Town of Ashland / COVID-19: Employee Guidance and Protocols
Town leadership has made a commitment to getting through this extraordinary time with as little disruption to
our workforce as possible. There is much we simply do not know about this public health situation, and actions
that are taken out of an abundance of caution can sometimes feel very stressful. Please know that we are doing
our very best to support you through these challenging times.
Even though Town buildings have been closed, open by appointment only,
Town operations continue, though in a somewhat modified capacity. The
Centers for Disease Control and Prevention (CDC) guidance recommends that
SOCIAL DISTANCING
we all practice social distancing. In order to do that effectively while keeping
REMOTE WORKING
the Town government operating, it is important that we maintain social
distancing at work and allow for remote work arrangements for those whose work can be done from an offsite
location when necessary. If you have questions about your own work location and expectations, please contact
your supervisor or HR. Town leadership will continue to adhere to local and national public health guidance and
we will provide regular updates to you regarding the duration of these work arrangements.
In general, during this time period that Town of Ashland buildings are closed to the public, or open in alternate
capacities, Town of Ashland staff should continue to report to work based on schedules developed with their
department head. We understand people may have unique situations that make coming into work challenging
and we will be working through these cases on an individual basis.
1)

If you are immunocompromised, or have certified health issues that put you at risk for working outside of
the home during this public health crisis, please discuss your situation with your
Immunocompromised
department head.

2)
If you have concerns about your workplace, don't feel comfortable for your own health
and safety being in Town buildings, or have a unique situation that makes it difficult for you to
work your normal schedule in the office, please contact your department head.

General
Concerns

Employees in these situations who are unable to work remotely may be approved to use accrued
sick time or other accrued paid time off.

Required
Isolation or
Quarantine

3) If given your personal situation you have been advised to quarantine or remain isolated
for a period of time, please contact your department head or HR as soon as possible to
discuss adjusting your remote work schedule, or to determine paid leave options available.

All staff members who TEST POSITIVE for COVID-19 - ISOLATE for 5 days.
First responders and non-administrative DPW workers
On Day 6, if they have NO SYMPTOMS, they may return to normal work functions as long as they test
negative with an ANTIGEN test, but ARE REQUIRED TO MASK AT ALL TIMES when around others.
On Day 6, if they have ANY SYMPTOMS, they must continue to ISOLATE through Day 10 and until they
have NO SYMPTOMS. Once they are symptom free, they may return to normal work functions, but ARE
REQUIRED TO MASK AT ALL TIMES when around others.

Administrative staff from any Town building
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If they have NO SYMPTOMS, they should work remotely (with department head oversight) for 10 calendar
days. On Day 11 they may return to a normal work schedule, but ARE REQUIRED TO MASK AT ALL TIMES
when around others.
If they have ANY SYMPTOMS, they must continue to ISOLATE (using EPSL pay, as available, or PTO) until
they have NO SYMPTOMS. Once they are symptom free, they may work remotely until the end of the 10
calendar day period. Upon return to Town buildings, they ARE REQUIRED TO MASK AT ALL TIMES when
around others.
You will find a wealth of information on the
https://www.ashlandmass.com/765/Coronavirus-2020.

COVID-19

situation

on

the

Town

website:

●
If you find yourself out of work to care for someone in your family, FMLA Leave is available to
staff. Contact HR to discuss your specific situation.
●
Coverage may be available for telemedicine through many health plans. More information can be
found on your healthcare provider’s website. The HR website has links that you may find beneficial.

Personal Preparedness

All staff are urged to take basic preventative measures to prepare themselves and their families to avoid
exposure to or infection by the virus causing COVID-19. As stated above, staff who need to and are approved by
department heads, HR, and the Town Manager should work remotely as scheduled, until notified otherwise.
Contact the Employee Assistance Program at 800-451-1834 for help with feelings of stress or anxiety about
these events, or to get legal or financial guidance.

Pay Guidelines
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The Town will do everything possible in each unique situation to maintain continuity of pay.
Staff who cannot work onsite or remotely for their own sickness, to care for an immediate family member, or if
they are quarantined or isolated due to illness will be able to used accrued PTO or COVID leave if available.

Remote and Flexible Work Options
We continue to encourage utilization of remote work for employees in cases where it is necessary and feasible.
Department Heads will work with HR and the Town Manager’s Office as appropriate to continue some remote
options while ensuring that departments remain open. Department Heads and employees are also expected to
explore flexible scheduling models that take advantage of social distancing while still working onsite for duties
that are best performed onsite.

Well Employees
Well employees are considered able to work, even if they have been in contact with or are caring for someone
who is ill with an ordinary respiratory illness — in which case, typical preventive measures are recommended for
them as caregivers.
While affording for maximum flexibility, well employees may be asked to come to work unless they have been:
●
Caring for someone with a confirmed case of COVID-19, in which case their local health department will
require that they quarantine.
●

In the same household as someone who is isolating or quarantined.

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

If you or anyone in your household has any of these symptoms or has had unprotected exposure with a known
or suspected case with COVID-19, please contact HR before reporting to work onsite.

Employees Experiencing Symptoms of Illness
Employees who have symptoms of illness should stay
home and not come to work until they are free of
fever, and any other symptoms, for at least 24 hours,

SYMPTOM FREE FOR 24 HOURS
without the use of
symptom-altering medicines
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without the use of fever-reducing or other symptom-altering medicines (e.g., cough suppressants). A
fever is defined as a temperature of 100.4 degrees Fahrenheit or 38 degrees Celsius taken by an oral
thermometer. Employees with concerns or questions about their illness or seeking advice about
whether to come to work should contact their primary care physician to manage their situation
appropriately.
Employees who are not feeling well should stay home. If you come to work, your manager may send
you home if they are concerned about the appropriateness of your being in the workplace. If you are
sick or aren’t feeling well, the most important thing is for you to take care of yourself so that you feel
better and stay away from others so that your illness doesn’t spread.
If you are already working onsite and start to feel ill, you should immediately separate yourself from
other employees, inform your supervisor that you aren’t well, and go home. If you have symptoms that
you are concerned about, contact your primary care physician ASAP.
If you or a colleague is diagnosed with COVID-19, your department will request special cleaning of your
workspace.
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FAQs
Do I have to work remotely?
Town buildings are open to the public by appointment only. If you cannot, or would rather not, work onsite,
working remotely offers you the opportunity for pay continuity without the use of paid accrued time off. The
Town has worked out a plan for staff to work in clean environments with room for healthy spacing, so if you are
working onsite, please have a social distancing plan in place.
Do I need to disclose to the Town of Ashland or to my local health department if I have been exposed or if
someone in my family has been exposed to the coronavirus?
For your safety and the safety of your co-workers it is important that you speak with someone at the Ashland
Health Department and your own local health department so they can manage your situation appropriately.
They will keep your identity confidential.
My colleague fell ill in the office and then was isolated. Do I need to be isolated or quarantined?
The Ashland Health Department will decide on quarantine or isolation by individuals and households.
If I get sick, how will my health bills be handled?
COVID-19 expenses would be submitted under traditional health care coverage, including prescriptions and
other treatment. All health care plan provisions, including medical necessity, in-network vs. out-of-network
coverage, deductibles, co-payments, and out-of-pocket expenses will apply as with any claims submission.
If I come in close contact with someone who has tested positive for COVID-19, can I work?
Employees who come in close contact with someone who has tested positive for COVID-19 must follow Board of
Health guidelines. Generally, if you have no symptoms you may continue to work but proper masking is
required. If you have any symptoms, you should get tested and follow related protocols.

5

edited 3/8/2020, 1/11/22

Town of Ashland / COVID-19: Employee Guidance and Protocols

Workers at Higher Risk
Employees who are at increased risk for complications from COVID-19 due to underlying health conditions are
urged to consult their physician about steps they can take to protect their health. These may include requesting
a temporary change in job location, hours, assignment or duties, or implementation of additional protective
measures to reduce their risk of infection.
If an employee is at risk for complications from COVID-19 and their physician agrees that increased social
distancing in the workplace is prudent, but do not feel full removal from the workplace is needed, the employee
should contact Human Resources to formally request a temporary change. Human Resources will confidentially
evaluate the request, explore alternatives, and attempt to appropriately address the employee’s health
concerns while maintaining the Town of Ashland’s operations. A doctor’s note may be required.
Except for employees who formally request a change in job circumstances due to underlying health conditions,
employees will generally not be reassigned to new duties, locations, or roles or be provided with paid
sick/release time solely to address concerns about the potential for COVID-19 infection.

Quarantine or Isolation
Isolation and quarantine are research-based public health practices used to stop or limit the spread of
communicable disease.

Remote Work
Contact Human Resources to assist in making remote work arrangements.
Computers used remotely may need to be configured for Virtual Private Network (VPN) access to MUNIS or
servers for Town-owned laptops.
All work done remotely needs to be recorded in an assigned Google Drive Task List. These lists will be reviewed
frequently by the supervisor and department head, and may also be examined by the Town Manager, Assistant
Town Manager, or Human Resources.
Here are some creative ideas we've heard from Town colleagues who are experimenting with staff coverage that
reduces the number of individuals required to work onsite on a given day while supporting operations:
●
Consider alternating or rotating schedules for your team where possible and re-evaluate this approach
on a weekly basis. The idea is that, in general, team members could share on-site responsibilities but not all
members would need to be on-site every day.
●
Experiment with different schedules. If you try something one week that does not work for your team,
adjust the following week.

Essential Employees
The Town of Ashland is a continuously operating residential Town and many employees must work onsite to
provide services that are essential to residential life, health and safety, the protection of physical assets, or the
continuity or resumption of programs and operations.

Employee Attendance
Supervisors and Department Heads must not pressure others to come to work if they are ill or need to stay at
home to care for ill dependents. Conversely, if essential employees are well, they should not be pressured to
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stay away from work for reasons such as their ethnic or racial background, place of residence, or status as a
caregiver for a sick family member. Local or state health departments will determine when an employee is
required to stay out of work, and in the absence of that guidance, employees should come to work when they
are well.
The Town encourages Department Heads to afford flexibility during this time to help minimize the spread of the
illness. Discuss and arrange to work from home in cases where it is necessary and feasible.
If someone is sick, they should focus on taking care of themselves and not be asked to work from home.
Supervisors should be sure that employees are aware of CDC prevention guidance.
Given the Town’s commitment to maintaining a safe and healthy workplace for all, department heads and
supervisors (with the support and involvement of HR as needed) should ask employees who are exhibiting
symptoms of respiratory illness to go home and stay home until 24 hours after they are free of symptoms.
Please cooperate with department heads who are taking on this uncomfortable responsibility for community
well-being.
A doctor’s note or documentation of dependent care responsibilities will not be required from employees when
using sick time in these instances, except when employees are returning from long-term disability or a workers’
compensation-related absence.

Volunteer Service
Regular full- and part-time employees who are trained and registered as emergency responders with the Red
Cross or other similar organizations may be granted some paid leave per calendar year for time away from work
needed to provide volunteer services emergency response. Please contact Human Resources for more
information.

Operating Status
Staff may have concerns about measures that may need to be taken by the Town in the event of widespread
local, regional or national transmission of COVID-19. The Town has extensive and thorough emergency
procedures and is committed to doing everything it can to ensure the health and safety of our community.
Because this is a rapidly changing situation, the Town of Ashland continues to enact a range of preventative
measures based on guidance from state and local health officials, including a partial or full closure of Town
buildings if necessary to protect public health.
Please be sure to check for changes to the Town operating status at http://ashlandmass.com as the definitive
source for timely information about the Town of Ashland’s operating status.
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FAQs
What do I need to tell my supervisor if I am quarantined by the health department?
As with any absence, you are expected to notify your supervisor as soon as possible. The Ashland Health Department plans
to inform Human Resources about individuals who have quarantined, but it is an employee’s responsibility to communicate
as well. During a period of quarantine, the employee is considered to be well and therefore will be expected to work remotely
if their job responsibilities permit it. For this reason, it will be important for you to communicate with your Department Head
to ensure mutual agreement regarding the expectations and deliverables during the arrangement.
I am quarantined, am I able/expected to work remotely?
During a period of quarantine, the employee is considered to be well and therefore will be expected to work remotely if their
job responsibilities permit it. Individuals who work remotely while quarantined will receive regular pay. If an individual who
is quarantined develops symptoms, they should contact their Health Department to manage their situation appropriately.
I am in isolation. Can I work?
No. You are in isolation because you are not well and showing symptoms. It is important that you focus on your own wellbeing and not work during the period of isolation.
Due to the uncertain nature of this illness, staff may claim their time off as FMLA if they are isolated under a directive from a
recognized public health official (Ashland Health Department, other local health departments, etc.). Such leave is subject to
all the other regular definitions of FMLA. Please contact Human Resources for more information. You may supplement FMLA
with emergency paid sick leave, if qualified, or sick or other accrued paid time off.
When an individual is isolated, do members of the household need to isolate or quarantine as well?
If an individual is isolated, their household family members would likely be required to quarantine. If you or other family
members show symptoms, then you or others may be isolated as well. The local Health Department makes decisions about
isolation and quarantine.
If a family member I live with, or care for, is quarantined, should I still come to work?
You should talk with your Department Head as soon as possible about if you will be able to fulfill your job responsibilities
remotely.
Due to the uncertain nature of this illness, staff may be able claim their time off as FMLA if they meet both of these
requirements: (1) a family member is quarantined under a directive from a recognized public health official (Ashland Health
Department, other local health departments, etc.), and (2) that family member is regularly dependent upon them for care.
Such leave is subject to all the other regular definitions of FMLA. Please contact Human Resources for more information. You
may supplement FMLA with accrued paid time off.
Those who are not caring for the quarantined family member (and therefore cannot claim the time off as FMLA) and whose
work does not permit them to work from home should contact their Department Head to explore the possibility of an
alternate work assignment that can be done remotely. If an alternate assignment isn’t possible, you may use your sick or
other accrued paid time off, or take an unpaid leave.
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