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COVID-19 EMPLOYEE INSTRUCTIONS 

 
Delhi Township employees are to understand and respect these instructions to keep themselves, their co-
workers and the general public from being infected with and/or transmitting the COVID-19 virus.  Given 
the constantly evolving nature of the virus and public health experts recommendations, these instructions 
are to be used as a beginning and not an absolute list of how to protect themselves.  Department heads are 
able to enhance and increase the required protocols used in their department. 
 
If an employee does not feel their work environment is being protected well enough, they should speak to 
their supervisor.  If a supervisor does not resolve an employee’s issue/concern, that employee is 
encouraged to communicate with the Township Administrator directly. 
 
Pre-work Checklist 

 
All employees must complete a COVID-19 checklist when arriving for their shift.  This includes a 
temperature reading.  Any employee experiencing symptoms should not come into the workplace and 
should contact their supervisor and physician for further direction. 
 
Sanitizing and Cleaning 

 
Departments are to provide the latest health department recommendations and have available the 
materials to clean and sanitize hands and surfaces per those recommendations. 
 
Along with following recommendations from the Ohio Department of Health and Hamilton County 
Public Health, employees are to wipe surfaces and high touch items before and after their work shift.  
Approved mixture of sanitizing mixture or sanitizing wipes is required. 
 
Employees are required to wash/clean hands when arriving to work, prior to eating, upon completion of 
eating, when returning to the building and at their shift’s end.  Also, washing/cleaning of hands is 
required when transitioning between activities or after coming in contact with uncontrolled surfaces.  
Recognized hand sanitizer is acceptable in lieu of proper hand washing.  Surfaces would include but not 
be limited to; door handles, light switches, keyboards, mouse, mobile phone, keys, employee ID card, 
counters, desks, coffee maker, refrigerator door handle, and faucet handles.  Vehicles surfaces and 
handles should be wiped before and after each shift. 
 
Where practical, vehicles and equipment should be limited to one driver.  Vehicle and equipment surfaces 
and handles should be wiped before and after each shift regardless of one or more operators. 
 
Where practical, employees should not share personal equipment such as computer, phone, mobile phone 
or other items.  Shared personal equipment should be cleaned before and after each shift or before 
transitioning between users. 
 
Social Distancing 

 
Employees are required to be no closer than six feet to a co-worker except in the case of an emergency or 
imminent danger to oneself or others. 
 
Employees are prohibited from interacting with the public in the same personal space. 
 
Transfer of documents or materials by Township personnel or others shall be through a window or left for 
collection in a secure space. 
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Travel in the same vehicle by employees or non-employees is prohibited. 
 
Police and Fire personnel will have departmental direction in regard to social distances and the 
parameters above. 
 
Temporary Arrangements 

 
Due to the current COVID-19 pandemic, Delhi Township has implemented temporary arrangements for 
employees whose job duties are conducive to working from home but who do not regularly telecommute. 
 
There are some positions at Delhi Township that require the employee to be physically present in the 
workplace.  These include the following positions: 
 

• Emergency Responders 
• Sworn Police Personnel  

 
Emergency responders and sworn police personnel that have COVID-19 symptoms will be required to 
self-report and will be paid for their regularly scheduled hours without the use of any of their paid time 
off.  Regular leave policies and procedures should be followed for employees who are unable to report to 
work for other reasons.  
 
Department heads are working with their personnel to create schedules that will limit social interaction 
whenever possible but still accomplish the needed business of the department.  These schedules and 
arrangements can be changed and altered at any time.  Schedule modifications will be decided by the 
Department Head to serve the needs of the department and protect employees and the public as best as 
practical. 
 
With exception to the personnel listed above or below, personnel need to be accessible during their 
normally scheduled hours and will be paid in whole. 
 
There are some positions at Delhi Township that do not have a fixed schedule and/or are not guaranteed a 
specific number of hours.  These positions will only be paid for time worked. 
 

• Board of Zoning Appeals Members 
• Zoning Commission Members 
• Event Custodian 
• Greenhouse / Nursery Coordinator 
• Seasonal Workers 

 
These arrangements are expected to be short term; Delhi Township will continue to monitor guidance 
from health officials and the need for temporary work arrangements.  Employees should not assume any 
specified period of time, and Delhi Township may require employees to return to regular, in-office work 
at any time. 
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