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Guidance for Department Heads and Employees Returning to Work 
  

  

Cattaraugus County values its employees and their health.  The guidance below will help ensure 

the safety of all employees and the public when returning to work during the Coronavirus Disease 

2019 (COVID-19) pandemic.   

 
 

Coronavirus Transmission 

 The virus is thought to spread mainly from person-to-person. 
o Between people who are in close contact with one another (within about 6 feet). 

o Through respiratory droplets produced when an infected person coughs, sneezes, 

or talks. 

 These droplets can land in the mouths or noses of people who are nearby 

or possibly be inhaled into the lungs. 

o COVID-19 may be spread by people who are not showing symptoms. 

 The closer and longer you are to someone who is infected, the more likely you are to 

become infected yourself.   

o A close contact is defined as being less than 6 feet away from someone for more 

than 10 minutes and puts you at higher risk of infection. 

 It may be possible that a person can get COVID-19 by touching a surface or object that 

has the virus on it and then touching their own mouth, nose, or possibly their eyes. This is 

not thought to be the main way the virus spreads. 

 The virus does not appear to stay suspended in the air for prolonged periods of time. 

 Viral particles on a surface do not typically re-aerosolize into the air. 

 Clothing is not thought to be a major route of transmission.  Clothing should be changed 

and laundered before interacting with children, family or pets when you get home after 

working in a potentially exposed environment.  (See “Cleaning/Disinfecting” below) 

 It is not yet known how weather and temperature will affect the spread of COVID-19. 

Some other viruses, like those that cause the common cold and flu, spread more during 

cold weather months.  However, it is anticipated COVID-19 will continue to spread 

throughout the summer months.   

1) Not all employees are being brought back at once 

 Consider staggering workers return to work 

 Staggered or altered shift times 

 Employees still at home working 

2) Return of borrowed Information Technology (IT) equipment 
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 There is a large amount of equipment that was distributed to workers who needed 

equipment to perform work duties while at home during the emergency. 

 Equipment returned will need to be inventoried, cleaned and sanitized, and then readied 

for use as regular county equipment. 

 A drop-off point will be established by each department head where the equipment can be 

inventoried.  

3) Return of important documents 

 Many important documents were likely taken home by employees for their use including 

but not limited to: contracts, personnel documents, case files. 

 Workers handling returned documents need to be provided with information for the safe 

handling of documents as well as any necessary personal protective equipment (PPE), i.e, 

gloves and a mask. 

 Handling of any returned documents requires workers to wash hands often and avoid 

touching their face and personal items. 

4) Notification to at-home workers to return to work 

 Date and time to return – reasonable advance notice 

 What to do with borrowed IT equipment upon return. 

 What to do with any documents needed to be returned to county facilities. 

 All employees should be familiar with their department’s reopening plan and 

department specific safety measures  

5) Social Distancing  

 Social Distancing with a minimum 6’ separation between co-workers, the public, vendors, 

anyone is mandatory, including transport to and from the job site, while working, during 

breaks, and while interacting with the public and vendors.   

 It is recommended that employees avoid any area where people gather, including 

convenience, grocery stores, and gas stations. Employees should avoid stopping for coffee 

or snacks on the way into work and during their work day when driving county vehicles. 

 Break times must be staggered. Do not share your meals, phones, or other personal items. 

Clean the break areas after use. 

 Employees should not linger or hang around the time clock. 

6) Safety while at work 

 Facial Coverings and other PPE 

o All employees are required to wear a facial covering when social distancing cannot 

be followed.  
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 This means when you cannot be at least six feet apart. All departments have 

been supplied with facial coverings for their employees.  Department heads 

should be contacting Emergency Services for PPE supplies. 

o Direct interaction with the public shall be determined by the employer, but, at a 

minimum, shall include any employee who is routinely within close contact (i.e. 

six feet or less) with members of the public, including but not limited to 

customers or clients. 

o Employees are allowed to use their own face coverings, but shall not be mandated 

to do so by their employer.   

o Further this guidance shall not prevent employees from wearing more protective 

coverings and this may vary due to the nature of their work (e.g. healthcare). 

 Employees are required to wear face coverings when in direct contact with members of 

the public, except where doing so would inhibit or otherwise impair the employee’s 

health.   

o Employers are prohibited from requesting or requiring medical or other 

documentation from an employee who declines to wear a face covering due to a 

medical or other health condition that prevents such usage. 

 Employees who are unable to wear face coverings and are susceptible to COVID-19 

based on the “Matilda’s Law” criteria (ie individuals who are 70 years of age or older, 

individuals with compromised immune systems, and individuals with underlying 

illnesses) should consult with their employer to consider reasonable accommodations, 

including but not limited to different PPE, alternate work location, or alternate work 

assignment with fewer interactions with the public.   

o Employers should work with their employees to see if they can be accommodated 

to ensure the employee can continue to deliver essential services in the safest 

manner possible.  
 

7) Vehicle  

 At a minimum, clean and disinfect commonly touched surfaces/objects in the vehicle 

before and after use. When cleaning the vehicle, cleaning supplies, hand 

sanitizer/disinfectant containing at least 70% alcohol, and disposable gloves, will be 

provided by the department. 

o Clean areas most frequently touched, with the cleaning supplies provided when 

assigned to the vehicle. This includes, at a minimum, cleaning the following: 

 Door handles — interior and exterior; 

 Key fob; 

 Turn signal indicator; 

 Windshield wiper indicator; 

 Steering wheel; 

 Dashboard; 

 Inside door buttons; 
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 Interior light and air controls; 

 Ensure that cleaning and disinfection procedures are consistently and correctly 

followed, including proper ventilation when chemicals are in use. 

o Doors and windows should remain open when cleaning the vehicle. When 

cleaning and disinfecting, individuals should wear disposable gloves 

compatible with the products being used, as well as any other personal 

protective equipment required by the product manufacturer's instructions. 

o Set the climate control settings so that air is brought in from outside air and 

air inside the car is not being re-circulated. 

o The number of vehicle occupants should be reduced to the minimum 

possible.   

o When more than one occupant is in a vehicle all occupants should wear a 

face covering. 

8) Cleanliness 

 Vehicles, equipment, and tools must be cleaned and disinfected prior to use and at the end 

of a work day in which the items were used.   

 Personal hygiene requirements include at minimum that every employee reporting to work 

must wear freshly washed clothes, and cleaned appropriate PPE such as safety vest, 

hardhat, gloves. Employees are required to clean their hands regularly, including soap & 

water, sanitizer, or disinfectant at minimum at the start and end of each work shift, after 

using the bathroom, and before and after eating. 

 Use hand sanitizers containing at least 60% alcohol after touching gas pump handles and 

keypads, etc. 

9) Cleaning/Disinfecting 

 Employees are not to bring cleaning supplies from home.  Cleaning supplies will be 

provided by the county.     

 Provide and maintain hand hygiene stations for personnel, including handwashing with 

soap, water, and paper towels, or an alcohol-based hand sanitizer containing 60% or more 

alcohol for areas where handwashing is not feasible. 

 Conduct regular cleaning and disinfection at least after every shift, daily, or more 

frequently as needed, and frequent cleaning and disinfection of shared objects (e.g. tools, 

machinery) and surfaces, as well as high transit areas, such as restrooms and common areas, 

must be completed. 

 For disinfection, diluted household bleach solutions, alcohol solutions with at least 70% 

alcohol, and most common EPA-registered household disinfectants should be effective.  

 Follow the manufacturer’s instructions for all cleaning and disinfection products (such as 

concentration, application method and contact time, etc.). 

 Wash laundry items as appropriate in accordance with the manufacturer’s instructions. If 

possible, launder items using the warmest appropriate water setting for the items and dry 
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items completely. Dirty laundry that has been in contact with an ill person can be washed 

with other people’s items.  

NOTE: A minimum 60% alcohol is recommended for hand sanitizing,  

greater than 70% alcohol is recommended for disinfecting surfaces. 

10)  Health  

 Pre-shift temperature screening pursuant to Directive 11-2020:  

1. All employees shall self-monitor and check his or her temperature every 12 hours 

whether at work or at home.   

2. All employees shall also undergo a pre-shift temperature screening when reporting to 

work at the beginning of each shift.   

3. All employees shall report at the beginning of each shift to a central designated point 

of entry which shall be determined by the County Administrator. 

4. For employees that do not report to a physical building every day and instead travel 

from home to places in the community, each shall perform a pre-shift temperature 

screening before each shift.  Leaving the home and reporting to your work site is the 

equivalent of your attestation that you are without a fever. 

5. Symptom screening:  

 If you have any of the following symptoms, staff shall not enter the workplace 

and shall contact his or her supervisor and refer the employee to contact the 

EOC nurse:  

1. Fever > 100.00 F  

a. Subjective fever/chills 

2. Cough 

3. Difficulty breathing  

4. Body aches  

5. Headache 

6. Sore throat  

7. Runny nose  

8. Nausea, vomiting, or diarrhea   

11) Offices                                                                                                                                                              

 Building Maintenance will be cleaning/disinfecting public areas daily.  Employees are 

responsible for cleaning and disinfecting all frequently touched surfaces in the workplace 

such as workstations, keyboards, telephones, file drawers, etc. 

 Employees should not use other employee phones, desks, offices, or other tools and 

equipment, when possible.  If necessary, clean and disinfect them before and after use. 

 In conference rooms and meeting spaces, social distancing should be maintained and the 

room should be cleaned after each use.  Alternate space or remote meetings may need to 

be utilized.    



CATTARAUGUS COUNTY OFFICE OF EMERGENCY SERVICES 

EMERGENCY OPERATIONS CENTER 

                   
 
 

 

Below are helpful links including the proper cleaning, disinfecting and updates regarding 

COVID-19: 

 

 
CDC COVID-19 Frequently Asked Questions 

https://www.cdc.gov/coronavirus/2019-ncov/faq.html#Coronavirus-Disease-2019-Basics 

 

How COVID-19 Spreads 

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/how-covid-spreads.html 

 

Cleaning and Disinfection in the Workplace 

https://www.cdc.gov/coronavirus/2019-ncov/community/general-business-faq.html#Cleaning-and-

Disinfection-in-the-Workplace 

  

Cleaning and Disinfecting Your Facility 

https://www.cdc.gov/coronavirus/2019-ncov/community/disinfecting-building-facility.html 

  

Disinfecting a Non-Emergency Transport Vehicles 

https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/disinfecting-transport-

vehicles.html 

  

EPA Disinfectants for Use Against SARS-CoV-2 (COVID-19) 

https://www.epa.gov/pesticide-registration/list-n-disinfectants-use-against-sars-cov-2 

 

Businesses and Workplaces Preparing and Responding 

https://www.cdc.gov/coronavirus/2019-ncov/community/organizations/businesses-employers.html 

  

Reducing the Spread of COVID in Workplaces 

https://www.cdc.gov/coronavirus/2019-ncov/community/general-business-faq.html#Reducing-the-

Spread-of-COVID-19-in-Workplaces 

  

New York City Cleaning Disinfecting Guidance for Businesses 

https://www1.nyc.gov/assets/doh/downloads/pdf/imm/disinfection-guidance-for-businesses-covid19.pdf 

  

New York State Department of Health Corona virus info: 

https://coronavirus.health.ny.gov/home 

  

New York State 

https://www.ny.gov/ 

  

New York Forward 

https://forward.ny.gov/ 
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