the same during a public health emergency? Yes. Supervisors can
ask an employee how he or she is feeling in general, and may ask if they are experiencing symptoms
of COVID-19, but should not inquire about a specific illness as that could rise to the level of a disability
related inquiry under the ADA. If an employee is suspected of being ill, they should not be at work
regardless of the specific illness. This does not apply to employees in a healthcare setting where
passive (signs) and active (direct questioning) is done in accordance with CDC guidance.
Q: Can a supervisor require an employee to go home (or stay home) if he or she is sick? Yes,
employees who show signs of respiratory illness (or any illness), e.g. fever, cough, shortness of
breath, can be asked to leave the workplace and stay at home until they are symptom free.
Q: Can the Town require a doctor’s note before allowing a sick employee to return to work?
Yes, please review the respective collective bargaining agreement. *Most* contracts allow for the
employer to request a doctor’s note after three days of continuous absence. The employer must apply
the practice consistently. If an employee cannot provide a doctor’s note because access to their
health care professional has been restricted, please contact HR.
Q: Are employees permitted to travel for business? All non-essential business-related travel has
been suspended effective March 11, 2020.
Q: Can a supervisor prohibit an employee from travelling on a planned vacation? They can
prohibit travel for work both domestically and internationally but cannot prohibit personal travel
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anywhere. The best practice is to remind employees of the risks of travelling and refer them to the
state and federal circulars on the dangers of travel and remind them that they may be subject to
quarantine upon re-entry.
Q: Are employees permitted to use vacation time beyond the six (6) month carryover or
carryover personal time? As of March 11, 2020, employees are permitted to carryover unused
vacation time for a period of twelve (12) months. This allowance will remain in effect until further
notice.
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HR Resources: Families First Coronavirus Response Act
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