RES25

RESOLUTION ADOPTING A RESPONSE PLAN FOR THE CITY OF TROY TO
IMPLEMENT IN FUTURE PUBLIC HEALTH EMERGENCIES

WHEREAS, in consultation with the duly constituted bargaining representatives of its
employees, the City of Troy has developed a Public Employer Health Emergency Plan to be
implemented in future public health emergencies; and

WHEREAS, the Plan has been developed in accordance with the amended New York State
Labor Law section 27-c and New York State Education Law paragraphs k and | of subdivision 2
of section 2801-a (as amended by section 1 of part B of chapter 56 of the laws of 2016), as
applicable; and

WHEREAS, these State laws require public employers to adopt a plan for operations in the
event of a declared public health emergency involving a communicable disease; and

WHEREAS, the Plan includes provisions to identify essential positions, to facilitate remote
work for non-essential positions, and to provide personal protective equipment, as well as
protocols for supporting contact tracing, all in order that the City may continue to deliver vital
government services in the event of a future pandemic; and

WHEREAS, this Plan has been developed exclusively for the. City of Troy in the interest of the
safety of its employees and contractors, and maintaining the continuity of its operations in public
health emergencies.

NOW, THEREFORE, BE IT RESOLVED, that the City Council of the City of Troy hereby
adopts the Public Employer Health Emergency Plan, a copy of which is attached hereto, as the
official response plan of the City of Troy to be implemented in the event of a future public health
emergency; and

BE IT FURTHER RESOLVED, that the City Council extends its gratitude to Deputy Mayor
Monica Kurzejeski for all her hard work in drafting this Plan.

oved.as to fo AS r\\ Z , 2021
Richard T. Morrissey, Corporation Counsel d,/
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MEMO IN SUPPORT

This response plan has been developed in accordance with the requirements of NYS law,
specifically amended New York State Labor Law section 27-¢ and New York State Education
Law paragraphs k and 1 of subdivision 2 of section 2801-a (as amended by section 1 of part B of
chapter 56 of the laws of 2016), as applicable. These laws were amended by the passing of
legislation S8617B/A 10832 signed by the Governor of New York State on September 7, 2020.
By these laws, public employers are now required to adopt a plan for operations in the event of a
declared public health emergency involving a communicable disease. The City’s plan includes,
among other things, the identification of essential positions, facilitation of remote work for non-
essential positions, provision of personal protective equipment, and protocols for supporting
contact tracing.

This plan was developed exclusively for and is applicable to the City of Troy. This plan is
pertinent to a declared public health emergency in the State of New York which may impact our
operations; and it is in the interest of the safety of our employees and contractors, and the
continuity of our operations that we have promulgated this plan.
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Promulgation

This plan has been developed in accordance with the amended New York State Labor Law section 27-cand New
York State Education Law paragraphs k and | of subdivision 2 of section 2801-a {as amended by section 1 of part
B of chapter 56 of the laws of 2016}, as applicable.

This plan has been developed with the input of City of Troy labor unions including PBA, UFA, UFCA, UPSEU, and
COATS, as required by the amended New York State Labor Law.

No content of this plan is intended to impede, infringe, diminish, or irnpair the rights of us or our valued
employees under any law, rule, regulation, or collectively negotiated agreement, or the rights and benefits
which accrue to employees through collective bargaining agreements, or otherwise diminish the integrity of the
existing collective bargaining relationship.

This plan has been approved in accordance with requirements applicable to the agency, jurisdiction, authority,
or district, as represented by the signature of the authorized individual below.

As the authorized official of The City of Troy, New York, | hereby attest that this plan has been developed,
approved, and placed in full effect in accordance with $86178/A10832 which amends New York State Labor Law
section 27-c and New York State Education Law paragraphs k and | of subdivision 2 of section 2801-a {as
amended by section 1 of part B of chapter 56 of the laws of 2016}, as applicable, to address public health
emergency planning requirements,

Signed on this day:
By: Wm. Patrick Madden Signature:

Title: Mayor
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Purpose, Scope, Situation

FUurpose

This plan has been developed in accordance with the amended New York State Labor Law section 27-c and New
York State Education Law paragraphs k and | of subdivision 2 of section 2801-a {as amended by section 1 of part
B of chapter 56 of the laws of 2016}, as applicable. These laws were amended by the passing of legislation
$8617B/A10832 signed by the Governor of New York State on September 7, 2020, requires public employers to
adopt a plan for operations in the event of a declared public health emergency involving a communicable
disease. The pian includes the identification of essential positions, facilitation of remote work for non-essential
positions, provision of personal protective equipment, and protocols for supporting contact tracing.

Scope

This plan was developed exclusively for and is applicable to the City of Troy, New York. This plan is pertinent to a
declared public health emergency in the State of New York which may impact our operations; and it is in the
interest of the safety of our employees and contractors, and the continuity of our operations that we have
promulgated this plan.

Situation Overview

On March 11, 2020 the World Health Organization declared a pandemic for the novel coronavirus which causes
the COVID-19 severe acute respiratory syndrome. This plan has been developed in accordance with amended
laws to support continued resilience for a continuation of the spread of this disease or for other infectious
diseases which may emerge and cause a declaration of a public health emergency.

The health and safety of our employees and contractors is crucial to maintaining our mission essential
operations. We encourage all employees and contractors to use COC Guidance for Keeping Workplaces, Schools,
Homes, and Commercial Establishments Safe. The fundamentals of reducing the spread of infection include:

= Using hand sanitizer and washing hands with soap and water frequently, including:
o After using the restroom
o After returning from a public outing
o After touching/disposing of garbage
o  After using public computers, touching public tables, and countertops, etc.
s Practice social distancing when possible
e If youare feeling ill or have a fever, notify your supervisor immediately and go home
» If you start to experience coughing or sneezing, step away from people and food, cough or sneeze into
the crook of your arm or a tissue, the latter of which should be disposed of immediately
e Clean and disinfect workstations at the beginning, middle, and end of each shift
@  Other guidance which may be published by the CDC, the State Department of Health, or County health
officials.

Planning A i
This plan was developed based on information, best practices, and guidance available as of the date of
publication. The plan was developed to largely reflect the circumstances of the current Coronavirus pandemic

but may also be applicable to other infectious disease outbreaks.

The following assumptions have been made in the development of this plan:
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e The health and safety of cur employees and contractors, and their families, is of utmost importance

e The circumstances of a public health emergency may directly impact our own operations.

e Impacts of a public health emergency will take time for us to respond to, with appropriate safety
measures put into place and adjustments made to operations to maximize safety

@ The public and our constituency expects us to maintain a level of mission essential operations

* Resource support from other jurisdictions may be limited based upon the level of impact the public
health emergency has upon them

@ Supply chains, particularly those for personal protective equipment {PPE} and cleaning supplies, may be
heavily impacted, resulting in considerable delays in procurement

» The operations of other entities, including the private sector {vendors, contractors, etc.}, non-profit
organizations, and other governmental agencies and services may also be impacted due to the public
health emergency, causing delays or other disruptions in their services

e Emergency measures and operational changes may need to be adjusted based upon the specific
circumstances and impacts of the public health emergency, as well as guidance and direction from
public heaith officials and the governor

¢ PerS8617B/A10832, ‘essential employee’ is defined as a public employee or contractor that is required
to be physically present at a work site to perform their job

s PerS8617B/A10832, 'non-essential employee’ is defined as a public employee or contractor that is not
required to be physically present at a work site to perform their job

Concept of Operations

The Mavyor of City of Troy, New York, their designee, or their successor holds the authority to execute and direct
the implementation of this plan. Implementation, monitoring of operations and adjustments to plan
implementation may be supported by additional personnel, at the discretion of the Mavor.

Upon the determination of implementing this plan, all employees and contractors of The City of Troy, New York
shall be notified by phone call, text, email or written notification, with details provided as possible and
necessary, with additional information and updates provided on a regular basis. Residents, businesses and
property owners will be notified of pertinent operational changes by way of press releases, newsletters, social
media notices, email, written communication or verbal communication. Other interested parties, such as
vendors, will be notified by phone and/or email as necessary. Deputy Director of Public Information will
maintain communications with the public and constituents as needed throughout the implementation of this
plan.

The Mayor of the City of Troy, NY, their designee, or their successor will maintain awareness of information,
direction, and guidance from public health officials and the Governor's office, directing the implementation of
changes as necessary.

Upon resolution of the public health emergency, the Mayor of the City of Troy, NY, their designee, or their
successor will direct the resumption of normal operations or operations with modifications as necessary.

Mission Essential Functions
When confronting events that disrupt normal operations, the City of Troy, NY is committed to ensuring that
essential functions will be continued even under the most challenging circumstances.
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Essential functions are those functions that enable an organization to:

Maintain the safety of employees, contractors, and our constituency
Provide vital services

Provide services required by law

Sustain guality operations

5. Uphold the core values of the City of Troy, NY

BoW o e

The City of Troy, NY has identified as critical only those priority functions that are required or are necessary io
provide vital services. During activation of this plan, all other activities may be suspended to enable the
organization to concentrate on providing the critical functions and building the internal capabilities necessary to
increase and eventually restore operations. Appropriate communications with employees, contractors, our
constituents, and other stakeholders will be an ongoing priority,

Essential functions are prioritized according to:

# The time criticality of each essential function
e interdependency of 3 one funciion to others
® The recovery sequence of essential functions and their vital processes

Priority 1 identifies the most essential of functions, with priority 4 identifying functions that are essential, but
least among them,

The mission essential functions for the City of Troy, New York have been identified as:

n
information hardware and software for the city. Maintains the city's
Technology network and phone system,

Troy Police Provide Public Safety for the community 1

Department

Troy Fire Department Provides Public Safety for the community and paramedic/ambulance 1
services

Public Utilities & Maintains the operations and infrastructure of a regional water 1

Garage source. Garage provides maintenance to city fleet

Sanitation Department | Provides garbage and recycling services for the residents/businessesin | 1
the city

Streets Department Maintains city streets and tree canopy 2

Code Enforcement Maintain code compliance and help maintain safety in properties 2
located in the city

Engineering Maintain critical city infrastructure in the city limits 2

Comptroller Provides the financial support to allow departments to operate 2

Facilities Department Provides maintenance and repair to city building facilities 2

DPW Garage Provides maintenance to the city fleet i

Personnel Department | Provide services directly to the personnel — benefits/programs pd

Law Provides legal back up and review for all city services and contracts 2

Traffic Department Provide signage and signal maintenance within the city limits 2

Parks Department Maintains and repairs all city parks and recreation areas 2

. Planning Department Provides internal and public review of all projects presented in the city 4
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Housing Department Provides infrastructure improvements, HUD funding including Eco/Dev | 4
and HOMES programming, federal granting mechanism

Mavyors Office Provides overall operations command 1

ity Council Provides legisiative approval is required 3

Assessor Maintains property rolls and property assessments 4

Purchasing Provides administrative support for purchasing goods and services 2

Essential Positions

Each essential function identified above requires certain positions on-site to effectively operate. The worksheet
attached as Exhibit A identifies the positions or titles that are essential to be staffed on-site for the continued
operation of each essential function. Note that while some functions and associated personnel may be essential,
some of these can be conducted remotely and will be coordinated as such dependent on the State of Emergency
and Executive Order created.

Reducing Risk through Remote Work and Staggered Shifts

Through assigning certain staff to work remotely and by staggering work shifts, we can decrease crowding and
density at work sites and on public transportation. The City of Troy through the early stages of the pandemic and
the spike that was seen late in 2020 implemented return to work and densification plans for departments that
includes protocols around cleaning, vehicles, social distancing, reporting for work, etc.. Examples of these plans
are attached as Exhibit B.

Non-essential employees and contractors able to accomplish their functions remotely will be enabled to do so at
the greatest extent possible. Working remotely requires:

5 TONICE S (NS S o SRS N S
Remoie Work Proftocois

1. lIdentification of staff who will work remotely
2. Approval and assignment of remote work
3. Equipping staff for remote work, which may include:
a. Internet capable laptop

Necessary peripherals
Access to VPN and/or secure network drives
Access to software and databases necessary to perform their duties
A solution for telephone communications

i. Note that phone lines may need to be forwarded to off-site staff

® a0

Attached, as Exhibit C, is the policy created to outline remote work options for city of Troy essential and non-
essential employees. Depending on the nature of the State of Emergency and the subsequent Executive Orders
issued options such as split shifts; platooning departments for split shifts; creation of emergency work only
details; and alternative deployment locations to divide up work force; will be considered and reviewed to
maintain essential operations in the most efficient and economical manner.

As possible, ‘essential’ staff may be assigned to work remotely for part of their work week to reduce eXpOSures.
Further, business hours and locations of government may be altered to best accommodate public health
protective actions for employees and the public. Alterations to building access and the means by which the
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public interacts with City employees may also take place to support these protections. Protective actions may
include, but are not limited to occupancy restrictions, protective barriers, and increased conduct of business by
internet, phone, or other means. Protective actions will be taken in accordance with County and State Health
Department, and CDC guidelines and requirements.

& 5

Implementing staggered shifts may be possible for personnel performing duties which are necessary to be
performed on-site but perhaps less sensitive to being accomplished only within core business hours. As possible,
management will identify opportunities for staff to work outside core business hours as a strategy of limiting
exposure. Regardless of changes in start and end times of shifts, City of Troy, New York will ensure that
employees are provided with their typical or contracted minimum work hours per week. Staggering shifts
requires:

1. Identification of positions for which work hours will be staggered
2. Approval and assignment of changed work hours

If implemented the Mayor’s office, Commissioners and Department Supervisors will outline the plan and take
steps with the appropriate agencies and or property owners to ensure protocols are followed.

Personal Protective Equipment

The use of personal protective equipment (PPE) to reduce the spread of infectious disease is important to
supporting the health and safety of our employees and contractors. PPE which may be needed can include:

& Masks
¢ Face shields
o Gloves

Note that while cleaning supplies are not PPE, there is a related need for cleaning supplies used to sanitize
surfaces, as well as hand soap and hand sanitizer. The Coronavirus pandemic demonstrated that supply chains
were not able to keep up with increased demand for these products early in the pandemic. As such, we are
including these supplies in this section as they are pertinent to protecting the health and safety of our
employees and contractors.

Protocols for providing PPE include the following:

1. tdentification of need for PPE based upon job duties and work location
2. Procurement of PPE
a. Asspecified in the amended law, public employers must be able to provide at least two pieces
of each required type of PPE to each essential employee and contractor during any given work
shift for at least six months
b. Public employers must be able to mitigate supply chain disruptions to meet this requirement
3. Storage of, access to, and monitoring of PPE stock
a. PPE must be stored in a manner which will prevent degradation
b. Employees and contractors must have immediate access to PPE in the event of an emergency
c. The supply of PPE must be monitored to ensure integrity and to track usage rates
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Deputy Mayor, Comptroller and Commissioners will determine the amount of PPE required for the emergency
and take inventory of existing stock to determine what is needed in supplies. Work with other governments and
agencies to implement “piggy backing” initiatives to provide procurement opportunities and the ability of bulk
purchasing to reduce costs. Procurement standards will be maintained to the extent possible even during & State
of Emergency which would enable purchasing to occur immediately. PPE will be inventoried and departments
canvassed on a monthly basis. Storage of the equipment will be in multiple locations to allow ease of access.
Commissioners will have a small supply of equipment readily available and large quantities will be stored at City
Hall. A supply requisition will need to be completed to obtain PPE for departments. The requisition will be done
through the City Comptroller’s office and approved by the Commissioners, Deputy Mayor and Comptrolier. An
example of the PPE Order sheet is attached as Exhibit D.

ALY S A S TR SO PR B i SN S S,
Staff Exposures, Cleaning, and Disinfection

The City of Troy, NY has implemented a COVID Health and Safety Facility Plan in response to the COVID-19
Pandemic (Exhibit E). Included in this Exhibit, specific to Fire Service Agencies, an example is included that
outlined guidance for operations during the COVID-19 pandemic. During a health emergency in the future, these
policies can be modified and adopted to adhere to the State of Emergency and Executive Orders presented by

the Federal or NYS Governments.

EEE I
P

Statt Exposures
Staff exposures are organized under seversal categories based upon the type of exposure and presence of
symptoms. Following COC guidelines, we have established the following protocols:

A. If employees or contractors are exposed to a known case of communicable disease that is the subject of
the public health emergency (defined as a ‘close contact’ with someone who is confirmed infected,
which is a prolonged presence within six feet with that person}:

1. Potentially exposed employees or contractors who do not have symptoms should remain at home or
in a comparable setting and practice social distancing for the lesser of 10 days or other current
CDC/public health guidance for the communicable disease in guestion.

a. As possible, these employees will be permitted to work remotely during this period of time
if they are not ill.

b. Department Supervisors, Commissioners and the Deputy Mayor must be notified or any
employees and contractors who have been guarantined or exposed.

. See the section titled Documentation of Work Hours and Locations for additional
information on contact tracing

2. CDC guidelines for COVID-19 provide that critical essential employees may be permitted to continue
work following potential exposure, provided they remain symptom-free and additional precautions
are taken to protect them, other employees and contractors, and our constituency/public.

a. Additional precautions will include the requirement of the subject employee or contractor,
as well as others working in their proximity, to wear appropriate PPE at all times to limit the
potential of transmission, '

b. In-person interactions with the subject employee or contractor will be limited as much as
possible.

€. Work areas in which the subject employee or contractor are present will be disinfected
according to current CDC/public health protocol at least every hour, as practical. See the
section on Cleaning and Disinfection for additional information on that subject.

pg. 10



RESZ5

d. If at any time they exhibit symptoms, refer to item B below.

e. The Department Supervisors, Commissioners and the Deputy Mavyor will determine the
outcome of these circumstances and any protocol that might need to be followed if an
essential employee is required to work

B. If an employee or contractor exhibits symptoms of the communicable disease that is the subject of the
public health emergency:

1. Employees and contractors who exhibit symptoms in the workplace should be immediately
separated from other employees, customers, and visitors. They should immediately be sent home
with a recommendation to contact their physician.

2. Employees and contractors who exhibit symptoms outside of work should notify their supervisor
and stay home, with a recommendation to contact their physician.

3. Employees should not return to work until they have met the criteria to discontinue home isolation
per CDC/public health guidance and have consulted with a healthcare provider.

4. City of Troy, New York will not require sick employees to provide a negative test result for the
disease in question or healthcare provider’s note to validate their iiness, qualify for sick leave, or
return to work; unless there is a recommendation from the CDC/public health officials to do so.

5. CDC criteria for COVID-19 provides that persons exhibiting symptoms may return to work if at least
24 hours have passed since the last instance of fever without the use of fever-reducing medications.
If the disease in question is other than COVID-19, CDC and other public guidance shall be
referenced.

6. Department Supervisors, Commissioners and the Deputy Mayor must be informed in these
circumstances and will be responsible for ensuring these protocols are followed

C. If an employee or contractor has tested positive for the communicable disease that is the subject of the
public health emergency;

1. Apply the steps identified in item B, above, as applicable.

2. Areas occupied for prolonged periods of time by the subject employee or contractor will be closed
off.

a. CDC guidance for COVID-19 indicates that a period of 24 hours is ideally given before
cleaning, disinfecting, and reoccupation of those spaces will take place. If this time period is
not possible, a period of as long as possible will be given. CDC/public heaith guidance for the
disease in question will be followed.

b. Any common areas entered, surfaces touched, or equipment used shall be cleaned and
disinfected immediately.

c. See the section on Cleaning and Disinfection for additional information on that subject.

3. lIdentification of potential employee and contractor exposures will be conducted

a. If an employee or contractor is confirmed to have the disease in question, Department
Supervisors, Commissioners and/or the Deputy Mavor will work with the County
Department of Health to determine any contacts of their possible exposure. Confidentiality
shall be maintained as required by law.

b. Apply the steps identified in item A, above, as applicable, for all potentially exposed
personnel.

4. Department Supervisors, Commissioners and the Deputy Mayor must be notified in these
circumstances and is responsible for ensuring these protocols are followed.
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We recognize there may be nuances or complexities associated with potential exposures, close contacts,
symptomatic persons, and those testing positive. We will follow CDC/public health recommendations and
requirements and coordinate with our local public health office for additional guidance and support as needed.

¢ et DYicinbomrtimeg
[ G J?._;éi;sﬁ,iﬂéz;gﬁ

CDC/public health guidelines will be followed for cleaning and disinfection of surfaces/areas. Present guidance
for routine cleaning during a public health emergency includes:

1. Aspossible, employees and contractors will clean their own workspaces in the beginning, middle, and

end of their shifts, at a minimum.
a. High traffic/high touch areas and areas which are accessible to the public/constituents will be

disinfected at least hourly.
b.  City Facility’s Department and/or the Department staff is responsible for cleaning common
areas, and the frequency of such is determined by city wide policy relative to cleaning facilities.
2. Staff tasked with cleaning and disinfecting areas will be issued and required to wear PPE appropriate to

the task.
3. Soiled surfaces will be cleaned with soap and water before being disinfected.
4. Surfaces will be disinfected with products that meet EPA criteria for use against the virus in question and

which are appropriate for that surface.
5. Staff will follow instructions of cleaning products to ensure safe and effective use of the products.
6. Cleaning logs will be maintained for identified areas and available for inspection. (Exhibit )

Employee and Contractor Leave

Public health emergencies are extenuating and unanticipated circumstances in which the City of Troy, New York
is committed to reducing the burden on our employees and contractors. The Families First Coronavirus Response
Act provided requirements related to the COVID-19 pandemic, which form the policies outlined below. This
policy may be altered based upon changes in law or regulation, as applicable.

Employees should not come to work if they are sick.

if an employee is showing symptoms of COVID-19 (see list of updated symptoms at
https://www.cdc.gov/coronavirus/2019-ncov/about/symptoms.hitml) they should seek diagnostic testing and
remain away from work until obtaining a negative test result and no longer experiencing symptoms. Such
employee may be entitled to up to 14 calendar days of COVID-19 pay.

If an employee is contact traced by the Department of Health, or under a precautionary or mandatory
guarantine order, he/she should follow the guidance provided by the Department of Health and communicate
this information to their department head. Such employee may be entitled to up to 14 calendar days of COVID-

19 pay.

If an employee is asymptornatic and is not subject to a precautionary or mandatory quarantine, but elects to get
a COVID test anyway, such employee must remain away from work until obtaining a negative test result. Under
these circumstances, the employee will be required to use their accruals. If the test result is positive for COVID-
18, the employee may be entitled to up to 14 calendar days of COVID-19 pay to reimburse their accruals used.
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In response to the COVID-19 pandemic, the following policy was adopted through legislation allowing a full-time
City employee who needs to utilize their full accruals for matters related to the Coronavirus to g0 into a deficit
with the ability to use future accrual earnings to “payback” the deficit. By doing this it will ensure that
employees will continue to earn their full earnings during the ongoing pandemic.

Additional provisions may be enacted based upon need and the guidance and requirements in place by federal
and state employment laws, FMLA, executive orders, and other potential sources.

The duration of the COVID-19 pandemic required some adjustments to personnel leaves and vacation planning
and usage. A policy was adopted for the city employees and is available as Exhibit G attached.

Contractors, either independent or affiliated with a contracted firm, are not classified as emplovees of the City
of Troy, New York, and as such are not provided with paid leave time by the City of Troy, New York, unless
required by law.

Documentation of Work Hours and Locations

In a public health emergency, it may be necessary to document work hours and locations of each employee and
contractor to support contact tracing efforts. identification of locations shall include on-site work, off-site visits.
This information may be used by the City of Troy, New York to support contact tracing within the organization
and may be shared with local public health officials.

Al employees working additional hours or a modified schedule due to the health emergency should document
their time sheets with the payroll code identified for the crisis. The Deputy Mavor and the Comptrolier’s Office
will work with the Supervisors of each department and the Payroll Office to provide in the information needed
to efficiently document payroll for data collection and or reimbursement in the future.

Housing for Essential Emplovees

There are circumstances within a public health emergency when it may be prudent to have essential employees
lodged in such a manner which will help prevent the spread of the subject communicable disease to protect
these employees from potential exposures, thus helping to ensure their health and safety and the continuity of
City of Troy, NY's essential operations,

If such a need arises, hotel rooms are expected to be the most viable option. If hotel rooms are for some reason
deemed not practical or ideal, or if there are no hotel rooms available, City of Troy, NY will coordinate with the
Rensselaer County Department of Health and Emergency Services to help identify and arrange for these housing
needs. This work will be coordinated through the Deputy Mayor’s office.
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City of Troy, New York
Covid-19 Work Plan
Code Enforcement

Implementation Date: No later than close of business November 25, 2020 depending on when
technology is available.

¢ Broken into three groups with the ability to work in the office as needed. Employees will
only come in to the office to complete the work that is needed. If they are able to complete
the in-office work in a shorter timeframe then they will return home to work. All employees
will be equipped with a City laptop and those who are in need of one will have a City
cellphone. The office staff will be equipped with Teams along with normal means of
communication.

=  Staff will send an email daily to Jim and Dave noting the work that has been completed for
the day, status of upcoming work and any assistance that is needed from anyone.

e This plan shall be in effect until further notice ending no sooner than December 31, 2020.
e Staffing breakdown:

In office daily
Jim

Dave

Adrienne

Tara

Housing Inspectors
Bill

Marec

Mike/ Jim  Jim will meet Mike at inspections when required.
Alternating days
Eric Cioffi

Carlo Sorriento

Building Inspectors

Kevin

Mare

Bill  Marc and Bill will help with Housing Inspections when needed. Building inspectors will
come in office when required to pick up building plans

Housing Inspectors will receive the daily work via computer. Adrienne will retrieve the work
and print and mail notices.

When in the office all employees will adhere to the City’s Covid-19 policies.



Personnel Depariment Remote Plan

Marian will need a laptop computer and LoghMeln account {request has been made). She already has a
city cell phone. She will need all office phone calls forwarded to her cell phone (request made).
Voicemail is already set up to copy to email.

Marian will be in the office on Monday each week, and will notify me if and when additional time is
needed in the office to complete time sensitive tasks. She will print to the office printer and will do
mailings on the days she is in the office,

Cheryl will need a laptop computer and LogMein account {request has been made). She will be getting a
city cell phone and will have office phone calls forwarded to her cell phone. Voicemail is already set up
to copy 1o email.

Cheryl will be in the office on Tuesday each week, and will notify me if and when additional time is
needed in the office to complete time sensitive tasks. She will print to the office printer and will do
mailings on the davs she is in the office.

Gabrielle will be in the office on Wednesday and Thursday each week, or less if duties permit. | have a
black box and city issued cell phone. My office phone will need to be forwarded to my cell phone
{request made). Voicemail is already set up to copy to email.

Monday — Marian
Tuesday — Cheryl
Wednesday - Gabrielle
Thursday — Gabrielle

Friday — Will be staffed when in-office duties need to be completed.

Employees will email me work plans on a weekly basis - Monday mornings. A daily task log will be kept
by each employee. A team meeting will be held every Monday, Wednesday and Friday at 10 am via
Zoom meeting.
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INTER-OFFICE MEMORANDUM

Date: May 28, 2020
To: OGS Employees
From: Charles Wojton, Commissioner of General Services

Re: Return To Work
Workplace Practices and Procedure for Use of Personal Protective Equipment

The Office of General Services is initiating new standard operating procedures to ensure our employees can
work safely during the period where there is potential exposure to COVID-19. Since March 17, 2020, OGS has
had reduced staffing levels in all units to perform only the minimum non-emergency work tasks necessary.
Staffing beyond this level was expanded in emergency cases. The base staffing plan was established to
minimize the workplace exposure risks to COVID-19, by rotating staff in some units and assigning staff in other
units to remain at home and on-call. We have closed the office to the general public, and have only allowed
visitors when in-person contact is required to conduct business. To further reduce the risks, we have assigned
one person per vehicle, and provided face coverings or masks and latex or equivalent disposable gloves to our

employees.

Since March 17, we have learned more about the ways employers and employees can minimize the exposure
risks to COVID-18, including the frequent washing of hands, use of PPE (Personal Protective Equipment), and
social distancing. More recently, Governor Cuomo issued an Executive Order requiring the public to wear
masks covering the mouth and nose when social distancing cannot be maintained. We have distributed masks
to all OGS employees that have been reporting to work, and will continue to do so as needed.

We have now acquired additional quantities of PPE that will enable us to begin bringing staff back to work to
perform needed operation and maintenance tasks, and to execute work orders that have been deferred.
Beginning Monday, June 1, 2020, employees of the Office of General Services will resume their normal work
schedule. We will continue to provide protective face covering to employees as-needed.

As most of us are anxious to return to a normal way of life, we must continue to do whatever we can to
minimize the risk of COVID-19 exposure to our employees, their families and the members of the public we
interact with on a daily and routine basis. Therefore, we are enforcing the following procedures:

¢ Social distancing must be maintained whenever possible. Employees are expected to keep a minimum
of 6 feet distance in any interaction with co-workers or members of the public, including contractors
and vendors, at all possible times.
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o Staff will be required to wear protective face rmasks, covering the mouth and nose, when social
distancing cannot be maintained. All employees must continue to practice social distancing during
work hours and/or must wear protective face masks when social distancing with co-workers or
members of the public, including contractors and vendors, cannot be maintained.

s All PPE {masks, gloves) must be disposed of properly. Employees must properly dispose of their used
disposable face coverings and/or gloves in a trash receptacle.

o All emplovees must wash hands frequently, for at least 20 seconds.

e All vehicles must be sanitized before and after each shift. The employee assigned to the vehicle must
sanitize ali frequently touched areas in the vehicle, at a minimum, before and after each shift (no
exceptions). Hand sanitizer and/or sanitary wipes will be provided.

e No smoking or vaping in City vehicles. We will continue to assign one employee per vehicle where
feasible, recognizing that this may not be possible as more staff return to work. For this reason, we will
rigorously enforce the no smoking or vaping policy in City vehicles at all times.

e Stay home if you are sick. if an employee is sick or ill, we will continue with the policy to STAY HOME.
An employee that is aware that they have an elevated body temperature (greater than 100°F) is
advised not to report to work and should follow call-in procedures. If you believe you have been
exposed to COVID-19, or are experiencing symptoms of COVID-19, you should advise your Supervisor
or Department Head to assist us in tracking risk potential and possible of COVID-19 testing
requirements.

¢ Restricted Public Access. Offices will remain closed to the public with limited exceptions, as previously
noted, until further notice.

Please understand that this virus is still out in the community and that the overwhelming majority of us are
still susceptible to infection. While we may see a little reprieve during the summer months, medical experts
warn that it is quite possible we will see increasing rates of infection come next fall’s cold and flu season. It is
important, therefore, that we develop good habits now. The steps outlined above are designed to protect
you, your family, your co-workers and their families. It is vitally important that they be adhered to now and
into the next flu season,



RES25

EXHIBITC

REMOTE WORK POLICY AND AGREEMERNT

pg. 16



RES25
Exhibit C

COVID-18: Telecommuting Policy

Purpose and Intent

City of Troy employees will continue to provide services that the community expects and is reliant upon.
in order to continue operations, the intent is for employees to work at their regular locations, however
when that is not possible due to the impacts of COVID-19, and job duties and technology allows,
employees will be able to work remotely.

Telecommuting is a temporary arrangement necessitated by COVID 19, Telecommuting may be
appropriate for some employees and/or jobs but not necessarily for all staff and this determination will
be made exclusively by The City of Troy. Telecommuting is not an entitlement, and it in no way changes
the terms and conditions of employment with the City. Any Telecommuting assignment will be
evaluated as frequently as the Department Head/City believes is necessary and may be discontinued at
any time,

This guide outlines key considerations, best practices, and guidance specific to COVID-19 and
Telecommuting,

Hours Worked

All employees who work when the City is open, either remotely or on-site, shall be paid for hours
worked at their regular hourly rate of pay.

COVID-19 Telecommuting Guidelines
COVID-19: Who May Work Remotely

Permitted situations where Telecommuting may be authorized, assuming the employee is healthy and
able to perform duties:

& Employee is healthy but dependent has symptoms or diagnosis related to COVID-19 that have
been confirmed by a health care professionsl. For additional information on COVID-19
symptoms please consult online resources from the Centers for Disease Control and Prevention
and/or Rensselaer County Health Department.

¢ Emplovee is healthy, but placed under COVID-19 related quarantine by their health care
provider or Health Department.

s Employee is at a higher risk for contracting COVID-19 as defined by the CDC (higher risk groups
include being 60 years or older, having an underlying health condition or being
immunocompromised).

s Employee needs to provide care to dependents due to COVID-19 related school and/or daycare
closures,

» Employee has recently traveled to a high-risk area, as defined by the CDC or may have some
other exposure to COVID-19.

s At the discretion of the department head, and with final approval from the Mavyor or his/her
designee, additional department and/or employee requests for telecommuting will be
considered.

All requests and considerations for telecommuting will be at the discretion of the
department head with final approval made by the Mavyor. The business of the City will
take precedence over telecommuting work days. Employees may, at the discretion of
their immediate supervisor or Department Head, be called to work at their centrally
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located worksite on their regular telecommuting workday, to meet workload or
operational reguirements.

Any Telecommuting arrangement may be discontinued, at any time, by the City or at the
request of the emplovee.

Key Considerations:
Priorities & Essential Work

The employee and supervisor will evaluate the responsibilities and priorities of the position, considering
customer/collaborator impact and feasibility of completing some or all duties remotely. It is likely that
many employees either will not have enough work available remotely to fill their regular work day, or
will have demands on their time, for example child care, that will make it impossible to work their full
work day. In those cases, the employee should submit regular work hours for time actually worked and
utilize other leave credit for the remaining hours.

Technology

At a minimum, an employee needs a computer, internet, and phone access to work remotely. This may
be a City issued or personal desktop or iaptop computer. The City of Troy BIS Depariment will not
provide technical support for personal devices, other than support needed to set up remote access.

Equipment and/or service that the City provides to the employee is City property and may be recovered
or discontinued at any time and at the sole discretion of the City of Troy. Employees are required to
adhere to all City of Troy technology policies and procedures while using remote access capabilities.
Additionally, employees are required to take the necessary steps to keep all equipment and/or service
used for remotes access in a safe location and avoid any misuse. No one other than the City employee
is allowed to access City documents or utilize City equipment,

Computer and Internet

To work remotely an internet connection is required and the equipment being used must have a
LogMeln client installed or VPN equipment as issued by BIS

The LogMeln connection provided by the City of Troy BIS gives the remote user access to the
applications and data needed to do their job. There should be no need to download any datato a
personal device, and this is strictly forbidden. This helps to ensure the integrity and confidentiality of the
data.

Employees are responsible for following all City practices and policies to maintain security and protect
confidentiality on a device. The City will not reimburse for internet or phone expenses incurred, or any
damages you may experience to your personal devices.



RES25
Exhibit C

Phone

To work remotely, an employee may also need to roll phone calls forward from their work phones to
either a their desk phone or cell phone. BIS can also forward or copy voice mails to email, BIS will
provide guidance on how to forward incoming calls,

Home Environment

Supervisors and employees must consider whether the home environment is conducive to remote work,
Factors include the demands of other household members, household construction, appropriate
lighting, seating, and other basic conditions. Expectations should be set with other household members

regarding interactions and availability.

To ensure that employee performance will not suffer in remote work arrangements, the City requires
employees to;

Choose a guiet and distraction free working space

Dedicate their full attention to their job duties during working hours

Adhere to normal break and sttendance schedules

Be accessible to City of Troy personnel by phone and/or email

Maintain strict confidentiality of City and/or client information

Employees working remotely must adhere to all City policies and procedures as if
wiorking from their regular office setting

® & B ¥ & o

Pay

All employees who work remotely when the County is open will be paid for hours worked at their
regular hourly rate of pay. Overtime and comp time accruals must be approved in advance by the

employee’s Department Head.

Remote Agreements & Expectations

Department Heads or supervisors and employees must sign a written COVID-19 Telecommuting
Agreement outlining duration and expectations.

Time & Performance

Supervisor’'s must identify and clearly outline to an employee a system of how time and performance
will be managed. All systems must include methods of regular communication specific to work

priorities, deliverables, timelines, etc.
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Gabrielle A. Mahoney
Personnel Director

Wm. Patrick

Madden
Mayor Phone (518) 279-7123
WL INOVIEY 20v s - Fax {518} ’}68‘1{}86
““““““““““““““““““““““““““““““““ gavriclic. mabon FOYRY. L0V
Personnel Department
City Hall
433 River Street, Suite 5001
Troy, New York 12180
COVID-19: EMPLOYEE TELECOMMUTING AGREEMENT
{Depariments: Retain a Copy)
Employee Name: Phone (home/work):
Department: Position Title:
Telecommuting Start Date: Telecommuting End Date:

A temporary COVID-18 Telecommuting Agreement is hereby established between The City of
Troy and the above mentioned employee. The purpose of this agreement is to clarify the terms
and conditions under which the employee will be allowed to participate in this work arrangement
as described below.

1. Telecommuting Location (address):

2. Telecommuting Contact Number(s):

3. Telecommuting Schedule:

Number of days: Per week Per month

Monday | Tuesday | Wednesday | Thursday | Friday | Saturday | Sunday

Hours

Meal
Period”

l.ocation™

* Must include a 2 hour unpaid meal period for any employee who works a shift of more
than 6 hours per NYS Department of Labor.
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4. Assigned tasks/projects (include deadline, if applicable). Additional tasks/projects

may be assigned as needed:

5. Expectations and Performance Reguirements:

6. City Equipment & Serial # Record (if applicable):

It is expressly understood and agreed that this work arrangement does not create or define the
terms of any contract of employment, whether expressed or implied.

Terms of Arrangement: This telecommuting arrangement shall be in effect for a maximum of
four (4) weeks. Continuation and renewal of said agreement will be evaluated at the end of the
stated agreement period.

This agreement is subject to the employee satisfying the following conditions on a
continuing basis:

*

Employee obligations, duties, responsibilities, and terms and conditions of employment
are unchanged.

The employee shall perform all job duties at a satisfactory performance level or above.
The employee must comply with all City and departmental policies and procedures while
working a telecommuting schedule.

The employee will maintain confidentiality as required by the Cily, Federal, State, and
Local laws.

The employee will maintain the agreed-upon work schedule and be accessible via
telephone and email during telecommuting hours.

The employee will participate in routine work performance evaluations as required.
The employee shall not conduct any unauthorized external (non-City) work during their
telecommuting schedule.

The employee will maintain an ergonomically appropriate home office environment,
Any non-compliance with these terms by the employee may result in modification or
termination of the telecommuting arrangement at any time.

Hours of Work and Compensation: The employee agrees to be responsible for maintaining

the agreed upon hours of work and is required to keep a detailed record of hours worked on
timesheet. Employee pay rates and accrual of leave time benefits remain unchanged and in
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accordance with the terms of this agreement the employee will be compensated for all hours
during which work is performed. Employees must get advance authorization for any hours
worked outside of or beyond their normal work schedule. Employees are required to take rest
and meal breaks per NYS Labor Laws and applicable collective bargaining agreements. The
City will not reimburse the employee for the cost of any off-site related expenses and any
personal tax implications related to the telecommuting location shall be the employee's
responsibility.

Liability: Workers Compensation benefits will apply only to injuries arising out of and in the
course of employment as defined by New York State Workers’ Compensation Law. The
employee must report any such work-related injuries to their supervisor or department head
immediately. The employee must allow inspections of the employee’s work area(s), home office,
or other relevant location to be conducted by the City or its agent if a job-related incident,
accident, or injury has occurred. The City of Troy is not responsible for any loss, damage,
desiruction to property or for any injury or loss to third persons at the approved telecommuting
site.

Confidentiality and Non-Disclosure: During the course of their employment with the City of
Troy, the aforementioned employee has gained knowledge of and/or access to confidential and
proprietary information. By the execution of this agreement, the employee understands that they
are expressly prohibited from disclosing to any unauthorized person, company, or other entity
any such information and is prohibited from using any such information for personal gain or
profit. The employee understands that confidential information, systems, or data and all items
made or compiled by the employee or made available to the employee during any period of
employment shall be and remain exclusive property of the City. Upon separation of employment
with the City, the employee shall immediately return any such property to the City and no copies
thereof may be kept by the employee.

Agreement Acknowledgment: | have read and understand this agreement and all its
provisions. By signing below, | agree to be bound by all terms and conditions within this
agreement and the City policy. | understand it is my responsibility to make the telecommuting
arrangement a success. And that failure to adhere to the provisions set forth may have adverse
effects on my employment, and may result in disciplinary action, including but not limited to
immediate termination of the opportunity to participate in the telecommuting arrangement.

Employee Signature: Date:

Department Head/Supervisor Signature: Date:
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EXHIBITD

PPE ORDER FORM AND INFORMATION

pg. 17



Offices of the City Comptroller

Covid-19 Reguisition of Supplics for PPE

Date:

Please furnish the supplies listed below.

Budget ltem Code;

RES25

Quantity ltemn Unit Price Total
Please send two copies to Comptroller. One will be returned for your files,
Authorized Signature Order filed by
Department COrder picked up by
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EXHIBITE

HEALTH AND SAFETY PLAN

pg. 18
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PEOPLE
Physical Distancing -

Personnel will maintain 6 ft. distance from one another, unless safety or core
function of the work activity requires a shorter distance. Any time personnel
are less than 6 ft. apart from one another, personnel must wear acceptable face
coverings ensuring that mouth and nose are covered.

Tightly confined spaces will be occupied by only one individual at a time, unless
all occupants are wearing face coverings. If occupied by more than one person,
occupancy will be kept under 50% of maximum capacity.

a.

i

il

1.

LOVID-19 SAFETY PLAN

Mavyor Patrick Madden

Office Space — Employees must not congregate in department common
areas. Office space is to be occupied by the person whose office it is.
Employees are to make appointments with employees in other
departments to facilitate readiness of the workspace for social
distancing.

Conference Rooms ~ Social distancing markers will be posted in
conference rooms that denote 6 fi. of spacing between seating at the
conference table.

Meetings — In person gatherings will be limited as much as possible.
Personnel will use tele- or video-conferencing whenever possible.
Essential in-person meetings are to be held in open, well-ventilated
spaces with appropriate social distancing among participants and face
coverings must be worn.

Break Room/Kitchenette — Signs will be posted to limit occupancy 1o
two or less persons at a time. When occupants are not able to keep a 6
ft. distance from one another, face coverings must be worn. Appliances
will be placed 6 ft. apart.

Bathrooms ~ Signs will be posted to limit occupancy to two or less
persons at a time. When occupants are not able to keep a 6 ft. distance
from one another, face coverings must be worn.

Elevators — Face coverings must be worn while in an elevator at all
times, even if alone.

Copy Machines - Only one employee at a time is allowed at the copy
machine. Social distancing markers denoting 6 ft. distance will be
posted at copy machines for those waiting to use.

Pick-Ups and Deliveries —
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1. Mail/Packages —~ The Treasurer’s Office is the designated area for all
mail/package pick-ups and deliveries at the City Hall location.

2. Food - All food delivery personnel are to be instructed to meet the
employee outside of their respective building.

Lunch/Breaks —

1. Lunch - Employees stationed in the same work area shall stagger lunch
breaks. If an employee has lunch with another individual, they are to
maintain at least a & ft. distance from one another. Shared food items
are not allowed.

2. Breaks ~ Employees stationed in the same work area shall stagger break
times and avoid crossing paths to the extent possible.

Visitors —

1. Social distancing markers denoting & f. distance will be posted in

waiting/lobby areas.

a. Protective Equipment —

i

fii.

The City of Troy Health and Safety Policy During the COVID-19 Pandemic has
been implemented and distributed to all employees.

Face Coverings - Employees will be provided with an acceptable face covering at
no-cost to the employee. Acceptable face coverings include but are not limited
to cloth {e.g. homemade sewn, quick cut, bandana} and surgical masks, unless
the nature of the work requires stricter PPE (2.g. N95 respirator, face shield).

1. Face coverings must be cleaned or replaced after use or when damaged
or soiled, may not be shared, and should be properly stored or
discarded.

2. City of Troy employees are expected to wear clean face coverings and
must launder cloth face coverings on a routine basis. Employees are
responsible for requesting a replacement face covering if damaged or
soited.

3, Etach department will keep an adequate supply of face coverings in case
of the need for replacement,

a. Orders for COVID-19 PPE will be submitted to the Comptroller's
Office on the COVID-18 Supplies Order Form.
Shared Objects/Surfaces - Limit the sharing of objects and discourage touching
of shared surfaces; or, when in contact with shared objects or frequently
touched areas, wear gloves (trade-appropriate or medical); or, sanitize or wash
hands before and after contact.

1. Copy Machines ~ Copy machines are to be wiped down after each use.
Appropriate cleaning materials will be kept at each copy machine
throughout City Hall — currently using alcohol antiseptic 80% spray
bottle and paper towel OR disinfecting wipes. Gloves will also be made
available for use when utilizing the copy rnachine.
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Vehicies ~ Whenever possible, only one person will be assigned to &
vehicle. A vehicle log will be kept in each vebicle for employees 1o
complete and will be maintained by the department. Employees are to
sanitize touch points upon entering and exiting the vehicle, The
department is responsible for restocking vehicles with appropriate
cleaning supplies.

Office Supplies — Employees shall not share supplies, phone, computer,
etc. If a common area office supply i5 used, it must be sanitized after
each use.

Door Handles/Countertops/Light Switches — The General Services
Department will clean all door knobs, key pads, countertops and all
other common touch points throughout City facilities on a daily basis,
prior to the beginning of each work day. A cleaning log will be kept in
each department and will be maintained by General Services.
Employees are required to clean their work space at the end of each
work day — this will include sanitizing door knobs, key pads, light
switches, etc.

Shared Appliances (Refrigerator/Coffee Maker/ stc) — Offices with
shared appliances, such as a refrigerator, coffee maker, microwave, etc.,
shall require employees to wear gloves when using a shared appliance.
Each department is responsible for keeping an adegquate supply of
gioves,

Food — Shared food items are not allowed, such as cakes, bagels, pizza,
etc.

Water Fountain — The communal water fountain can be used to fill up
water bottles. Drinking directly from the water fountain is not allowed
during the COVID-18 public health emergency. A cleaning log will be
kept at the water fountain and will be maintained by General Services.

iv. Visitors reporting to City facilities and/or City worksites must wear a face
mask/covering at all times, during the COVID-19 public health emergency.

b. Hygiene and Cleaning ~

The City of Troy will adhere to hygiene and sanitation requirements from the
Centers for Disease Control and Prevention (CDC) and Department of Health
{DOH) and maintain cleaning logs on site that document date, time, and scope

i

of cleaning.
1. The Department of General Services will perform cleaning of City
facilities on a daily basis, prior 1o each work day.
2. Cleaning logs will be posted throughout City facilities in bathrooms,
kitchens, break rooms, offices, etc,
3. The Department of General Services will be responsible for maintaining

the cleaning logs.
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4. A mid-day cleaning will be conducted by a third party vendor, which will
include the cleaning of common touch points such as handles, light
switches, countertops, dispensers, hand rails, etc.

5. Employees will perform cleaning of their work area at the end of each
workday. ,

ii. The City of Troy will 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.

1. Kitchens and bathrooms will be stocked with hand soap and paper
towels.

2. Signs are posted throughout City facilities reminding employees and
visitors to wash their hands on a regular basis, for at least 20 seconds.

3. Employees will be provided with personal hand sanitizer containing 80%
alcohol. Employees are responsible for requesting a replacement hand
sanitizer when needed.

4. Each department will keep an adequate supply of hand sanitizer in case
of the need for replacement.

fil. In the event an employee has tested positive for COVID-19, the contaminated
area will be closed off,

1, Department supervisors will, to the best of their ability, close off the
area of contamination,

2. Employees and visitors will be prohibited from accessing the area until
appropriate disinfection protocols have been performed.

3. Contact General Services. General Services will activate their plan for
cleaning and disinfection.

4. Use discretion to protect personal and protected health information of
employees and the public.

¢. Communication —

i. Signage will be posted throughout City facilities to remind personnel to adhere
1o proper hygiene, social distancing rules, appropriate use of PPE, and cleaning
and disinfecting protocols.

1. Areas where occupancy is limited (bathrooms, break rooms, etc.) will
have signs posted at the entrance identifying the maximum allowance.

2. Signs will be posted in elevators and throughout City facilities reminding
employees and visitors to wash their hands on a regular basis, for at
least 20 seconds; socially distance; wear masks; and to stay home when
sick.

3. Signs will be posted at every copy machine in City facilities reminding
ermployees to sanitize after use.

4. Signs will be posted in locations with shared appliances reminding
employees to wear gloves while in use.



RES25

ii. Communication to employees will be done via City email. Department Heads
will be responsible for distributing hard copy of communication to employees
without email,

fit. A continuous log of every person, including workers and visitors, will be kept at
City facilities; excluding deliveries that are performed with appropriate PPE or
through contactless means; excluding customers, who may be encouraged to
provide contact information to be logged, but are not mandated to do so.

1. The City Hall receptionist/public safety personnel will maintain a log of
each visitor to City Hall and a separate log for non-City Hall employees
who visit the City Hall location.

2. A sign-in sheet for all City Hall employees will be kept at the front desk
with the City Hall receptionist/public safety personnel for all employees
to sign-in before arriving at their work space. The Personnel
Department will maintain the City Hall employees” sign-in sheets.

a. Employees shall immediately leave and inform their direct
supervisor or Department Head if they are unable to attest to
any one of the self-assessment guestions listed at the top of the
sign in sheet:

i. By signing below, which will log my on-site attendonce
on the date indicoted above, | attest that:

e | have not had COVID-19 symptoms in the past
14 days.
See List of Updated Symptoms at COC:
Symptoms

https.//www.cdc.gov/coronavirus/2019-
ncov/about/symptoms.html
e [ have not had o positive COVID-19 test in the
puast 14 days.
e | have not had close contact with o confirmed
COVID-19 case in the past 14 doys.

s [ hove not visited a non-contiguous state in the
puast 14 doys or | have met the requirements to
test out of the mandatory 14-day quarantine,
(Gov. Cuomo EC 205.2)

IF 1AM UNABLE TO ATTEST T ANY OF THE ABOVE, |
WILL IMMEDIATELY LEAVE AND CONTACT MY
SUPERVISOR OR DEPARTMENT HEAD
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3. Each department will keep a continuous log of visitors to their
department, including visitors from the public and visiting co-workers
from other offices, and will make these records available upon request.

if a worker tests positive for COVID-19, the City of Troy must immediately notify
state and local health departments and cooperate with contact tracing efforts,
including notification of potential contacts, such as workers or visitors who had
close contact with the individual, while maintaining confidentiality required by
state and federal law and regulations.

1. i a worker tests positive for COVID-18, the Personne! Director and/for
Deputy Mayor will notify Rensselaer County health department.

a. Screening —

Employees -

1. Temperature checks will be done by each department before City
employees begin work each day.

L

il

Visitors —

a,
b.

No-contact thermometers will be provided to each department.
A supervisor from each department will be the designated
screener,
Al City Hall employees will be required to adhere to business
work hours, regardless of contractual language: 8:30 am - 4:30
pm
i. Arriving to work prior to 8:30 am will be prohibited
during the COVID-19 health emergency, unless
arrangements are made with the supervisor or
department head to get a temperature screening prior
to 8:30 am
Employees must not access their work space until they have
undergone a temperature screening and have been cleared.
Screeners will be required to wear a face mask and gloves while
taking temperatures.
Any employee with a temperature of 100.0 degrees Fahrenheit
or above will be sent home and advised to contact their health
care provider.
Screeners shall be advised that the information obtained must
be kept confidential.

1. First Columbia Property Services will be installing a sophisticated
temperature checker at 433 River Street that will scan each person
passing through. Visitors will not have access to the elevators to City
Hall until screened by property management.

b. Contact Tracing and Disinfection of Contaminated Areas —
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in the case of an employee festing positive for COVID-19, the General Services
department will activate their plan for cleaning and disinfection, which may
include the hiring of a third party contractor to clean the applicable
contaminated areas.

In the case of a City Hall employee testing positive for COVID-19, the Personnel
Director and/or Deputy Mayor will review the City Hall visitor log and each
department’s visitor log and will work with the Rensselaer County Health
Department to trace close contacts in the workplace,

in the case of an employee from a City facility other than City Hali testing
positive for COVID-19, the Department Head will review the visitor log for thelr
facility and will work with the Rensselaer County Health Department to trace
close contacts in the workplace.

a. Each department of the City of Troy has developed its own plan for the operations
within the respective department,

b. All department heads are responsible for ensuring their department is up-to-date on the
guidance that is being issued by New York State. Department Heads, and/or designees
will ensure guidance and regulations of oversight agencies are implemented,
communicated and adhered to. Changes and updates to agency specific regulations and
guidance should be communicated with the Mayor's Office.

¢. To ensure that we stay up to date on Executive Orders, the City of Troy Corporation
Counsel and Personnel Director will:

i.

Consult the NY Forward website at forward.ny.gov and applicable Executive
Orders at governor.ny.gov/executiveorders on a periodic basis or whenever
notified of the availability of new guidance.
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Govemnor Commissionsr Executive Deputy Commissioner
April 3, 2020

INTERIM GUIDANCE FOR FIRE SERVICE AGENCIES
TO LIMIT POTENTIAL EXPOSURE TO COVID-19

BACKGROUND

The New York State Department of Health (Department) and the Centers for Disease Control
and Prevention (CDC) continue to closely monitor the novel coronavirus (COVID-19) outbreak.
On March 7, 2020, Governor Cuomo issued Executive Order 202 declaring a state of
emergency in response to the outbreak.

PURPOSE

This guidance was developed for New York State fire service agencies to mitigate potential
exposure of firefighting personnel to COVID-18. This guidance is meant to assist fire service
agencies in developing procedures applicable to their individual circumstances. Additional
guidance for consideration may be found at hitps.//coronavirus. health.ny .gov/home.

Infectious disease experts continue to learn about COVID-19, including how it spreads and
affects different at-risk populations. The current spread of COVID-19 is thought to occur
primarily person-to-person via respiratory droplets transmitted through close contact.

GENERAL INFECTION PREVENTION STRATEGIES
Strategies to prevent the transmission of COVID-19 include:

o Staying home if you are sick. Unless it is an emergency, call your health care provider
for medical advice that can be provided over the phone or use telehsalth services before
traveling to the office. If it is an emergency, call 911 and notify them of potential symptoms
{e.g., fever, cough, trouble breathing). Symptoms may be mild in a majority of cases,
especially near onset. Mild symptoms consistent with COVID-19 should be assumed to be
a result of the virus, until ruled out by a medical professional.

+ Covering your mouth and nose with a tissue when coughing or sneezing and then
immediately discarding it in a closed container. If a tissue is not available, use the inside of
your elbow.

¢ Keeping your hands clean by washing them often with soap and water for at least 20
seconds. If soap and water are unavailable, use an alcohol-based hand sanitizer
containing at least 60% alcohol.

e Avoiding touching your eyes, nose, or mouth with unwashed hands.

¢ If possible, avoiding close contact with others, especially those who are sick. At least six
feet of distance is recommended.

Empire State Plazs, Coming Tower, Albany, NY 12237 | healih.ny.gov
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» Keeping work surfaces and equipment disinfected.

SPECIFIC MITIGATION STRATEGIES FOR FIREFIGHTING PERSONNEL
Firefighting personnel should exercise caution in their daily regular interactions with colleagues
and the public.

To the extent possible, firefighting personnel should implement the following considerations in
the work environment to prevent the transmission of COVID-19, including:

2

Maintain procedures and practices necessary to provide for the safety of firefighting
personnel and effective operations (e.g., needing members to remain seated and belted
during a response, maintaining crew size necessary complete tasks during an incident,
guiding a saw operator, or footing a ladder). The safety of the firefighting personnel will
take precedence over social distancing where personnel must work within six feet.
Limit nonemergency tasks, such as fire safety inspections and in-person training, to
reduce the number of required personnel per shift and limit critical, but nonemergency
tasks, to minimum staffing necessary to safely and effectively perform the task.
Ventilate apparatus and other vehicles during and after transport, to the extent
practicable.
Assign specific riding positions for apparatus and other vehicles to maintain social
distancing, io the extent practicable. Facemasks should be considered when riding
within six feet of each other is unavoidable.
Reduce crew size in each vehicle or increase the number of vehicles in a response, to
the extent practicable.
Create separations in sleeping quarters and common areas to maintain a minimum
distance of 6 feet.
Clean and disinfect common areas and frequently touched surfaces in the station at
minimum once per 12-hour shift, including doorknobs, telephonesfintercoms, computer
keyboards/mice, switch plates, kitchen, fitness rooms, etc,
Clean and disinfect bunk rooms. Replace bedding and clean surfaces after each use.
Avoid using areas that cannot be cleaned between individual use (i.e. station pole).
Limit areas to one operator, where practicable (e.g. base station and vehicle radios,
alarm panels and traffic controls).
Stagger mealtimes to limit congregation and serve individually wrapped meals prepared
in a sanitized area.
Eliminate fire station visits by nonessential personnel and the public. When personnel
must visit a firehouse (e.g. to drop off supplies), use social distancing precautions like
making the transaction outside and maintaining a six-foot distance. Use video and
other remote audio/video technology to minimizing in-person visits (e.g., for trainings,
staff meetings).
Clean and disinfect equipment and exposed surfaces in vehicles post-response.
Procure and use products identified by the EPA as effective against COVID-19,
according to the product label.

2
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Actively monitor employees for virus symptoms (e.g., fever, cough, shortness of breath)
at the beginning of each shift, and at least every 12 hours during the shifi.

To the extent possible, firefighting personnel should consider the following precautions when
interacting with the public:

L]

Whenever possible, avoid close contact with others, especially those who are sick. At
least a six-foot distance is recommended.

As possible, to minimize circulation of personnel, restrict mutual tour exchanges, details,
backfilling, and other actions which replace personnel o within the same
firehouse/facility.

if firefighting personnel encounter an individual demonstrating mild to severe respiratory
symptoms, including cough, fever, or trouble breathing, firefighting personnel should
take all possible precautions to minimize the risk of COVID-19 transmission. However,
these precautions should never supersede firefighting action when immediate
life-saving interventions or imminent safety measures are required.

Have a trained Emergency Medical Service/Emergency Medical Technician (EMS/EMT)
assess and transport a person in need of assistance who is displaying symptoms of
COVID-19 to a hospital or other healthcare facility.

nttps://www health.ny goviprofessionals/emsipaolicy/policy hitm.

Ensure only trained personnel wearing appropriate personal protective equipment
(PPE) have close contact with an individual who may have symptoms of COVID-18.
Wear PPE, to the extent it is available, when close (i.e. within six feet), prolonged (i.e.
more than a few minutes), contact with the public is expected. PPE may include
disposable exam gloves, an approved facemask, a fluid resistant gown or suit, and/or
eye protection, such as goggles, as appropriate.

When arriving on scene, practice “doorway triage”, collecting as much information as
possible about potential COVID-19 risk (e.g., symptoms, quarantine) before making
entry/close contact. Limit entry/contact to the minimum extent possible, in order to
mitigate the call (e.g. perform medical assessment of patient or check the alarm panel
from just outside the front door, send in one or two personnel to investigate instead of
an entire crew).

Limit risk of exposure by using an approved facemask when responding to all
appropriate calls. Do not use damaged or soiled masks.

Clean and disinfect firefighting equipment and PPE prior to use and reuse. Equipment
and surfaces should be cleaned using a household cleaning product identified by the
EPA as effective against COVID-19, according to the product label.

Ensure standard operating procedures for the containment and disposal of used PPE,
to the extent your fire service agency has such procedures.

Ensure standard operating procedures, in accordance with CDC guidance, for
containing and laundering clothes are available and followed. Avoid shaking soiled
clothes.
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s Launder firefighting turnout gear, including gloves and hoods, in a washer/exiractor at
washing temperature of 140°F and use of an EPA approved laundry sanitizer, in
accordance with NFPA 1851, if the gear has been exposed to a confirmed or suspect
case of COVID-18.

DAILY MONITORING AND RISK REDUCTION
All fire service agencies should implement risk reduction procedures consistent with this
guidance, including but not limited to seff-monitoring for symptoms (e.g. fever, cough, and

shoriness of breath).

EXPOSED FIREFIGHTING PERSONNEL

The first course of action, both for assuring firefighter safety and minimizing virus spread, is to
allow quarantine and isolation periods of 14 days. However, this temporarily reduces the pool
of available workers. After exhausting backfilling and all other reasonable efforts to replace
affected personnel, if emergency response capabilities will be adversely impacted (e.g., fire
companies closed or crew sizes reduced) by the absence of these employees, Fire Service
agencies may permit firefighting personnel exposed to, or recovering from, COVID-19 to work
under the following conditions:

1. Operations: Firefighting personnel exposed to a confirmed or suspect case of COVID-
19, or with confirmed or suspected COVID-18, can continue to work, provided their
absence would adversely impact the ability for the agency to continue to provide
an appropriate level of response, and only in accordance with the following
conditions:

a. Asymptomatic contacts: Firefighting personnel who have had contact with a
confirmed or suspected case of COVID-19 but display no symptoms.

e Personnel who are asymptomatic contacts of confirmed or suspected COVID-
19 cases should self-monitor twice-a-day both on- and off-duty (i.e.
temperature and symptoms check}. Asymptomatic personnel should be
similarly monitored by agency personnel at the beginning of each shift and at
least every 12 hours during the shift.

o Wear a facemask while working within 14 days after their exposure. The
mask should be donned before entry into the workplace and before close
contact with coworkers.

b. Confirmed or Suspected COVID-19 cases: Firefighting personnel with confirmed
or suspected COVID-19, based upon symptoms’, and who have maintained

' Symptoms include fever, cough, or shortness of breath. Some individuals may also have other mild fiu-like
symptoms like headache, malaise, sore throat, vomiting or diarrhea.
4
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isolation for at least 7 days after illness onset, and have been at least 72-hours
fever-free without fever-reducing medicines and with other symptoms improving.
These requirements intended to minimize contagiousness, and may not address
overall fitness for duty.

= Personnel who are recovering from COVID-19, but otherwise fit for duty,
should wear a facemask for at least 14 days after onset of illness and until all
symptoms resolve. The mask should be donned before entry into the
workplace and before close contact with coworkers.

2. Reduced Risk Assignment. If possible, personnel working under these conditions
should be preferentially assigned, whenever possible, to job functions that have less
contact with others and the public. Staffing models may consider assigning firefighters
together who are all in an exposed category, to reduce risk assignments. Crews may be
assigned fo work a slower response area with fewer public contacts. As this outbreak
grows, all personnel permitted to work under the above conditions may be needed for

any assignment.

3. Firefighting Personnel Becomes Symptomatic: Any personnel who develops symptoms
consistent with COVID-19 should immediately nofify their supervisor remotely (e.g.
phone, radio, etc.), stop work, and isolate at home. Symptoms may be mild in the
majority of cases, especially near onset. Mild symptoms consistent with COVID-19
should be assumed to be a result of the virus, until ruled out by medical professionals.
Testing should be prioritized for these personnel. All personnel with symptoms
consistent with COVID-19 should be dealt with as if they are infected, regardless of the
availability of test results. These personnel may return to work after 7 days of isolation
and being 72-hours fever-free without fever-reducing medicines and improving other

symptoms, provided their absence would adversely impact the ability for the

agency to continue to provide an appropriate level of response.

Fire Service agencies should promulgate specific directives to their personnel and firefighters
that is consistent with this interim guidance. However, given the rapidly changing nature of this
public health emergency and the critical mission of the fire service, agencies may adapt or
adjust their specific protocols and procedures to ensure appropriate staffing and effective

operations.

For additional fire service guidance, visit the US Fire Administration website at:

hitps:/lwww usfa fema gov/downloads/pdf/publications/first responder pandemic operational
capabifities.pdf. Call the Novel Coronavirus Hotline 24/7 at 1-888-364-3065 for additional
guidance or visit the DOH’s website at htips://coronavirus.health. nv.gov/home or visit CDC’s
website at hitps://www.cdc.gov/coronavirus/2019-nCoV/index himi.
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Initlals:

Troy City Hall
Cleaning Log
Location: BATHROOM
Monday Date: Friday Date:
Time: B AM ] PR Time: Sty AMI P
I poor knobs £ poor knobs
L3 Toitet Flush Handies L3 voitet Flush Handies
] Countertops . 0 Coundertops
E1 sink Faucet Handles [ sink Faucet Handies
] Paper Towe] Dispensar £ Paper Towel Dispenser
i Spap Dispenser I Soap Dispenser
£3 other: I other
{initials: Initiols:
Tuesday Date; i Saturday  Date;
Time: L AM /PM Time: L AM /PN
I3 poorknobs {1 poor knobs
3 Toitet Flush Handles L3 Toitet Flush Handles
o Countertops ] Countertops
LI sink Faucet Handles 3 sink Faucet Handles
3 Paper Towel Dispenser & Paper Towel Dispenser
0} Soap Dispenser o Soap Dispenser
I3 other I other
Initials: Inlticis:
Wednesday Date: Sunday  Date:
Time: s AMIPM Time: et AM/PM
3 poor knobs {3 ooor Knobs
L3 voitet Fush Handles L3 Tollet Flush Handles
il Countertops 3 Countertops
E3 sink Faucet Handies L3 sink Faucet Handles
0 Paper Towe! Dispenser . Paper Towel Dispenser
| Soap Dispenser i Soap Dispenser
3 other: I other
Inftinis: Initials:
— g
Thursday  Date:
Time: __ . AM/PM
£ poor knobs
L3 Toitet Flush Handies
0 Countertops
T sink Faucet Handles
I} Paper Towel Dispenser
i Soap Dispenser
O other:




Troy City Hali
Cleaning Log

Location: BREAK ROOM / KITCHEN

Monday Date: Friday Date:
Time: — AW ] P4 Tirma: it AW 7 PW
3 poor knobs {3 ooor knobs
£ vables 3 rables
0 Countertops o Countertops
B3 sink Faucet Handles L3 sink faucet Handles
i Paper Towel Dispenser ] Paper Tawel Dispenser
W] Soap Dispenser 0 Soap Dispenser
I Vending Machines i Vending Machines
1 ower: 3 othen
nitiafs: "
Tuesday Date: Saturday  Date;
Time: Ly A ] PW Time; L AMY T PN
O poorknobs 3 oor knobs
[T ables {1 vabtes
o Countertops o Countertaps
L3 sink Faucet Handles L) sink Faucet Hundies
] Paper Towel Dispenser e Paper Towsl Dispenser
g Spap Dispenser K Soap Dispenser
o Vending Machines [} Vending Machines
£ other: 1 other:
Inftials: initiels:
Wednesday Date: . Sunday Date:
Time; i AM T PM Time: coae AN PM
I poor knobs 3 poor knobs
O3 Tables I3 Tables
0 Countertops o Lountertops
I sink Faucet Handles I3 sink Faucet Handles
i Paper Towe! Dispenser 0 Paper Towel Dispenser
0 Soap Dispenser ] Soap Dispenser
) Yending Machines 0 Vending Machines
L3 other: 0 other
Infthals: Initials:
Thursday = Date;
Time; : Al f P
I poor knabs
3 Tables
3 Countertops
3 sink Faucet Handies
O Paper Towel Dispenser
O Soap Dispenser
N Vending Machines
3 other:
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Troy City Hall
Cleaning Log
Location: {Department Name)
Monday Date: Friday Date:
Time: Tirme: Time: Time:
L AMea o AM[PM e AMIPME L AMITBW
(] i Door Knobs ] o Door Knobs
0 .} Countertops o & Countertops
.l ] Keypad Door Lotk W ] Keypag Door Lotk
2 O Light Switches ] o Light Switches
[ 1 Other: o ] 0 Other, ——
Unitials: Initials: Hnitinls: Iritids;
Tuesday Date: Saturday Date:
Time: Time: Yime: Thne:
e ANEIPM L AN P i BN PN mea ] DY
] ] Door Knobs ] & Doy Knobs
.} J Countertops ] & Countertops
0 . Keypad Door Lock i} 3 Keypad Door Lock
O ] Light Switches 0 0 Light Switches
0 ) Other: ] ] Other:
initiols: Hnitioly: iinitigls: initials:
Wednesday Date: Sunday Date:
Time: Time: Time: Time:
L AMIPMC D AMSPM e AMISEM 5 o AMPM
O 0 Door Knobs 0 0 Dour Knobs
] EJ Countertops N 0 Countertops
0 i} Keypad Door Lock ) 0 Keypad Door Lock
] .} Light Switches o i} Light Switches
(] ] Other: _ [ 23 Other:
Inftiofs: initials: Initinls: Initicls:
Thursday Date:
Timne: Time:
L AmMSem o AMIPM
] 0 Door Knobs
[0 0 Countertops
] o Keypad Uoor Lock
] M ] Light Switches
& ] Other:
nitials: {initials:
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City of Troy
COVID-19 Travel/Vacation Guidelines

Effective November 4, 2020

{Updated November 13, 2020}

The City of Troy takes its responsibility to protect the health and well-being of its workforce
seriously. Effective June 25, 2020, New York State Governor Andrew Cuomo issued Executive
Order 205 — Quarantine Restrictions on Travelers Arriving in New York State. More recently,
Governor Cuomo has announced new guidelines allowing out-of-state travelers entering or
returning to New York to “test out” of the mandatory 14-day quarantine, The new protocal is
effective November 4, 2020 and provides, in part:

All travelers entering New York from a state that is not a contiguous state, or from a
CDC Level 2 or 3 Travel Health Notice country, shall guarantine for a period of 14 days,
consistent with Department of Health regulations or quarantine, unless:

1. For travelers who traveled outside of New York for more than 24 hours, such
travelers must obtain testing within 72 hours prior to arrival in New York, AND

2. Such travelers must, upon arrival in New York, quarantine according to Department
of Health guidelines, for a minimum of three days, measured from time of arrival,
and on day 4 may seek a diagnostic test to exit quarantine.

Travelers that meet the above criteria may exit the quarantine upon receipt of the
second negative test result.

Contiguous states are Pennsylvania, New Jersey, Connecticut, Massachusetts and
Vermont. Travelers from these states are not subject to this guidance.

Travelers who leave New York State for less than 24 hours do not need to obtain a
diagnostic test before departing and do not need to quarantine upon return. However,
such travelers must fill out the traveler form upon entry and must obtain a diagnostic
test on the fourth day after arrival in New York,

The travel advisory issued pursuant to Executive Order 205.2, requires all New Yorkers, as well
as those visiting from out of state and out of country, to comply with the advisory in the best
interest of public health and safety. However, the Department of Health retains the ability to
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enforce quarantine requirements and impose significant penalties for non-compliance, as such
non-compliance can result in significant harm to public health.

Employees are strongly encouraged, if possible, to reschedule travel arrangements that involve
out of state travel to a non-contiguous state, or to a CDC Level 2 or Level 3 Travel Health Notice

country.

Based on Executive Order 205.2, The City of Troy has adopted the following guidelines
regarding employee travel, effective immediately:

1. Employees must report all travel to their direct supervisor and/or department head at
least 72 hours in advance of traveling to a non-contiguous state or US territory, or any
CDC Level 2 or Level 3 Health Notice country.

2. If an employee is deemed essential and critical for the operation or safety of the
workplace, upon a documented determination by their supervisor and the Personnel
Officer or designee, in consultation with appropriate state and local health authorities, a
worker who returns from a non-contiguous state or US territory, or any CDC Level 2 or
Level 3 Health Notice country, and is asymptomatic, may return to work prior to
completing 14 days of self-quarantine OR prior to testing out of the quarantine, so long
as the essential worker adheres to the following practices prior to and during their work
shift, which should be monitored and documented by the supervisor/department head
and employee:

A.  The employee must seek diagnostic testing for COVID-19 on day 4 after
arriving to New York State.

B.  Pre-Screen: The supervisor shall measure the employee’s temperature and
assess symptoms prior to the employee starting work.

€. Reguilar Monitoring: The employee must self-monitor for a temperature
greater than or equal to 100.0 degrees Fahrenheit and for symptoms
consistent with COVID-19 throughout the workday.

D.  Wear a Mask: The employee shall wear a mask AT ALL TIMES while in the
workplace for at least fourteen {14] calendar days from the time of their last
contact with the non-contiguous state or US territory, or CDC Level 2 or Level
3 Health Notice country.
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E. Regular Hand Washing: The employee shall regularly wash their hands with
soap and water for at least 20 seconds. If soap and water are not available,
use hand sanitizer that contains at least 60% alcohol.

F. Social Distance: The employee will maintain 6 feet and practice social
distancing as work duties permit in the workplace.

G.  Disinfect and Clean work spaces: The employee shall clean and disinfect their
workspace at the end of their shift. All other areas shall be cleaned and
disinfected routinely in accordance with the respective departmental safety
plan.

H.  Maintain Quarantine: The employee must continue to self-quarantine and
self-monitor for temperature and symptoms when not at the workplace for 14
days after last contact with the non-contiguous state or US territory, or CDC
Level 2 or Level 3 Health Notice country OR until such employee has met the
criteria to test out of the 14-day quarantine.

If an employee is symptomatic upon arrival at work or becomes sick with COVID-19
symptoms while at the workplace, the employee must be separated and sent home
immediately and may return to work upon completing at least 10 days of isolation from
the onset of symptoms OR upon receipt of a negative COVID-19 test result.

An “essential worker” is (1) any individual employed by an entity included on the Empire
State Development (ESD) Essential Business list; or (2) any individual who meets the
COVID-18 testing criteria, pursuant to their status as an individual who is employed as
an essential employee who directly interacts with the public while working, pursuant to
DOH Protocol for COVID-19 Testing, issued May 31, 2020, or (3) any other worker
deemed such by the Commissioner of Health or the municipal employer.

Non-Essential employees entering NYS after traveling to a non-contiguous state or US
territory, or CDC Level 2 or Level 3 Health Notice country, will be required to quarantine
for a period of 14 days, i.e., to stay home and remain away from their work locations for
fourteen (14) calendar days from the time of their last contact with the restricted state
or country, OR must meet the criteria to test out of the mandatory 14-day quarantine
and shall provide documenting proof to their supervisor/department head prior to
returning to work.

Pursuant to Executive Order 202.45, as extended, any New York State resident who
voluntarily travels to a non-contiguous state for travel that was not taken as part of their
employment or at the direction of the employer will not be eligible for benefits under
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New York’s COVID-19 paid sick leave law. Depending upon the individual circumstances,
a quarantined employee who is unable to work may be entitled to: 1.) paid leave; or 2.}
may use accrued leave time; or 3.} may use debit time, while observing the fourteen
{14} calendar day quarantine. Employees who are able to work from home may be
required to telework during quarantine.

7. Exceptions to these guidelines may be made for essential workers, or for other
extraordinary circumstances. Employees must request authorization from their
department head in advance of the travel, The department head will cooperate with the
Personnel Director to determine if the travel is work related, or may otherwise be
approved.

This guidance is subject to change upon receipt of further guidance from the Governor’s
Office, the NYS Department of Health and/or the Centers for Disease Control and Prevention

{€DC).
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