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® 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 TaoawrkEl M&@&mdbgemn

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 ACOVI D19 E
and wantto do our besttoresume operations in a fAnew nor mal
understandable. If you have any questions or concerns, please contact your department head
or the Human Resources Department.

Thank you.

from the desk of é. .

C. Elizabeth Gibson

Town Manager

16 Broad Street

Nantucket, MA 02554
508-228-7255
townmanager@nantucket-ma.gov

Find moreresources on the Town COVID page at
https://www.nantucket -ma.gov/1657/CoronavirudDisease20191.



mailto:townmanager@nantucket-ma.gov
https://www.nantucket-ma.gov/1657/Coronavirus-Disease-2019

COVIID® Contr ol Pl an:

Personal Protective Equipment, Disinfection Measures and Social
Distancing

check the boxes to certify that you have:

Ensured that all persons, including employees, customers, and vendors remain at least six feet apart
to the greatest extent possible, both inside and outside workplaces

|i| Established protocols to ensure that employees can practice adequate social distancing
|v"] Posted signage for safe social distancing

Required face coverings or masks for all employees

check the boxes to certify that you have:

Provided hand washing capabilities throughout the workplace
|ﬂ Ensured frequent hand washing by employvees and provided adequate supplies to do so

Iv’] Provided regular sanitization of high touch areas, such as workstations, equipment, screens,
doorknobs, restrooms throughout work site

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:

T

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.

Empl oyees are discouraged from using other
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.

A
V3% If you must go out:

* Don’t gather in groups
“ » Stay 6 feet away from others
* Don’t shake hands or hug

And please continue
to wash your hands
frequently.



Tips for a safe Thanksgiving if it is necessary for you to visit
with people who do not permanently live in your household:

- TIPS FOR A SAFE
«. THANKSGIVING

*’ Do’s 3

\ L/

DO WEAR A MASK WHEN NOT
EATING OR DRINKING

DO KEEP YOUR DISTANCE - AT LEAST 6 FEET

DO WASH YOUR HANDS OFTEN
WITH SOAP AND WATER
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DO IMPROVE VENTILATION BY
OPENING WINDOWS AND DOORS

*’ Don’ts 3

DON’T SHARE FOOD FROM THE SAME PLATE
OR SHARE DRINKS

DON’T SHAKE HANDS OR HUG. WAVE OR
VERBALLY GREET OTHERS INSTEAD

DON’T SING, DANCE, OR SHOUT WHICH INCREASE
CHANCES OF CATCHING THE AIRBORNE VIRUS

’

DON’T GATHER WITH HIGH RISK INDIVIDUALS
SUCH AS OLDER ADULTS AND PEOPLE
WITH CERTAIN MEDICAL CONDITIONS

For more information visit Mass.gov/ Thanksgiving2020




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/covid-
19-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:

[he current list of COVID-19 lawer-risk states includes:

*  Hawai *  Mew Hampshire e  Vermont

+  Maine

. () covID-19 Lower-risk State

(District of Cofumbia, New York, Woshington State removed as fower-risk, effective 12:01AM on
November 14, 2020)
Lower-risk state list lost updated: November 13, 2020

*this list is subject to changeplease check the State websé#gularly for updates

v
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1 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.
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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 72-
hours 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 Nantucketds Policy are m¢



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 intend@ldavdl Banandtmpl y w
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

1 Types of precautions that have been or are in the process of being installed in the
Townos pub linclude air pucifiers, ipléxiglass 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.

1 Handwashing and face covering reminder signs are posted in appropriate areas of all
public buildings.

1 If you have questions regarding your facility enhancements or have additional needs,
please contact your designated building manager.
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Employee Protections

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

1 Therequirementtopr ovi de a healthcare provideros not
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.

1 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 Non-
Federal.pdf. *Please be advised that as of the date of this guideline update, the
FFCRA leave is expected to expire on December 31, 2020. *

1 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/EmployeeResources
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