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Policy: Red Zone Designation and Town office operations 

In response to Fairhaven’s red zone designation and the Governor’s November 2 mask mandate 
amendments, the Board of Selectmen have adopted the following policy amendments for the 
interest of public and employee safety, while maintaining service levels. 

Mask Mandate: The  November 2, 2020 guidance from Governor Baker on the use of masks in 
public settings is attached (Attachment A). Employees may continue to work without their masks 
on at their individual stations, with the following requirements: 

• Employees must wear masks when they are within six feet of each other - no
exceptions

• Employees must wear a mask when working with the public, regardless of the
presence of a Plexiglas barrier

• Employees should have a mask available at their desk and should put on their
mask if someone approaches them at their workstation.

• Employees must wear a mask at all times when: entering or leaving the Town
offices (until they have reached their vehicle); when moving throughout the Town
offices; and any other time they leave their workstation. New guidance from the
Governor’s Office indicates that any employee seeking a medical exemption from
the mask mandate must provide proof of medical condition to Human Resources
and/or their appointing authority in order to seek exemption.

• Office employees may only remove their masks when seated at their own
workstation, and only when separated from others by six or more feet or by
Plexiglas

Calling in Sick: The March 29, 2020 “Staying Home/Being Sent Home” sick time policy will 
remain in place, with the following changes: 

“Employees will be required to use sick time for this period of time. Once an employee 
reaches 10 days of sick time for Covid-related sickness (confirmed or suspected), they 
will begin to be charged sick time at ½ rate (i.e. 4 hours charged for 8 hours taken, etc.) If 
the employee does not have sick time accrued, they will be allowed to go into the 
negative. Sick time for all non-Covid-related conditions (confirmed or suspected) will not 
be eligible for this use adjustment. “Confirmed” means a test result confirming the Covid 
virus. “Suspected” means sickness after Covid exposure, and/or the presence of fever, 
coughing, shortness of breath, loss of taste/smell, even if a Covid test later comes back 
negative.” (See Attachment B) 

Remote meetings and contactless operations: The Board of Selectmen encourages the 
continued use of Zoom and Google Meets for holding meetings, instead of “in-person” meetings. 
Zoom/remote meetings should be the default meeting method. There should be continued 
promotion of the Tax Collector’s and Town Clerk’s drop boxes for constituent use. 
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Red Zone Town offices – November 12, 2020 

Rotating schedules, when possible: As long as there is no confirmed Covid transmission within 
the Town offices, operations should continue as established, with protocols in place to allow 
department heads to create rotating schedules of personnel according to office need and public 
functions. Employees who have work-from-home shifts, must be given work that can be done at 
home, and the equipment necessary to complete this work. It will be up to the discretion of the 
department head to manage work-from-home, and will be subject to Town Administrator review, 
with an emphasis on fairness and equity among staff members. 

Contact-tracing log: Public-facing offices will be provided a contact-tracing log by the Health 
department, and all visitors to Town offices will be required to provide their information – name, 
telephone number, date of visit. In the event the visitor does not sign the form, the service will 
still be provided and to the extent information is available the contact information will be added 
to the log by the department staff. The Health Agent will provide training to these public 
departments for the enforcement and retention of this record-keeping standard. 



Attachment A









Town of Fairhaven 
Massachusetts 

Office of the Town Administrator 
40 Center Street 

Fairhaven, MA 02719 

Tel: (508) 979-4023 
Fax: (508) 979-4079 

Staying Home or Sending Employees Home 

The coronavirus (COVID-19) is creating increasing concern in communities across the country and each day the infection 
spreads. In an effort to keep the virus from spreading, the CDC (Center for Disease Control) recommends that employees 
who appear to have acute respiratory illness symptoms (i.e. cough, shortness of breath) stay home and if upon arrival to 
work or become sick during the day, be sent home immediately. 

As a precaution, the Town of Fairhaven is encouraging sick employees to stay home if they exhibit symptoms of acute 
respiratory illness. These employees should stay home and not come to work until they are free of fever, signs of a fever, 
and any other symptoms for at least 72 hours, without the use of fever-reducing or other symptom-altering medicines (e.g. 
cough suppressants). Employees must notify their supervisor if they are sick and will not be coming to work. 

If employees come to work displaying the symptoms listed above, their department director or supervisor may send them 
home with the same restrictions listed above. 

Employees will be required to use sick time for this period of time. Once an employee reaches 10 days of sick time for 
Covid-related sickness (confirmed or suspected), they will begin to be charged sick time at ½ rate (i.e. 4 hours charged for 
8 hours taken, etc.) If the employee does not have sick time accrued, they will be allowed to go into the negative. Sick 
time for all non-Covid-related conditions (confirmed or suspected) will not be eligible for this use adjustment. 
“Confirmed” means a test result confirming the Covid virus. “Suspected” means sickness after Covid exposure, and/or 
presence of fever, coughing, shortness of breath, loss of taste/smell, even if a Covid test later comes back negative.”The 
employee will be required to earn back the sick time until they are no longer in the negative before they are able to use 
additional sick time. 

Until further notice, taking sick days will not be used to reduce an employee’s sick incentive bonus, if eligible, and any 
requirement to submit a doctor’s notice for sick time use will also be suspended for the duration of the Coronavirus threat. 

Employees, department directors, or supervisors should contact Human Resources with questions about when to stay 
home, send an employee home, or what paperwork is needed. Immunocompromised employees are encouraged to stay 
home regardless of presence of symptoms; in these cases, the employee may work from home, if their essential functions 
allows for remote work. The employee’s supervisor, with the assistance of the Town Administrator and Human Resources 
Director, will actively engage the employee to determine if work-from-home accommodations can be made without undue 
hardship; if they cannot be made, then the employee shall be charged sick time as outlined above. 

Quarantine after exposure to virus: Employees who have been exposed to Covid-19 are required to inform their supervisor 
of their exposure. Civilian employees are to quarantine for 14 days from the day of exposure, and public safety/first 
responders are to quarantine for 10 days from the positive testing date; employees must be free of a fever, without the use 
of a fever-reducing medication, for 72 hours before they may return to work. A re-test is not required to return to work.  

Please refer to the Coronavirus (COVID-19) Employee Safety Policies (Attachment A) for directives to prevent infection, 
and to prevent spread of the coronavirus. 

Attachment B



Revisions in red – November 5, 2020 

Attachment A 
Coronavirus (COVID-19) Policies 

For Employee Safety 
 
Employees are the backbone of providing services to the public and your health and safety is important to us. 
The following policies will be in place for your safety during the coronavirus outbreak. We ask that all of you 
read and follow these policies. 
 
 Precautions 

o Wipe down public counters and areas that the public and your co-workers frequently touch. (You 
are responsible for wiping down your own work areas and equipment). 

o Wash your hands regularly with soap and water. 
o Do not shake hands with the public or fellow employees. 
o Cough or sneeze into a tissue, or your elbow if you have no tissue; immediately wash hands. 
o Keep a safe social distances (six feet or more) from others when possible. 
o If you plan to travel outside of the country, notify your department head of where you are going. 
o Avoid sharing food utensils, containers, pens, and other personal items. 
o Distances yourself from someone who appears sick. 
o Avoid touching your face. 
o All work-related travel that is non-essential to COVID-19 containment is halted for the duration 

of this emergency. 
o Video conferencing is encouraged wherever possible. 

 
 Do not come to work 

o Upon returning from travel, be prepared to self-quarantine for 14 days before coming back to 
work from a CDC-identified high-risk country (time will be charged to sick time balance). 

o If you come in contact with someone who has been exposed to COVID-19, do not come to work. 
Contact the Health Agent for instructions. 

o If you have acute respiratory illness (cough, shortness of breath) and/or a fever greater than 
100.4 degree (f), do not come to work. 
 

 If/Then 
o If you show up at work with a cough or a fever, you will be sent home. 
o If you start to exhibit symptoms of a cough or fever while at work, you will be sent home. 
o If an outbreak occurs in Fairhaven, then we will contemplate closing all municipal buildings to 

the public. 
o If someone from the public visits a public building and we discover they have the coronavirus or 

have been exposed to the coronavirus, then we will close that building and have it sanitized. 
o If someone in the workplace is diagnosed with COVID-19 virus, we will close that building and 

consider work-from-home protocols. 




