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  Human Resource Services   
 

 

Welcome Back! 
Staff Guidelines and Expectations for Returning-to-Work 

 

Keep Henry Healthy by Mitigating COVID 19 Exposure: 
 All staff are required to wear a face covering when responsible distancing protocols 

cannot be maintained.  
 The cloth face cover is meant to protect other people in case the wearer is infected; 
 The cloth face coverings recommended are not surgical masks or N-95 respirators. Medical face 

masks are critical supplies that should be reserved for healthcare workers and other first 
responders, as recommended by CDC; 

 Proper face covering etiquette: 
 Wear during transitions – walking from office to office, using the restroom, walking 

down the hallway; 
 Approaching or in someone’s office; 
 Ensure it covers your nose and your mouth.  Don’t expose your chin. 

 Assume Responsible Distancing Protocols: 
 Maintain distances of 6 feet between individuals when possible; 
 Limit face-to-face contact unless wearing a face covering; 
 Limit non-essential movement throughout the building; 
 Avoid gathering in groups; 
 Do not shake hands, trade fist bumps, or perform other high-contact moves 

 Practice Responsible Hygiene Protocols:  
 Self-monitor possible COVID-19 symptoms and take your temperature every morning before 

leaving for work; 
 Stay at home if experiencing symptoms or believe you have been in contact with someone who 

is infected, sick, or symptomatic; 
 Immediately report to a supervisor if you have tested positive for COVID-19, have COVID-19 

symptoms, or have had close contact (less than 6 feet away for 15 minutes or more) with a 
person with COVID-19; 

 Conduct frequent and thorough handwashing with soap and running water.  If not immediately 
available, use a hand sanitizer.  Hand sanitizing stations can be found throughout all of our 
facilities; 

 Cover coughs and sneezes preferably into the crook of the elbow; 
 Keep hands away from eyes and mouth; 
 Do not use others’ phones, desks, offices, and other work tools and equipment when possible; 
 Frequently wash touchpoints of copiers, phones, doorknobs, handrails, etc. with sanitizing 

wipes.   All employees will be provided with a supply of sanitizing wipes. 
 
COVID-19 Reporting and Response Protocols:  
 

 Please review COVID-19 Positive Test Response Protocols found in the August 24, 2020 
Return to School Playbook on the HCS website.  
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Request for Review of Restrictions  
Human Resources will be working with employees and supervisors to review requests for 
accommodations based on a healthcare provider’s written restrictions due to an employee’s 
serious health condition, or an employee’s household family member’s serious health 
condition.   

Request forms are available on the district’s website and at each worksite. 

 

Families First Coronavirus Response Act (FFCRA): 

On March 18, 2020, President Trump signed into law the FFCRA, which creates two 
new emergency paid leave requirements in response to the COVID-19 global pandemic.  
The “Emergency Paid Sick Leave Act” (EPSLA) entitles certain employees to take up to 
two weeks of paid sick leave.  The “Emergency Family and Medical Leave Expansion 
Act” (EFMLEA) permits certain employees to take up to twelve weeks of expanded family 
and medical leave, ten of which are paid, for specified reasons related to COVID-19. The 
FFCRA’s provisions are in effect April 1, 2020 – December 31, 2020. 
 
Coverage Categories under FFCRA: 

 EPSLA:  

Two weeks (up to 80 hours) of paid sick leave at the employee’s regular rate of pay 
where the employee is unable to work because 1.) the employee is quarantined 
(pursuant to Federal, State, or local government order or advice of a health care 
provider), and/or 2.) experiencing COVID-19 symptoms and seeking a medical 
diagnosis.   
 
Two weeks (up to 80 hours) of paid sick leave at two-thirds the employee’s regular rate 
of pay (up to $200/day) because 1.) the employee is unable to work because of a bona 
fide need to care for an individual subject to quarantine (pursuant to Federal, State, or 
local government order or advice of a health care provider), or 2.) to care for a child 
(under 18 years of age) whose school or child care provider is closed or unavailable for 
reasons related to COVID-19, and/or 3.) the employee is experiencing a substantially 
similar condition as specified by the Secretary of Health and Human Services, in 
consultation with the Secretaries of the Treasury and Labor.   
 

 EFMLEA:  

An additional 10 weeks of paid expanded family and medical leave is available at 
two-thirds the employee’s regular rate of pay (up to $200/day) where an employee is 
unable to work due to a bona fide need for leave to care for a child whose school or 
child care provider is closed or unavailable for reasons related to COVID-19. 
 
An employee may also choose to use accrued personal and/or vacation leave. 
 

Questions?  Contact your supervisor or Human Resources (770-957-5107) for guidance.   
 


