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If you have symptoms or do not feel well, DO NOT report to work. 

• Contact your healthcare provider and follow all medical directions to avoid possibly exposing others.

• If you have questions, contact your immediate supervisor and/or Human Resources.

The CDC and OSHA recommend frequent hand cleaning, proper facial coverings, regular cleaning, and 

limiting face-to-face contact with others through social distancing as the best ways to reduce the 

spread of COVID-19. 

• “Social distancing” means keeping physical space between yourself and other people outside 

of your home.  To practice social or physical distancing:

• Workspaces will be designed to eliminate the need for any worker to be within 6 feet from other people, 

including limiting face-to-face interactions by installing protective barriers and using video conference 

whenever possible.

• The City will allow telecommuting and staggered work schedules as business allows.

• Employees are not to gather in groups or congregate in common areas.

• There will be limited public access to City buildings.
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• Wash hands often with soap and water for at least 20 seconds 

or use hand sanitizer with at least 60% alcohol if soap and water are not available. 

• If an employee’s hands are visibly dirty, use soap and water over hand sanitizer. 

• Key times to clean your hands include:

o Before and after work shifts

o Before and after work breaks

o After blowing your nose, coughing, or sneezing

o After using the restroom

o Before eating or preparing food

o After putting on, touching, or removing cloth face coverings



General Guidelines for All Employees
Precautionary Measures

5 Return to Workplace Training

• Avoid touching your eyes, nose, and mouth with unwashed hands.

• Avoid using another employee’s phones, desks, offices, or other work tools and equipment, when 

possible.

• Cover your mouth and nose with a tissue when you cough or sneeze or use the inside of your elbow. 

(Throw used tissues into no-touch trash cans and immediately wash hands with soap and water for at 

least 20 seconds.) 

• OSHA requires all common areas accessible to employee or the public undergo regular cleaning and 

sanitation at least once every 24 hours or every 12 hours if work site is occupied more than 12 hours 

per day.  *   Departments must keep a ledger tracking regular cleaning and disinfection of common 

areas and frequently touched shared objects and surfaces such as door handles, workstations, 

keyboards, telephones, handrails, and doorknobs.
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Employees are required to wear a face covering to cover their nose and mouth:

1. All City employees in any indoor work setting must wear a face covering at all times. Only those 

employees in a personal workspace not shared with other employees may remove their face 

covering while in that space alone. (Personal Workspace: four walls floor to ceiling and a door)

• This is regardless of an employee’s ability to physically distance 6 feet. 

• Face coverings are also required in community settings such as hallways, restrooms, conference 

rooms, and especially in any situation where you may be near people.

2. A face covering is required in any instance a City employee is traveling in a City vehicle with another 

employee.  For work purposes, employees may be required to travel alone in a City vehicle or their 

own personal vehicle depending on the Governor’s current orders.

A cloth face covering is not intended to protect the wearer, but it may prevent the spread of virus from 

the wearer to others.
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Link: how to wash cloth face coverings

Although the risk of severe illness may be different for everyone, anyone can get and spread COVID-19.  

Everyone has a role to play in slowing the spread and protecting themselves, their family, their co-

workers and their community.

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/how-to-wash-cloth-face-coverings.html
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OSHA requires the City of Albany Departments designate at least one individual or employee per 

building responsible for assisting the City of Albany in implementing workplace policies related to 

physical distancing; mask, face shield, or face covering use; and COVID-19 sanitation procedures.  

All Department Directors serve as Distancing Officers along with the following: 

1. Fire: Shift Lieutenants, on-call Duty Officer

2. Police: Shift Sergeants (or on-duty Unit Supervisor)

3. Public Works-Operations: Division Managers and Supervisors

4. Library: Assistant Director

5. City Hall: Security Officer; Recreational Programs Supervisor, Parks and Recreation

6. Parks and Recreation: Park Maintenance Supervisor
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If you have symptoms but no known exposure:

• The employee should notify their immediate supervisor and stay home. (The employee should 

monitor his or her symptoms and call a doctor or use telemedicine if concerned about the 

symptoms.)

• Fever higher than 99.9 °F

• Signs of fever (shivering, shaking, chills, body aches or muscle pain, headaches, etc.)

• Sore throat, cough, shortness of breath, new loss of taste or smell, nausea, vomiting, or diarrhea

• An employee with symptoms may return to work after a negative COVID-19 test or if a doctor 

confirms the cause of an employee’s fever or other symptoms is not COVID-19 and releases the 

employee to return to work in writing.
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If symptoms appear while at work:

• An employee should remove themselves from their work environment, notify their supervisor 

immediately and return home:

• If the employee’s temperature is above 99.9° F 

• The employee is experiencing COVID-19 symptoms such as coughing or shortness of 

breath, sore throat, chills, repeated shaking with chills, muscle pain, headache, new loss of 

taste or smell, nausea, vomiting, or diarrhea. 

• An employee with symptoms may return to work after a negative COVID-19 test or if a 

doctor confirms the cause of an employee’s fever or other symptoms is not COVID-19 and 

releases the employee to return to work in writing.
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Quarantine After Exposure- Updated CDC Recommendations

Exposure means: 1) Close contact for a cumulative of 15 minutes over a 24 hour period with a 

person who has tested positive for COVID-19.

2) A person living in your household who has shown symptoms of COVID-19 

or who has tested positive.

NOTE:  A pre-symptomatic and asymptomatic COVID-19 persons may expose or transmit the COVID-19 virus.
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An employee who has been exposed to COVID-19, regardless of whether you have symptoms, may return to work when 
they meet the following criteria:

After a 10-day quarantine  (Recommended test 5-7 days after initial exposure or symptoms.)

Negative test Results: Employees cannot test out of quarantine; they must quarantine for the full 

10-day period.  

Positive Test Results: 1) At least (10) days have passed since symptoms first appeared; and

2) Three (3) days of 72 hours have passed without the aid of medication

to reduce fever or other symptoms during that time; and

3) Any COVID-19 symptoms (including cough and shortness of breath) have improved; 

and

4) Medical provider provides a return-to-work release.
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Notification of exposure to Employees:

All employees are expected to notify Human Resources in the event that they test positive or they become 

aware that another individual who has been present in the worksite has tested positive for COVID-19.  

Notices will be provided as follows:

1. Human Resources will work with the employee to identify each employee who was likely to have been 

close proximity of the infected individual for a cumulative total of 15 minutes or more. Individuals 

identified will be notified individually of the exposure (by telephone or email) and will be advised that 

they should seek guidance from their individual physician or from local public health officials about 

testing options. The individual who was the source of the exposure will not be identified. 

2. A general notification will be sent by Human Resources or the department to everyone working in the 

building where the exposure occurred, even if they did not appear to have close contact with the 

individual.  This notice is required by OSHA and is for the purpose of employees being aware and taking 

continued precautions to avoid exposure.
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• Continue to maintain social distancing

• Face coverings are to be worn by employees at all times while indoors or traveling through City 

facilities, including:

• Personal work space (any cubicle or open space work setting)

• Public settings

• Building hallways

• Open spaces AND

• Conference rooms where it is difficult to comply with social distancing.  (Note: wearing a 

cloth face covering, however, does not replace the need to practice social distancing.)
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• Building Logistics and staffing limitations:

• Employees are to continue to enter and exit City facilities at a separate entry than the public.

• The north City Hall entry doors (Third Avenue) are to be used by employees only.

• Employees are to complete a self health screening and sign in certifying they’ve completed the screening 

and are not displaying COVID-19-related symptoms before entering the worksite each day.

• At City Hall, employees are to continue to use the upstairs restroom facilities.  

• The downstairs restrooms will be used by the public only.
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Employees are encouraged to report any COVID-19 safety issues or concerns to their supervisors, safety committees, 

or the City Safety Officer, Chuck Perino, including an anonymous method to relay concerns. (Link below)

To access the City’s Safety Manual and links for reporting safety concerns, please go to the Human Resources intranet 

page and click on “safety.”

Link:

REPORT A SAFETY CONCERN

Safety Committee Leads:

Public Works Operations/Transit: 

Jeff Kinney

City Hall: Diane Murzynski

Parks: Pete Shelby APD: Allan Lynn

Fire: Damon Martin Citywide: Chuck Perino

http://intranet.coa.cityofalbany.net:31823/intranet/Shared%20Documents/Safety%20Form.aspx
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Current Administrative Directives and HR Policy related to COVID-19 are listed below and can be found 

on the HR Page of the Internet- https://www.cityofalbany.net/hr/covid-19.

• Administrative Directive 2020-001-004 Temporary Policy- COVID-19 leave and telecommuting 

guidelines.

• Administrative Directive 2020-002-002 Temporary Policy- COVID-19 City Facilities Access, including 

health screen requirements for the public and employees entering City facilities.

• Administrative Directive 2020-003-001 Temporary Policy- payout of leave accruals if a moratorium 

on leave usage exists for essential personnel.

• Administrative Directive 2020-004-001 Temporary Policy- OSHA COVID-19 Standards

• HR-ER-18-004 Contagious Illness Policy- guidelines for minimizing employee risk exposure during a 

contagious illness outbreak

https://www.cityofalbany.net/hr/covid-19
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If allowed, appointments with the public at City Hall:

• Employees must complete the facilities tracing information form online prior to appointment.

http://honeycrisp:81/bookit/

• Individual entering building will go through check-in process 

o Verification of tracing information and health screen.

➢ Sticker will be provided to individual passing health screen.

• Face covering is required for the public at all times.

• Employee must:

o Meet individual at check-in and escort to meeting room.

o Escort individual to the exit door.

c

http://honeycrisp:81/bookit/
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An automatic notice will be emailed to individual coming to City Hall for an appointment:
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Employee who set up appointment will be emailed a notice:
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• Practices to address COVID-19 norms to meet OSHA requirements and Governor’s Orders:

Employees are to:

• Continue to avoid certain types of on-duty and off-duty activities (e.g., mass gatherings, 

travel)

• Physically distance at all times 

• Wear face covering at all times (exception- one person in personal office space)

• Limit customer interactions

• Continue to telecommute and restrict or eliminate in-person meetings when possible

• Stagger breaks 

• Follow cleaning protocols

• Avoid handshaking in personal greetings



Questions?


