CORONAVIRUS DISEASE 2019 (COVID-19) SUPERVISOR AND MANAGEMENT GUIDANCE
UPDATED: March 30, 2020

The Postal Service continues to monitor the spread of COVID-19 across the United States. The following
information is provided to assist you as managers and supervisors to communicate with your employees.

Key Facts to Emphasize:
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2) If you have employees exhibiting these symptoms: fever, cough, and shortness of breath,
provide them with a surgical mask and require them to go home and seek medical attention.
Then, inform the District Occupational Health Nurse Administrator (OHNA) immediately (OHNA
Contact Information).
3)1)The best preventive strategies against COVID-19 to communicate to your staff are:
e Wash your hands often with soap and water for at least 20 seconds, especially after
going to the bathroom; before eating; and after blowing your nose, coughing, or sneezing.
* __Avoid touching your eyes, nose, and mouth with unwashed hands.
o Wear some type of face covering (e.g. cloth or surgical mask) in public settings where other
social distancing measures are difficult to maintain, or as otherwise required by postal policy.
* Avoid being exposed through close contact (i.e., within six feet) with other people to the
extent feasible.
e Stay home when you are sick.

General Guidelines:

e Immediately report any communication you receive from the Public Health Office or Centers for
Disease Control and Prevention (CDC) concerning an employee’s health to your District Human
Resources (HR) Manager and District OHNA. Your District HR Manager and District OHNA will
provide you with instructions for future action.

e If an employee in your facility has contracted COVID-19 or has been directly exposed to someone
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and HR policies concerning COVID-19 resoureces can be found here

e Ensure approved hand sanitizer (containing at least 60% alcohol) is available at work.

e Ensure CDC posters concerning COVID-19 are posted in appropriate locations.

o Deliver stand-up talks regarding COVID-19 in a timely manner—while adhering to social distancing
requirements and ensuring that any deaf or hard-of-hearing employees are appropriately
accommodated.

e Provide the contact information of your District OHNA (OHNA Contact Information) and District
HR Manager to all employees under your supervision.

«—If not already required by postal policy, strongly encourage employees to wear some type of
face covering, including cloth face coverings and surgical masks. Provide surgical masks to any
employee who requests one, which can be ordered through eBuv PIusPFere%u;@eaLmask&

. Ensure Postal facmty is cleaned dally as per the MMO-031 20 Inf/uenza and Coronawrus
Clean/ng Contmgency
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e The circumstances in which employees may use Sick Leave for Dependent Care have
been expanded to include instances in which employees must care for a child as a result of
daycare closures, school closures, or the unavailability of a child’s primary caregiver as a




result of the COVID-19 pandemic.

Return to Work:
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¢ Contact your District OHNA if an employee who tested positive or has been quarantined as a close

contact is ready to return to work,
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DO NOT:

e Require medical documentation for employees to return to work from a confirmed COVID-19
related absence.

e Request fitness-for-duty evaluations for employees to return to work.

e Share specific health information about any employee, including an employee who is suspected
or who has been confirmed to have COVID-19.

e Make “medical decisions.”

Contact your District HR Manager or District OHNA if you have any questions.
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