
 

  

DATE:   May 4, 2020 

 

TO:   MCTS Employees 

 

FROM:  Sandy Kellner, CAO 

 

SUBJECT:  Social Distancing & Working Safely 

 

Given Governor Ever’s declaration of a public health emergency associated with the COVID-19 

Pandemic on March 12, 2020, MCTS’s principal goal is to protect the health of its employees and the 

public. MCTS recognizes that the populations it serves have essential needs that must be met even – or 

especially – during such an emergency. MCTS has developed this Social Distancing guidance that will be 

incorporated into the MCTS Pandemic Plan. 

 

I. COVID-19 Social Distancing and Working Safely Guidelines & Procedures  

 During a pandemic, social distancing is one critical way to prevent the spread of the disease among 

our employees and the people we serve.  

A. Social Distancing Guidelines  

MCTS employees and contractors are encouraged to follow the below guidelines for social distancing 

while at work:   

  

• Always maintain at least 6 feet of distance between people, if possible. In other words, two 

people should be able to extend their arms and not reach each other. 

• Cover your mouth and nose with a cloth face cover when around others.  

• Before starting your day, clean and disinfect your work area to include your desktop, chair and 

door handles and other frequently touched surfaces and objects using a regular household 

cleaning spray or disinfecting wipe.  Clean your work area regularly throughout the day if others 

enter it. 

• Avoid non-essential in-person meetings.  If a meeting is necessary, limit it to no more than 10 

persons provided the space is large enough for participants to maintain 6 feet apart. If posted, 

follow the guidelines for maximum room occupancy on the door of the meeting space.   

• Wash your hands before and after meetings.  

• Avoid sharing personal equipment and office supplies (e.g., keyboard, computer mouse, phone, 

staplers etc.) 

• Wash or sanitize your hands after moving throughout the building especially after using the 

copy machine or touching door handles. 

 

 

 

 

 



 

  

B. Symptomatic Employees and Contractors Procedures  

According to the Center for Disease Control (CDC), People with COVID-19 have had a wide range of 

symptoms reported – ranging from mild symptoms to severe illness. 

 

Symptoms may appear 2-14 days after exposure to the virus. People with these symptoms or 

combinations of symptoms may have COVID-19: 

• Cough 

• Shortness of breath or difficulty breathing 

Or at least two of these symptoms: 

• Fever 

• Chills 

• Repeated shaking with chills 

• Muscle pain 

• Headache 

• Sore throat 

• New loss of taste or smell 

Employees who are sick with these symptoms should not come to work.  They should contact their 

medical provider. 

 

If an employee or contractor notices that a colleague is exhibiting these symptoms while working, a 

supervisor should be notified immediately. Supervisors have access to touchless thermometers and 

may ask the employee or contractor to take his or her temperature. Supervisors should accommodate 

that employee in a private area of the workplace.  Gloves, mask and sanitizing products will be 

available for temperature readings.  If the person’s temperature is over 100.3o F, the employee should 

be sent home.  The employee should consult with a medical provider and/or a virtual visit prior to 

returning to work.   

 

Employees concerned about their health status are encouraged to access CDC’s coronavirus self- 

checker: https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html  If the self-

checker says to stay home, or get tested, the employee should follow that guidance.  

  

Employees are responsible for following and upholding workplace rules, including those outlined 

above. 


