
Hood River County Library District
Coronavirus COVID-19 Employee Policy

Due to the ongoing changes in COVID-19 protocol and infection information, this Policy is in 
addition to any COVID-19 regulations and orders that are in effect as set by the state or 
federal government. In the event of any conflict between this Policy and state or federal 
government regulations, the state or federal regulations shall prevail.

Purpose
This policy includes the measures the District is actively taking to mitigate the spread of 
coronavirus. Employees are kindly requested to follow all these rules diligently to sustain a 
healthy and safe workplace in this unique environment. It’s important that employees all 
respond responsibly and transparently to these health precautions. The District will always 
treat employees’ private health and personal data with a high level of confidentiality and 
sensitivity.

This coronavirus (COVID-19) District Policy is subject to changes with the introduction of 
additional governmental guidelines. If changes are necessary, the District will update 
employees as soon as possible by email.

Scope
This coronavirus policy applies to all of our employees and those who work in the District 
libraries.

Policy elements
Here, the District outlines the required actions employees should take to protect themselves 
and their co-workers from a potential coronavirus infection.

General Guidelines
Employees shall adhere to the following basic guidelines as follows:

• OPTIONAL: Wearing cloth or paper face coverings over your nose and mouth at all 
times when you are working for the library indoors and outdoors, unless an 
accommodation or other exemption applies.
◦ Paper masks or KN95 masks are available.

General Hygiene
Employees shall use the following general hygiene practices:

• Frequently wash hands or use alcohol-based (at least 60% alcohol) hand sanitizer 
when soap and water are not available 
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• Avoiding touching eyes, nose, and mouth 
• Stay home when sick 

Cleaning and disinfecting procedures

Facilities
• Janitorial service occurs every 24 hrs on the days the library is open to staff and/or 

patrons. [Increased areas cleaned and sanitized]
◦ Sanitize and wipe down all public and staff area counters, door handles (inside and 

outside building), tables, computer desks, computer keyboards and mice, end 
tables, and meeting room tables and meeting room sink.

◦ Clean and sanitize all bathroom floors, counters, bathroom stall doors and handles 
(inside and out), sinks, toilets and changing tables.

◦ Clean and sanitize staff kitchen counters, sink, floor and tables.
◦ Clean and sanitize elevator floor, walls, and buttons outside the elevator.
◦ Clean and sanitize ADA buttons (Four total located inside/outside long hallway on 

lower level and two total located inside/outside front door of building).
• Clean and sanitize all hard floors and vacuum carpets

Training
The following training programs are required for staff:

• Videos [Staff wiki]
◦ Required: HR ANSWERS OSHA Required Training; Password will be provided.

Procedures for Reporting Workplace Hazards for COVID-19
An employee is responsible for notifying the Library Director or Assistant Director regarding a 
workplace hazard related to COVID-19.

The employee shall submit a hazard report form on the staff wiki which will be delivered to the
Library Director and Assistant Director. Administration will solve the issue immediately or 
assign to the appropriate department to resolve. Corrective actions will be recorded and 
preventative actions will be implemented. The employee who made the report will be notified.

Employees health
Self monitor health

Before leaving for work
1. Check temperature [Thermometers are provided to all staff members]
2. Screen yourself by asking if you have any of the following symptoms

• Cough
• Shortness of breath or difficulty breathing
• Fatigue
• Fever 100.4 degrees F or higher
• New loss of taste or smell
• Congestion or runny nose
• Chills
• Sore throat
• Muscle or body aches
• Runny nose or congestion

https://www.surveymonkey.com/r/HRAgenCOVID-19
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• Nausea or vomiting
• Diarrhea

3. If you answer yes to any of these symptoms, you will need to do the following.
• Contact the Library Director or Assistant Director to discuss the current 

Oregon OSHA, OHA, and CDC guidance.
• You are required to report if you have a confirmed case of COVID-19.

Employee with diagnosed COVID-19
Step 1:

• Employee will be sent home to self-isolate; or, if employee is home, they shall not 
come to work.

Step 2:
• Isolate for at least 5 days after illness onset.
• To return to work staff member must meet the following criteria:

◦ Fever-free for 24 hours (without use of fever-reducing medication)
◦ COVID-19 symptoms greatly improved. 
◦ Wear KN95 or N95 mask for days 6-10.

Close Contacts
• Employees who have had a substantial exposure to someone with confirmed COVID-

19 or a presumptive COVID-19 case should report the situation immediately to their 
supervisor. 

• The supervisor will inform the employee of the current Oregon OSHA, OHA, and CDC 
guidance. 

• See below for the definition of substantial exposure COVID-19.

Definition – Substantial Exposure COVID-19

• “Close contact”– An employee will be considered “substantially exposed” if they had
“close contact” with a person who has been diagnosed with COVID-19 or a 
presumptive COVID-19 case. The term “close contact” means the following:
◦ Within 6 feet of a confirmed COVID-19 case or presumptive COVID-19 case for 

15 minutes or more within one day. The time is cumulative over a 24-hour 
period and does not have to be consecutive. 

◦ Contact with infectious secretions or clinical specimens.
•

COVID-19 Workplace Exposure
• Employees will be notified if they have been exposed to COVID-19 within 24 hours of 

the employer being made aware that an individual with COVID-19 was present in the 
workplace while infectious or otherwise may have had work-related contact with 
employees while infectious

• A email, text, or phone notification will be issued by email and/or phone stating the fact 
of exposure without specifics to maintain confidentiality of employee as required by the 
Americans with Disabilities Act (ADA).

Cleaning and disinfecting work place
• The areas used by the person who is sick will be closed off and employees will not 

use those areas until after cleaning and disinfecting.

• The janitorial service will wait several hours before they clean and disinfect.
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• If less than 24 hours have passed since the person who is sick or diagnosed with 

COVID-19 has been in the space, the janitorial service will clean and disinfect the 
space.

• If more than 24 hours have passed since the person who is sick or diagnosed with 
COVID-19 has been in the space cleaning the regular every 24-hour cleaning is 
enough.

Emergency Paid Sick leave
All employees with regularly scheduled hours, shall receive one week continuous (up to 5 
workdays) of regular pay through the duration of the Public Health Emergency, June 30, 
2022. 

If the employee is unable to work (or unable to telework) due to a need for leave 
because the employee:

1. is subject to a Federal, State, or local quarantine or isolation order related to COVID-
19;

2. has been advised by a health care provider to self-quarantine related to COVID-19;

3. is experiencing COVID-19 symptoms and is seeking a medical diagnosis;

4. is caring for an individual subject to an order described in (1) or self-quarantine as 
described in (2);

5. is caring for a child whose school or place of care is closed (or child care provider is 
unavailable) for reasons related to COVID-19; or

6. is experiencing any other substantially-similar condition specified by the Secretary of 
Health and Human Services, in consultation with the Secretaries of Labor and 
Treasury.

Emergency Paid Sick leave Documentation and Leave 
Request form

If employees wish to use Emergency Paid Sick leave they must do the following.

• Fill out the leave request form located on the staff wiki and submit the form to the Library 
Director.

• Provide documentation and/or test results to support their request.

Approved by the Board of Directors, July 16, 2020
Last revised, April 7, 2022
Last reviewed, April 7, 2022

https://hoodrivercountylibrary-staffwiki.pbworks.com/w/file/140153472/Extended%20leave%20request%20form.pdf
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