
 

TO:  Champaign County Regional Planning Commissioners 
FROM: Becky Krueger, Human Resources Director 
DATE:  June 19, 2020 
RE:  Safety Policy (COVID-19) and Telework Policy  
 
As a result of the Coronavirus pandemic, the RPC Senior Management team collaborated 
with the States Attorney’s Office and developed a Safety Policy (COVID-19) and a revised 
Telework Policy.  The new policies identify the necessary guidelines to support a safe work 
environment during the global pandemic and provide staff with additional procedures for 
working from virtual offices.  The Safety Policy (COVID-19) was developed to establish 
guidance for employees related to the essential face coverings, social distancing, hand 
washing, temperature taking, and testing while conducting business on behalf of the RPC.   
The Telework Policy was revised to include procedures for employees while working at virtual 
offices or completing work duties at remote worksites.  The new policy provides additional 
details about duty stations, temporary work assignments, travel time, and the equipment 
inventory procedure.     

Please accept this memorandum as a formal request for approval of the Safety Policy (COVID-
19) and the Telework Policy.  
 
The policies are attached for your review.  
 



Safety Policy (COVID-19) 

Objective 

The RPC is committed to expanding the appropriate safety precautions to ensure the 
health and safety of all employees during the COVID-19 pandemic. The Safety Policy 
(COVID-19) provides guidance for employees related to the necessary face coverings, 
social distancing, hand washing, temperature taking, and testing while on agency 
property and conducting business on behalf of the RPC. 

Face Coverings 

COVID-19 spreads primarily from person to person through respiratory droplets 
produced when an infected person coughs, sneezes, or talks. These droplets can land 
in the mouths or noses of people who are nearby or possibly be inhaled into the 
lungs. Studies and evidence on infection control report that these droplets usually travel 
around six feet (about two arms’ length). All employees are required to wear face 
coverings approved by the Center for Disease Control and Prevention (CDC), which 
includes masks made from cloth or a simple bandana while in common areas of their 
worksite.  Employees may remove their face coverings while working in their office or 
cubical.  There may be specific guidelines for face coverings established by various 
programs.  Some programs may require employees to wear face coverings while on 
agency property.   

Social Distancing 

According to the CDC, social distancing, also called “physical distancing,” means 
keeping space between yourself and other people outside of your home. To practice 
social or physical distancing: 

• Stay at least six feet (about two arms’ length) from other people 
• Do not gather in groups 
• Stay out of crowded places and avoid mass gatherings 

While conducting duties at the RPC, employees should stay at least six feet away from 
employees, clients, and other stakeholders. 

Handwashing 

Handwashing is one of the best ways to protect yourself and your family from getting 
sick. Learn when and how you should wash your hands to stay healthy. 

The CDC indicates washing hands can keep you healthy and prevent the spread of 
respiratory and diarrheal infections from one person to the next. Germs can spread 
from other people or surfaces when you: 

• Touch your eyes, nose, and mouth with unwashed hands 
• Prepare or eat food and drinks with unwashed hands 
• Touch a contaminated surface or objects 
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