Prior to reporting to work each day, each employee should ask themselves the questions below. If you answer yes to any of the questions, do NOT report to work. Call your team leader to let them know and then call Amanda Gass at the Head Start Office for further direction.
· Have you been in close contact with a confirmed case of COVID-19?
· Are you experiencing a cough, shortness of breath or sore threat?
· Have you had a fever in the last 48 hours?
· Have you had a new loss of taste or smell?
· Have you had vomiting or diarrhea in the last 24 hours?
Temperature screening for employees:
· If possible, check your temperature before arriving to work. 
· Upon arrival at work, all employees should take their temperature. 
· Normal temperature should not exceed 100.4 degrees Fahrenheit.
If your temperature exceeds 100.4 degrees Fahrenheit, do NOT report to work. Call you team leader to let them know and then call Amanda Gass at the Head Start Office for further direction.

Important items to note related to leave use, especially related to COVID-19:
· In March, the Agency Board voted to approve adding 10 additional days of sick leave to each employee’s balance. 
· The sick leave policy has been changed so that you no longer have to use an annual leave day or leave without pay day prior to using sick leave. This change is currently in effect from April 1, 2020 until June 30, 2021.
· The Families First Coronavirus Response Act (FFCRA) leave poster has been emailed to all staff a few times already and is attached again. This poster will also be posted on all staff bulletin boards. The FFCRA provides up to two weeks of fully or partially paid Emergency Paid Sick Leave for COVID-19 related reasons and up to an additional 10 weeks of partially paid expanded family and medical leave for reason #5 as shown on the poster. 
· Each situation is going to be very different and will need to be reviewed carefully and individually. Therefore, it is important that you contact Amanda to discuss your situation should the need arise.
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