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Social Distancing and Safety Precautions 
 
Background 
 
The Governor’s order issued on May 1, 2020, requires that all employers adopt a plan to ensure a 
safe work environment.  That plan must be provided to employees and posted for the public.  In 
creating this plan the following was taken into consideration: 

 The Governor has renewed his declaration of a public health emergency through June 4th 
and has issued a plan for a phased reopening of Indiana. 

 The Marion County Health Department has extended the provisions in the Governor’s 
original stay at home order (now known as Phase 1) for Marion County through May 15th.   

 On May 12, 2020, MCHD issued a new order which adds further restrictions for individuals 
and employers in Marion County through June 1st. This order allows some areas to begin to 
move to Phase 2 while keeping some areas in Phase 1. Specifically: 

o “All workplaces that remain open or that reopen must reduce their on-site workplace 
staffing to the minimum required to perform the business’s essential operations.  
Whenever possible, adjusted shifts, remote work, or other arrangements should be 
made to minimize the number of people in a workplace at any given time.” 

o “Hold all necessary meetings by telephone or videoconference whenever possible” 
o All playgrounds are to remain closed. 
o Allows gatherings of up to 25 people.  

 COVID-19 is a novel virus so it is something we have never encountered before. Therefore, 
we are learning more about it every day.  This means we are operating with a lot of 
uncertainty and guidance often changes based on new information.  In light of these ever 
changing circumstances, the best we can do is follow the advice of public health experts.   

 This plan is based on requirements as well as recommended guidelines issued by the CDC, 
OSHA, ISDH, the local health departments, general orders of the Governor, Indiana’s Back 
on Track Plan, and the White House’s Opening Up America Again plan.  If guidance 
contradicts we will look to the most local level of guidance as it would be most applicable to 
our situation.  

 By implementing both required and recommended practices we: 
o Decrease the likelihood of exposing staff and visitors to the COVID-19 virus; 
o We mitigate the likelihood of transmission among town staff and thereby reducing 

the possibility of an outbreak at town hall which could force us to shut down town 
hall completely and impair our ability to provide even essential services; and 

o Manage the risks associated with the virus and reduce the likelihood of liability of 
the Town for COVID-19 related claims.    

 The Governor’s executive order clearly states that it is the duty of every governmental body 
and official to cooperate with the Indiana State Department of Health and the Indiana 
Department of Homeland Security on all matters concerning the public health emergency.   

 Through Phase 1 of the plan (extended to May 15th for us by MCHD order) all individuals are 
to stay home and only leave for essential business. 
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 Through Phase 2 of the plan (May 16th – 23rd) all individuals should stay home as much as 
possible to reduce transmission 

 High risk individuals are urged to stay in their residences unless traveling for medical care or 
to obtain necessary supplies throughout Phases 1 & 2.  In Phase 3 it is recommended they 
use caution and limit exposure in the community. 

 Through Phase 3, the recommendation for local governments is to continue limiting public 
access to facilities. 

 The guidelines across all agencies recommends allowing teleworking, flexible shifts, flexible 
leave policies, special accommodations for at-risk individuals for an extended period of time.      

 Both the Governor’s plan and the White House’s plan call for returning workers back to the 
workplace in phases.  

 The Governor’s order requires us to follow IOSHA guidelines and safety measures.  It also 
includes a reminder that all employers are to abide by the General Duty Clause which 
requires them to provide a workplace free from recognized hazards. 

 On May 12, 2020, MCHD issued a new order which adds further restrictions for individuals 
and employers in Marion County through June 1st. This order allows some areas to begin to 
Phase 2 while keeping some areas in Phase 1. Specifically: 

o “All workplaces that remain open or that reopen must reduce their on-site workplace 
staffing to the minimum required to perform the business’s essential operations.  
Whenever possible, adjusted shifts, remote work, or other arrangements should be 
made to minimize the number of people in a workplace at any given time.” 

o “Hold all necessary meetings by telephone or videoconference whenever possible” 
o All playgrounds are to remain closed. 
o Allows gatherings of up to 25 people.  

 
 
In General 
 

 The town manager will stay informed regarding requirements, guidelines, and 
recommendations and will update this plan accordingly.  

 This plan is designed to apply to the town staff and members of the public entering the 
building to do business with town staff.  The Clerk Treasurer’s Office may choose to also 
adopt it.  However, the Police Department should consult guidelines for public safety before 
adopting a plan of its own.   

 
 
General COVID-19 Information 
 

 You should not come to work if sick. If sick please stay home until free of fever for 72 hours, 
symptoms have improved over 72 hours, and at least 7 days have passed since symptoms 
began.  
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 If you have symptoms associated with COVID-19, or you test positive for COVID-19, you 
should contact your health care provider and follow his/ her recommendations. Do not return 
to work until speaking to your supervisor.  

 If you have been exposed to the COVID-19 virus, you are required to immediately report the 
exposure to your supervisor.  Because of this exposure, you may be directed to self-
quarantine and refrain from coming to work for a period of time up to 14 days. 

 Familiarize yourself with the town’s pandemic leave policy. 

 Employees must check their temperatures and do a self-assessment before reporting to 
work every day. Any symptoms should be reported to your supervisor who can then advise if 
you should come to work.  Symptoms include: 

o Cough  
o Shortness of breath 
o Or two of the following: 

 Fever 
 Chills 
 Repeated shaking with chills  
 Muscle pain 
 Headache 
 Sore Throat 
 New loss of taste or smell 

 If you experience symptoms while at work notify your supervisor immediately. 
o Employees who develop symptoms while at work should leave the worksite 

immediately, provided you are not leaving unsafe conditions due to the nature of 
your work.  Contact your supervisor as soon as possible 

o If leaving immediately is not possible, the employee should be isolated in a separate 
room from the rest of the staff.  The room should be one not frequently used by 
staff.  Example: at town hall it would be the council chambers.  

 A daily schedule of employees on site will be kept by supervisors to allow for easier contact 
tracing in the event of a positive test among staff or visitors 

 Flexible accommodations will be made available for high risk individuals if requested.  High 
risk individuals include 

o People age 65 and older 
o People with underlying conditions such as: 

 Asthma 
 Chronic lung disease 
 Diabetes 
 Serious heart conditions 
 Severe Obesity 
 Immunocompromised 
 Lung disease 

 Employees who have children whose day cares or schools have been closed due to COVID-
19 should talk to their supervisors about alternative work accommodations if needed.   
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Employees must practice good hand hygiene, respiratory etiquette, and social distancing 
 

 Sneeze or cough into a tissue or your elbow 

 Wash hands frequently and thoroughly, especially upon arrival to work and after touching 
your face, sneezing, coughing, touching surfaces in common areas, using the restroom, and 
eating  

 When washing your hands is not an option, use hand sanitizer of at least 60% alcohol 

 Immediately throw away tissues after use 

 Employees are not to ride in vehicles together if it can be avoided 

 Employees should avoid entering the work spaces of other employees if possible. Have 
conversations with those in offices by standing at their doors instead of entering their offices.   

 Stay at least six feet away from other staff members 

 Those with individual work stations must mark a point of six feet away from their station on 
the floor with tape or a sign.  

 Staff members should attend meetings virtually or by telephone when possible.  In person 
meetings must be avoided when possible. No more than (5) people are allowed to be 
present for an in-person meeting held at town facilities.  All participants must wear a mask 
and the meeting space must be sanitized before and after the meeting 

 Employees may not congregate in common areas 

 Facemasks are encouraged, especially when in common areas.  If staff members are 
working closely or have to enter the work space of other staff members, they must wear face 
masks.  

 If the local health department or state health department orders the use of face masks in 
public places, the town will ensure it is complying with the specific terms of the order.   

 Gloves, face masks, hand sanitizer, and disposable thermometers will be provided to 
employees 

 Employees should use gloves when opening mail or cleaning common areas 
 
 

General Housekeeping 
 

 Common areas, surfaces in common areas, light switches, and doorknobs will be sanitized 
regularly 

 Windows should be kept open when possible to increase air flow 

 Interior doors should be propped open when feasible to avoid touching doorknobs. 

 Employees should avoid touching surfaces outside their individual work spaces 

 Use tissues to touch surfaces in common areas when possible 

 If an employee touches a surface in a common area, they must disinfect the surface after 
use. Disinfectant and paper towels will be kept in all common areas for this purpose 

 Employees must limit the sharing of work spaces, supplies, equipment, and tools whenever 
possible 
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 Employees should sanitize their individual work spaces daily and try to keep their desks free 
of paper and clutter 

 Hand sanitizer, soap, tissues, and no-touch trash receptacles (if trashcans have lids they will 
be removed) will be provided throughout the facilities.  

 The town will install high-efficiency air filters. 
 
 
Staffing levels 
 

 Teleworking will be encouraged through Phase 3 of the Governor’s Back on Track Plan, 
which is planned to end June 14th.  The town manager will provide schedules for employees 
who are able to telework.  The schedules will change periodically as employees return in 
phases, but remain flexible for employees who are considered high-risk and employees who 
have children whose schools and/or daycares are closed. 

o Phase 1 – one to two employees will be present at town hall during normal business 
hours. This will continue through June 1st per MCHD order 

o Phase 2 – two to three employees will be present at town hall during normal 
business hours 

o Phase 3 – two to four employees will be present at town hall during normal business 
hours 

o Phases 4 and 5 – The town manager will determine teleworking schedules for 
applicable staff members depending on the current level of local transmission. 

 Those unable to telework – Schedules will be determined by the Director of DPW.  
Alternative shifts or hours may be implemented if circumstances are warranted 

o Phase 1 – staffing levels reduced. Through June 1st, onsite employees will be 
reduced to the minimum number required to maintain essential functions per order 
of MCHD. The DPW Director will determine the number of staff members required to 
be onsite to maintain this level.  

o Phases 2 & 3 – Regular staffing levels resume.  Specific hours and days of shifts 
may be altered as needed.  

o Phase 4 – Staffing levels and hours will return to normal unless alternate shifts or 
hours are determined to be warranted by the DPW Director. 

 
 
Public Access and Interaction 
 

 Public access to town hall 
o The Governor’s plan recommends limiting public access to government buildings 

through Phase 3 (June 13th). 
 Phase 1 (through June 1st) – Town hall is open during regular hours but 

accessible to the public only by appointment 
 Phase 2 – Town hall is open during regular hours. Open public access is 

limited to the hours of 10 a.m. – 12 p.m. for high risk individuals, and 1 p.m. 
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– 3 p.m. for everyone else.  However, members of the public are still 
encouraged to make appointments.   

 Phase 3 – Town hall is open during regular hours. Open public access is 
limited to the hours of 9 a.m. – 12 p.m. for high risk individuals, and 1 p.m. – 
4 p.m. for everyone else.  However, members of the public are still 
encouraged to make appointments.   

o Throughout the pandemic 
 Staff members should engage with members of the public through the glass 

window. If that is not possible interactions should take place in council 
chambers or outside and face coverings are recommended. 

 Only one visitor at a time will be allowed in the area between the town 
admin entrance and the glass service window. 

 Signs will be posted telling visitors to sanitize and/or wash hands before 
entering the town offices. 

 Face masks, disposable thermometers, tissues, and a trash receptacle will 
be made available in the lobby for visitors to use. 

 If the local health department or state health department orders the use of 
face masks in public places, the town will ensure it is complying with the 
specific terms of the order.   

 Hand sanitizer and tissues will be kept in council chambers, the kitchen, 
and the conference room.  Hand sanitizer will also be kept at the glass 
window. 

 Playgrounds and basketball courts in Marion County will continue to be closed until at least 
June 1st per the order of MCHD.  In Hancock County they will continue to be closed at least 
through May 23rd.  Once open, social distancing signage will be posted and equipment will 
be sanitized once a day. 

 
 
 

Public Meetings and Hearings 
 
Background 
 
For public meetings and hearings, there are no hard and fast rules but here are guidelines and facts 
to consider: 

 The Governor has renewed his declaration of a public health emergency through June 4th 
along with his orders that allowed for virtual meetings. 

 The original purpose stated in his order for allowing virtual meetings was to reduce the 
number of individuals who would have to attend in-person. 

 The Governor’s order also stated that local governments should make efforts to allow the 
public to attend virtually.   

 Through Phase 1 of the plan (extended to May 15th for us by MCHD order) all individuals are 
to stay home and only leave for essential business. 
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 Through Phase 2 of the plan (May 16th – 23rd) all individuals should stay home as much as 
possible to reduce transmission 

 High risk individuals are urged to stay in their residences unless traveling for medical care or 
to obtain necessary supplies throughout Phases 1 & 2.  In Phase 3 it is recommended they 
use caution and limit exposure in the community. 

 We are not currently setup to broadcast our meetings live.  We do not have the necessary 
camera equipment or microphone systems that would prevent feedback or echoing.  IT is 
looking into possible systems for live broadcasting but they tend to be expensive.  

 We have had 2 virtual meetings so far and they have both had more attendees than our in-
person meetings.  We typically have 1-2 attendees, but our virtual meetings have had about 
6-7.   

 Through Phase 1 gatherings are limited to 10 people, through Phase 2 they are limited to 25 
(through June 1st per MCHD order), and through Phase 3 they are limited to 100 people.  
Throughout all 3 phases face coverings and social distancing measures are required for any 
gathering.  Currently, things like hand sanitizer, face masks, and even masking tape to mark 
six-foot distances are difficult to find.  

 Through Phase 3, the recommendation for local governments is to continue limiting public 
access to facilities. 

 The Governor’s order requires us to follow IOSHA guidelines and safety measures.  It also 
includes a reminder that all employers are to abide by the General Duty Clause which 
requires them to provide a workplace free from recognized hazards. 

With these considerations in mind, virtual public meetings and hearings should continue through at 
least June 4th whenever feasible.  After June 4th, the determination will be made depending on the 
current circumstances. 
 
 
Instructions for Public Meetings 
 

 Setup through WebEx.  Renee can assist you and/ or provide you with the username and 
password for our account. 

 Post notice and instructions for attending on Town’s website.  These should also be posted 
on the Town’s Facebook page and app.  Instructions should include link and password for 
attending via internet, as well as phone number and access code for those who call-in.  
Renee and I can assist with this if needed.   

 Send notice to the media. 

 Notice should include a link to your agenda 

 Give instructions for making public comments 
o Allow comments to be emailed to the assigned staff member in days leading up to 

the meeting and during the meeting 
o Allow verbal and chat comments during citizens comments (Note: there is a lag in 

email so you may want to recommend to the president/ chair that they ask you for 
any email comments during citizens comments and check back with you again 
before the end of the meeting).  
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 Offer to do practice meeting with members 

 Make sure members know their screen will be occupied during the meeting so it is advisable 
to print out materials to have for reference during the meeting. Offer to print packets for them 
ahead of time if they wish. 

 Open meeting early so you will have time to assist anyone having issues logging in. 

 The person hosting the meeting should keep microphones of the public muted except during 
citizen comments 

 
 
Instructions for Public Hearings 
 

 Publish notice in newspapers as we typically do 

 The notice needs to state that the hearing will be conducted electronically as permitted 
under Executive Order 20-09 and include instructions for how to access the electronic 
meeting, such as via phone or internet.  It should also include instructions for how to view 
related materials when applicable 

 Notice must be posted to the Town website, should also be posted to the Town’s Facebook 
page and app.  This notice should include links to materials for the public to view when 
applicable.  

 Print out copy of notice to keep for our records.  

 Give instructions for submitting comments: 
o Email or call assigned staff member in days leading up to the meeting 
o Consider allowing comments to be submitted through the utility drop box or a 

designated box in the lobby between 9 a.m. and 4 p.m. 
o Email comments during the meeting 
o Comments can be made during public hearing verbally or through WebEx chat.   
o Comments will be limited to two minutes.  

 
 
In-person meetings 
 

 There may be situations that arise which require a public meeting (not sure what but you 
never know) 

 Since this would require us to open the building to the public, please inform the town 
manager first 

 Instructions 
o All surfaces and doorknobs must be sanitized before and after the meeting 
o It is recommended that staff wear face coverings. They may be lowered while 

talking if they are preventing people from hearing you. 
o Face masks (if available) will be recommended for the public.  If the local health 

department or state health department orders the use of face masks in public 
places, the town will ensure it is complying with the specific terms of the order.   
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o Signage will be posted instructing people that public restrooms are available for 
them to wash their hands before entering the meeting.   

o Tissues and hand sanitizer must be available to the public 
o Trash receptacles must be no-touch 
o Social distancing measures must be in place prior to the meeting. 
o Signs must be posted warning of symptoms of COVID-19 and emphasizing 

importance of hand washing 
o Materials for public should be spread out and not stacked when possible to limit 

individuals from touching multiple objects 
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