
Newman-Crows Landing Unified School District 

Plan for Pandemics 

 

Exposure Prevention, Preparedness, and Response 

NCLUSD has developed this Exposure Prevention, Preparedness, and Response Plan to be implemented, to the 

extent feasible and appropriate, throughout NCLUSD and at all of our work locations.  

This Plan is based on information available from the CDC and OSHA at the time of its development, and is 

subject to change based on further information provided by the CDC, OSHA, and other public officials. 

NCLUSD may also amend this Plan based on operational needs.  

Responsibilities of Managers and Supervisors 

All managers and supervisors must be familiar with this Plan and be ready to answer questions from 

employees. Managers and supervisors must set a good example by following this Plan at all times. This 

involves practicing good personal hygiene and workplace safety practices to prevent the spread of the virus. 

Managers and supervisors must strongly encourage this same behavior from all employees.  

Responsibilities of Employees 

NCLUSD is asking every one of our employees to help with our prevention efforts while at work. In order to 

minimize the spread of COVID-19 at our workplaces, everyone must play their part. As set forth below, 

NCLUSD has instituted various housekeeping, social distancing, and other best practices at our workplaces. All 

employees must follow these. In addition, employees are expected to report to their managers or supervisors if 

they are experiencing signs or symptoms of COVID-19, as described below. If you have a specific question 

about this Plan or COVID-19, please ask your manager or supervisor. If they cannot answer the question, 

please contact Administration or Human Resources.  

OSHA and the CDC have provided the following control and preventive guidance for all workers, 

regardless of exposure risk:  

 Wear a face covering/face shield when you are away from your working area (i.e. office, 

classroom) or when there is the possibility of interacting with someone in close range.  

 Frequently wash your hands with soap and water for at least 20 seconds. When soap and 

running water are unavailable, use an alcohol-based hand rub with at least 60% alcohol.  

 Avoid touching your eyes, nose, or mouth with unwashed hands.  

 Follow appropriate respiratory etiquette, which includes covering for coughs and sneezes.  

 Avoid close contact with people who are sick.  

In addition, employees must familiarize themselves with the symptoms of COVID-19, which include the 

following:  

 Coughing; Fever; Shortness of breath, difficulty breathing; and early symptoms such as 

chills, body aches, sore throat, headache, diarrhea, nausea/vomiting, and runny nose.  

If you develop a fever and symptoms of respiratory illness, such as cough or shortness of breath, DO NOT GO 

TO WORK. Contact your supervisor right away. Likewise, if you come into close contact with someone 

showing these symptoms, contact your supervisor right away.  

Workplace Protective Measures 

NCLUSD has instituted the following protective measures at all workplaces.  



General Safety Policies and Guidelines  

 In accordance with state pandemic protocols, NCLUSD reserves the right to conduct 

health screening on employees (i.e. temperature check) 

 Prior to arriving to work employees will complete the online daily health screening. If 

you mark “yes” to any of the questions, contact your immediate supervisor for further 

direction. 

 Any employee showing symptoms of COVID-19 will be asked to leave the workplace, 

return home, and advised to contact their health care provider.  

 All in-person meetings will be limited. To the extent possible, meetings will be held by 

telephone or on virtual platforms (such as Zoom). During any in-person meetings, avoid 

gathering in groups of more than 10 people and participants must remain at least six (6) 

feet apart.  

 Employees must avoid physical contact with others and shall direct others (co- 

workers/contractors/visitors) to increase personal space to at least six (6) feet, where 

possible. Where work cubicles are used, only necessary employees should enter the 

cubicles and all employees should maintain social distancing while inside the cubicles.  

 Employees are encouraged to stagger breaks and lunches, if practicable, to reduce the size 

of any group at any one time to less than ten (10) people in any given break room while 

also practicing social distancing including personal space of six (6) feet.  

 Employees are encouraged to minimize ride-sharing. While in vehicles, employees must 

ensure adequate ventilation.  

Employees entering Non-NCLUSD Building and Homes (i.e. Home Visit)  

 Employees should ask other occupants to keep a personal distance of six (6) feet at a 

minimum. Employees should wash or sanitize hands immediately before starting and 

after completing the visit.  

Workplace Visitors  

 Site deliveries will be permitted but should be properly coordinated in line with the 

employer’s minimal contact and cleaning protocols.  

Personal Protective Equipment  

 NCLUSD’s intent is to follow the guidelines and protocols outlined by county and state 

officials.  

Temporary Alternative Working Conditions Request/ Plan  

 NCLUSD will consider Temporary Alternate Working Conditions when necessary. (see 

Form C-19)  

 Employees who believe they are or may be at greater risk of contracting or suffering 

medical consequences resulting from COVID-19 should file a Temporary Alternative 

Working Conditions Plan Form with background information and supportive statements 

by their physician.  

 

Workplace Cleaning and Disinfecting 

NCLUSD has instituted regular housekeeping practices, which include cleaning and disinfecting frequently 

used rooms, tools, equipment, and other elements of the work environment, where possible. Employees should 

regularly do the same in their assigned work areas.  



 Any trash collected from the workplace must be changed frequently by someone wearing 

nitrile, latex, or vinyl gloves.  

 NCLUSD will ensure that hand sanitizer dispensers filled. Frequently touched items (i.e. 

door pulls and toilet seats) will be disinfected frequently.  

 

Workplace Exposure Situations 

 

Employee Exhibits COVID-19 Symptoms  

If an employee exhibits COVID-19 symptoms prior to reporting to work, the employee must remain home until 

he or she is symptom free for 72 hours (3 full days) without the use of fever-reducing or other symptom-

altering medicines (i.e.,  Tylenol, cough suppressants). NCLUSD will require an employee who reports to work 

with symptoms to report to their immediate supervisor and the Director of Human Resources. To the extent 

practical, employees are required to obtain a doctor’s note clearing them to return to work.  

Employee Tests Positive for COVID-19  

An employee who tests positive for COVID-19 will be directed to self-quarantine away from work. Employees 

that test positive and are symptom free may return to work with a doctor’s note when at least ten (10) days have 

passed since the date of his or her first positive test, and have not had a subsequent illness. Employees who test 

positive and are directed to care for themselves at home may return to work when: (1) at least 72 hours (3 full 

days) have passed since recovery; and (2) at least ten (10) days have passed since symptoms first appeared. 

Employees who test positive and have been hospitalized may return to work when released to do so by their 

medical care providers. NCLUSD will require an employee to provide documentation clearing his or her return 

to work.  

Employee Has Close Contact with an Individual Who Has Tested Positive for COVID-19  

Employees who have come into close contact with an individual who has tested positive for COVID-19 (co-

worker or otherwise) will be advised to contact their health care provider. Close contact is defined as six (6) 

feet for a prolonged period of time.  

If NCLUSD learns that an employee has tested positive, NCLUSD will conduct an investigation to determine 

co-workers who may have had close contact with the confirmed- positive employee in the prior 14 days and 

direct those individuals who have had close contact with the confirmed-positive employee to contact their 

health care provider. If applicable, NCLUSD will also notify any contractors, sub-contractors, 

vendors/suppliers or visitors who may have had close contact with the confirmed-positive employee. If an 

employee learns that he or she has come into close contact with a confirmed positive individual outside of the 

workplace, he/she must alert their supervisor of the close contact and are advised to contact their health care 

provider. 

 

Working Remotely when Deemed Necessary 

If NCLUSD approves an employees’ request to work remotely, the following supports and criteria will be in 

effect in accordance with BP 4113.5, 4213.5, and 4313.5:  

NCLUSD support of employees working remotely includes:  

 employees with special/extenuating circumstances can request an assessment with the 

Director of Human Resources to devise a plan of support 

 



 completion and approval of a Temporary Alternative Working Conditions Plan  

(Form C19) 

 

 regular communication between immediate supervisor and employee 

 

 access to an immediate supervisor for direction and guidance on work tasks  

 

Requirements for employees approved for working remotely:  

 Employees approved for remote work shall comply with all district policies, 

administrative regulations, work schedules, and job assignments. Except when 

specifically agreed, approval of remote work shall not change the compensation, benefits, 

or other terms and conditions of employment of an employee. 

 

 Unless otherwise approved in advance by the Superintendent or designee, employees 

working remotely shall do so within regular work hours established for the position.  

Employees are entitled and expected to take appropriate, uninterrupted meal and rest 

breaks, and shall keep accurate records of the hours they work. Employees shall notify 

their supervisor when unable to perform work assignments due to illness, equipment 

failure, or other unforeseen circumstances. 

 

 Employees working remotely are expected to conduct their work in a location that is safe 

and free of obstructions, hazards, and distractions.  Such employees shall report to their 

supervisor any serious injury or illness occurring in the home workspace or in connection 

with their employment as soon as practically possible in accordance with Board policy. 

 

 The district shall provide to employees who work remotely all supplies, materials, 

apparatus, and equipment reasonably necessary to perform their jobs, including, as 

necessary, a technology device and Internet access. Employees shall use caution in 

accessing the Internet from public locations and in accessing information from networks 

outside of the district in order to safeguard confidential information.  Employees shall be 

responsible for maintaining and protecting equipment on loan from the district and shall 

adhere to the district's Acceptable Use Agreement.  The employee's personally owned 

equipment may only be used for district business when approved by the Superintendent 

or designee. 

 

 Work done at a remote work location is considered official public business.  District 

records and communications shall be retained and safeguarded against damage or loss, 

and shall be kept confidential or made accessible to the public in accordance with law. 

 

 Any employee working remotely shall be available during work hours to the employee's 

supervisor and other staff, students, parents/guardians, and members of the public, as 

appropriate, via email, phone, or other means.  Lack of responsiveness on the part of the 

employee may result in discipline and/or termination of remote work responsibilities. 

Employees shall be required to attend virtual or in-person meetings when directed by 

their supervisor. 

 



 Employee productivity shall be evaluated on the basis of time spent on tasks and projects, 

task completion, and quality of job performance in the same manner as all employees in 

the same position at the assigned school or office. 

 

 Remote work arrangements may be discontinued at any time at the discretion of the 

Superintendent or designee. 

 

General Questions 

Given the fast-developing nature of the COVID-19 outbreak, NCLUSD may modify this Plan on a case by case 

basis. If you have any questions concerning this Plan, please contact the district office. 

  



COVID-19 Checklist for Employers and Employees 

Know the Symptoms of COVID-19  

 Coughing, fever, shortness of breath, and difficulty breathing. 

 

 Early symptoms may include chills, body aches, sore throat, headache, diarrhea, nausea/vomiting, and 

runny nose. If you develop a fever and symptoms of respiratory illness, DO NOT GO TO WORK. Call 

your supervisor and health-care provider immediately. Do the same thing if you come into close contact 

with someone showing these symptoms. 

 

Employer Responsibilities  

 Develop a COVID-19 Exposure Action Plan. 

 

 Conduct meetings by phone or virtually if possible. If not, instruct employees to maintain 6-feet 

between each other. 

 

 Access to the workplace and work cubicle will be limited to only those necessary for the work. 

  

 Visitors to NCLUSD’s offices and school sites may be pre-screened to ensure they are not 

exhibiting symptoms. 

 

 As necessary, supervisors will address employees if/when they are exhibiting symptoms. 

 

 Individuals showing symptoms will be asked by their immediate supervisor to contact the 

Director of Human Resources. 

 

 Provide hand sanitizer and maintain (OSHA) Safety Data Sheets of all disinfectants used on site. 

  

 Provide Personal Protective Equipment (PPE) to any employees assigned cleaning/disinfecting 

tasks. 

 

Employee Responsibilities  

 Become familiar with the Exposure Action Plan and follow all elements of the Plan. 

 

 Practice good hygiene: wash hands with soap and water for at least 20 seconds. If these are not 

available, use alcohol-based hand rub with at least 60% alcohol. Avoid touching your face, eyes, 

food, etc. with unwashed hands. 

 

Cleaning/Disinfecting Workplaces and Other Protective Measures  

 Clean and disinfect frequently used tools and equipment on a regular basis. This includes other 

elements/areas of the work place where possible. Employees should regularly do the same in their 

assigned work areas. 

 

 Clean shared spaces such as cubicles and break/lunchrooms at least once per day. 

 

 Disinfect shared surfaces (door handles, machinery controls, etc.) on a regular basis. 

 

 Avoid sharing tools with co-workers. If not, disinfect before and after each use. 

 

 Trash collected from the workplace must be changed by someone wearing gloves. 

 



 

Critical Points to Remember 

Employee Responsibilities  

 Wear a face covering/face shield, when you are away from your working area (i.e. office, classroom) or when 

there is the possibility of interacting with someone in close range.  Please contact your supervisor if you have 

a specific medical issue that would prevent you from wearing a face covering/face shield.  Understand that 

this mandate could change based on information from our County Public Health Officer. 

 

 Prior to arriving to work complete the online daily health screening.  If you mark yes to any of the questions, 

contact your immediate supervisor. 

 

 Frequently wash your hands with soap and water for at least 20 seconds. When soap and running 

water are unavailable, use an alcohol-based hand rub with at least 60% alcohol. Always wash 

hands that are visibly soiled. 

 

 Cover your mouth and nose with a tissue when you cough or sneeze or use the inside of your 

elbow. 

 

 Avoid touching your eyes, nose, or mouth with unwashed hands. 

 

 Avoid close contact with people who are sick.  

 

 Employees who have symptoms (i.e., fever, cough, or shortness of breath) should notify their 

supervisor and stay home—DO NOT GO TO WORK. 

 

 Sick employees should follow CDC-recommended steps. Employees should not return to work 

until the criteria to discontinue home isolation are met, in consultation with healthcare providers 

and state and local health departments.  

 

General Work Place / Office Practices  

 Clean AND disinfect frequently touched objects and surfaces such as workstations, keyboards, 

telephones, handrails, and doorknobs. Dirty surfaces can be cleaned with soap and water prior to 

disinfection. To disinfect, use products that meet EPA’s criteria for use against SARS-CoV-2, the 

cause of COVID-19, and are appropriate for the surface. 

 

 Avoid using other employees’ phones, desks, offices, or other work tools and equipment, when 

possible. If necessary, clean and disinfect them before and after use. 

 

 Clean and disinfect frequently used tools and equipment on a regular basis. 

 

 Employees should regularly do the same in their assigned work areas. 

 

 Clean shared spaces such as cubicles and break/lunchrooms at least once per day. 

 

 Disinfect shared surfaces (door handles, machinery controls, etc.) on a regular basis. 

 

 Avoid sharing tools with co-workers if possible. If not, disinfect before and after each use. 

 

 Any trash collected from the workplace must be changed frequently by someone wearing gloves. 

 

 NCLUSD’s intent is to follow the guidelines and protocols outlined by county and state officials. 


