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PREPARING TO 

RETURN TO WORK 

POST- 

CORONAVIRUS 

RESTRICTIONS 

FOR TOWN OF 

ASHLAND STAFF 

Questions, concerns, and ideas should be forwarded to 

Human Resources: 508-881-0100 x7910 or by email at 

humanresources@ashlandmass.com 
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SUMMARY 
 

The following document was created as a guide for returning to work 

after a public health pandemic. The Town of Ashland continues to face 

unprecedented challenges in the midst of the COVID-19 pandemic and 

responses will be dynamic along with changing circumstances. Many of 

the same general risks and concerns that existed at the outset of the 

pandemic will persist.  

As the Town prepares to re-open to the public, employee health and 

safety are of paramount concern. Any individual who needs to make 

changes to their work environment, schedule, or situation, should discuss 

first with their supervisor and department head. 
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1. 
ONSITE EMPLOYEE HEALTH 

AND SAFETY 

 
 

he Town of Ashland continuously monitors and adheres to local, state and federal 

communications, guidance, protocols and policies. 

 

The Town will take all reasonable steps necessary to ensure employee health and safety 

consistent with governmental guidance. See important safety posters in your building. Although 

this guidance is likely to evolve in the coming days and weeks, requirements currently include: 

 providing employees with personal protective equipment,  

 continuing to encourage telework for certain employees or operations,  

 applying social distancing rules within workspaces,  

 keeping common areas closed,  

 implementing employee health screening and monitoring measures (such as 

temperature checks or other medical tests and inquiries), and  

 maintaining environmental sanitary practices at worksites.  

 

Because COVID-19 poses a “direct threat”, compliance requirements have shifted during the 

pandemic. The Town can presently measure temperatures, and indeed may be required to do so. 

Additionally, the Town may also ask employees to disclose certain COVID-19-related health 

information, including why they are absent from work and whether they have virus symptoms.  

All such information will be treated as confidential medical records and will be protected in 

accordance with the ADA and any other applicable MA privacy laws. Additionally, if an 

employee becomes ill or exposed to COVID-19, there will be good reasons to want to share that 

information and use it for purposes of contact tracing, but it is also important to maintain the 

confidentiality of employees ’medical data as required by law, including the medical status and 

identities of diagnosed employees, unless an employee expressly consents otherwise. 

For your safety, all visitors to Town buildings will be by appointment only. Each visitor will 

be pre-screened with health questions and will be required to wear a mask. Hand sanitizer will 

be readily available and encouraged. 
  

T 
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2. 
POLICY ON ANTI-DISCRIMINATION 

 
 

he Town of Ashland recognizes the right of individuals to work and advance based on 

merit, ability and potential without regard to race, sex, age, color, religion, marital 

status, national origin or ancestry, genetics, sexual orientation, gender identity, active 

military status or disability. Non-discrimination and equal opportunity will be the policy of the 

Town in all of its employment programs and activities. 

 

Toward this end, the Town of Ashland commits itself to take affirmative measures to ensure 

equal opportunity in the areas of hiring, promotion, demotion or transfer, recruitment, layoff or 

termination, rate of compensation, in-service or apprenticeship training programs, and all terms 

and conditions of employment. The Town is committed to fostering and encouraging a 

workplace comprised of individuals of diverse backgrounds. 

 

Equal employment opportunity principles apply to return to work plans, including which 

employees to call back to work first or at all. The Town is committed to treating all employees 

equally under any Town policy or practice, including with respect to call backs, telecommuting, 

medical inquires, reasonable accommodations and the availability of leave or other benefits. 

These principles will be followed for all staff, even though governmental guidance on re-

opening the economy generally identifies older and certain disabled workers as particularly 

vulnerable to the virus. Absent further government guidance, orders or regulations, the Town 

does not have any blanket rules prohibiting older workers or workers with underlying health 

conditions from working or requiring such workers to work under different conditions than 

other employees. Per government statute, the Town will not engage in unlawful disparate 

treatment based on protected characteristics in decisions related to screening and exclusion. 

 

The CDC and others have warned of the stigmatization of individuals who have tested 

positive for COVID-19. The Town of Ashland will protect employees from discrimination and 

retaliation by other employees if they are known or suspected to have COVID-19. Additionally, 

the Town will not discriminate or retaliate against employees for being sick or taking leave that 

they are entitled to take.

T 
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3. 
ACCOMMODATIONS 

 
 

he Town of Ashland is prepared to grant reasonable accommodations. The recently 

issued guidelines encourage employers to strongly consider special accommodations 

for elderly workers and workers with underlying health conditions. The Town will 

engage in the interactive process required by the ADA with all employees who request 

reasonable accommodations and will grant reasonable accommodations when warranted, while 

at the same time avoiding discrimination against older or disabled workers.

T 
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4. 
PHASE I STAFFING 

 
 

Given re-opening requirements of social distancing, onsite operations are expected to not 

exceed 25% of normal staffing levels. Therefore, most offices will continue to rotate staff 

between remote work and onsite work. Remote workers will continue to submit task lists 

through Google Drive. Supervisors and Department Heads should review these 

frequently to ensure goals are being met and appropriate work is being done. 

 
 

OFFICE PHASE I PLAN PUBLIC 

INTERACTION 

Accounting 
Brittany will return to her normal 

schedule (onsite M-W, remote R-F) 
Carol will be onsite 

By appointment for 
public; as needed for 
staff 

Assessors 
Front desk rotation 
Assessor remote 

By appointment 

Treasurer/Collector 
1-2 people onsite on a rotating basis By appointment 

Town Clerk 
Continue onsite on a rotating basis By appointment 

Town Manager 
Continue onsite on a rotating basis By appointment 

Board of Health 
Continue onsite on a rotating basis: 
Laura onsite T,W,F and remote M,R 

By appointment 

Conservation 
Continue onsite on a rotating basis: 

Maeghan onsite T,W,F and remote 
M,R 

By appointment 

Economic 

Development and 

Communications 

Onsite Mondays and Thursdays, and as 
needed 

Remote Tuesdays, Wednesdays, and 
Fridays 

By appointment for 
public; as needed for 
staff 

Planning and 

Building 

Continue onsite on a rotating basis:  
Peter, Mike onsite M,W,F; remote T,R 
Ro, Frank remote T,W,F and onsite M,R 
Inspectors onsite Fridays 

By appointment 
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Human Resources 
1-2 people onsite on a rotating basis As needed for staff 

Community Center Recreation 
Judy - onsite for 2 days; remote for 2 

days 
Kelly - onsite for 3 days; remote for 2 

days 
 
Human Services 
Jennifer - onsite 4 days; remote Fridays 
Cara - onsite 4 days; Wednesday 3-7pm 

remote 
 
Senior Center 
Joanne - onsite for 4 days; remote 1 day 
Candy - onsite 
Kim - onsite 4 days (normal schedule) 
Jan - onsite 
Mary Jane - onsite giving rides up to 16 

hours; flexible possible food pantry 
hours 

By appointment 

Library Most staff onsite regular hours 
Celina Correa-Mark remote 

Curbside pickup 
• Monday - Thursday 
11:00am – 6:00pm 
• Friday - Saturday 
11:00am – 4:00pm 

IT Most staff onsite  
Ryan O’Leary remote 

By appointment for 
public; as needed for 
staff 

DPW Office staff to continue onsite on a 
rotating basis 

By appointment 
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5. 
TRAINING 

 
 

All employees should review the Return to Work training. Contact HR if you don’t receive this via 

email. Staff need to be fully aware of and adhere to the following practices: 

Social Distancing 
 The employee should maintain 6 feet and practice 

social distancing as work duties permit in the workplace. 

Wash Hands 
 The employee should wash their hand frequently 

throughout the day; alcohol-based hand sanitizers with at 

least 60% alcohol may be used when handwashing facilities 

are not available. 

Stay Home If You Are Ill 
 Employees should measure their temperature and 

assess symptoms prior to starting work. Ideally, 

temperature checks should happen before the individual 

enters the facility, but the Town reserves the right to check 

temperature or monitor for symptoms in the workplace. A 

non-contact thermometer would be used. 

Employees should ensure they are healthy prior to working onsite. 
If you have any of the following symptoms, you are NOT considered a “Well Employee” and you SHOULD NOT 

report to work onsite. Contact your supervisor or HR for further instructions.  

 Temperature of 100.4 or above (check each morning prior to reporting for onsite work) 

 Shortness of breath 

 New dry cough 

 Runny/ stuffy nose 

 Sore or irritated throat 

 Chills 
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Severe Symptoms 
 Look for emergency warning signs* for COVID-19. If someone is showing any of these signs, 

seek emergency medical care immediately. 

o Trouble breathing 

o Persistent pain or pressure in the chest 

o New confusion 

o Inability to wake or stay awake 

o Bluish lips or face 

*This list is not all possible symptoms. Please call your medical provider for symptoms that 

are severe or concerning. 

 Call 911 or call ahead to your local emergency facility: Notify the operator that you are seeking 

care for someone who has or may have COVID-19. 

Underlying Health Conditions 

 Based on what we know now, those at high-risk for severe illness from COVID-19 are: 

o People aged 65 years and older 

o People who live in a nursing home or long-term care facility 

 People of all ages with underlying medical conditions, particularly if not well controlled, are also 

considered high-risk for COVID-19 

o People with chronic lung disease or moderate to severe asthma 

o People who have serious heart conditions 

o People who are immunocompromised 

 Many conditions can cause a person to be immunocompromised, including cancer 

treatment, smoking, bone marrow or organ transplantation, immune deficiencies, 

poorly controlled HIV or AIDS, and prolonged use of corticosteroids and other 

immune weakening medications 

o People with severe obesity (body mass index [BMI] ≥40) 

o People with diabetes 

o People with chronic kidney disease undergoing dialysis 

o People with liver disease  
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RESOURCES 
 

 
 

Here are some additional resources to help you through this transition. 
 

Ashland 

COVID-19 

Phone 

COVID-19 TOWN HOTLINE:  508-532-7900 

Ashland 

COVID-19 

Email 

Covid19@ashlandmass.com 

Ashland 

COVID-19 

Website 

https://www.ashlandmass.com/765/Coronavirus-2020 

CDC https://www.cdc.gov/coronavirus/2019-ncov/index.html 

MA DPH https://www.mass.gov/resource/information-on-the-

outbreak-of-coronavirus-disease-2019-covid-19 

 

Covid19@ashlandmass.com
https://www.ashlandmass.com/765/Coronavirus-2020
https://www.cdc.gov/coronavirus/2019-ncov/index.html
https://www.mass.gov/resource/information-on-the-outbreak-of-coronavirus-disease-2019-covid-19
https://www.mass.gov/resource/information-on-the-outbreak-of-coronavirus-disease-2019-covid-19

