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	SAFETY FIRST



TO:		Jimmy Haley, Department Directors, Elected Officials, Robert Bratcher
FROM:		David Britton
DATE:		June 5, 2020
SUBJECT:	COVID-19 Pandemic Return to Work Guidelines for Warren County Government
I am offering the following return to work guidelines for Warren County Government offices and Warren County Courthouse effective June 8, 2020 as we continue Level 2 operational procedures in accordance with our Pandemic Plan.  These recommendations are in effect with the following schedule:
June 8 – June 28, 2020	Offices will continue to be open by appointment only on Tuesday and Thursday from 8:00am – 12:00noon.
June 29 – July 31, 2020	Offices will be open to the public on Tuesday and Thursday from 8:00am – 4:30pm. (Appointments may continue to be scheduled at the discretion of the department head)
Considering the seriousness of this Pandemic, and the fact that we have confirmed COVID-19 cases in Warren County; these plans are recommended to protect both our employees and our citizens who utilize our services in person. The aim of these guidelines ensure we are following the Governor’s latest Executive Order, and best medical advice provided by the Center of Disease Control.  
Our plans across all departments are to keep essential services operational to support the needs of our citizens while we recognize we are in uncharted waters with guidance changing daily.
The following guidelines are to be in effect upon any business conducted within the County buildings:
· All employees enter the building through the front entrance.
· Temperature screens are to be conducted on all employees and the general public entering the building.  (Anyone who refuses the temperature screening will be prevented access to the building.)
· A sign in sheet is required for all citizens to complete as they enter the building.
· A sanitizing station will continue to be placed close to the entrance of the building which would be usable by the public and by all employees. 
· Employees are required to wear masks if there is not a protective barrier between themselves and the citizen they are assisting.  (Employees who refuse to wear a mask when required will be instructed to return home.)
· If there is a protective barrier (i.e. Plexiglass), no mask is required unless the number of employees prevents 6 feet as social distancing.
· No mask is necessary if the employee is alone in his/her office or vehicle.
· All department entrance doors should remain open.
· Social distancing markers should be placed on the floor at six-foot intervals with the following recommendations:
· County Clerk’s Office – 2 lines
· Trustee’s Office – 1 line
· Election Commission Office – 1 line
· All Other Offices – 1 person at a time
· Sanitation Department, Highway Department, Airport, Animal Control, and Ambulance Departments will continue operating under scheduled appointments only. The process for screening temperatures of employees and affected citizens upon entering those offices are the responsibility of the elected official / department head.
· Sheriff’s Department guidelines will be addressed by the Sheriff.
· Each elected official and department director have been asked to adopt these guidelines and provide written documentation to my office if their procedures are modified at all.
· The use of County buildings for public meetings will continue to be restricted until further notice. Constitutionally required government meetings will follow direction from the County Executive and State officials. The Courthouse will adhere to guidelines issued by the Tennessee Supreme Court Justice Bivens while practicing policies for public access to the building.
· We continue to encourage the use of the drop box at both the Administration Building and the Warren County Courthouse and continue the use of the drive-thru window at the Warren County Clerk’s Office.
If you have any questions, please direct those to me and understand that my cell number (931-247-6848) is the best way to contact me. 
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