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Good morning, everyone.

As promised in my June 5 email and video, attached is Phase II of the Recovery Plan regarding COVID-19.  

Phase II protocols include:

• All employees working from their traditional office spaces on or before June 29

• Temperature screening

• Hygiene and safety

• Office rules and precautionary measures

• Shielding

• Routing and flow for decreased points of contact

• Face coverings and personal protective equipment

• Cleaning / Decontamination

• Out-of-State Travel

• Employees Sick – With or Without COVID

The Recovery Plan is for your reference; however, please ask your supervisor or Department Director if you 

need further clarification or assistance.  

I am so proud of and grateful for each of you for staying informed, offering your input and keeping our team 

rock solid. The constant communication is to ensure we are all on the same page; but, more importantly, it’s 

because I care about your health, safety and happiness. I hope you are as excited as I am to be together 

again.  Enjoy your week.  

With gratitude,

Mark

Mark W. Schwieterman

City Manager

City of Kettering

3600 Shroyer Road

Kettering, Ohio 45429

937.296.2412

Mark.Schwieterman@ketteringoh.org
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PHASE II 
06152020 

 
 
 
 
 
 
 
 
 
Date:  June 15, 2020 
 
To:  All Employees 
 
From:   Mark W. Schwieterman, City Manager 

Recovery Task Force Members 
 
Subject: COVID-19 Employee Recovery Plan – Phase II 
 

Attached is the COVID-19 Employee Recovery Plan – Phase II.  This Plan provides guidelines 
and protocols as we resume pre-pandemic work environments beginning June 29, 2020.   
 
The COVID-19 situation will continue to evolve, and we will monitor the Public Health-Dayton 
and Montgomery County, Centers for Disease Control and Prevention, Governor DeWine’s 
office and other agencies for updates. This information and guidance is subject to change and 
may vary based on individual circumstances, departmental operations, policies, and/or any 
applicable state or local laws, as we continue to address this ever-evolving public health 
situation.  
 
The below video (published June 5, 2020) and table summarize the contents of the Plan.   
 
 

 

 

 

This contents of this document will be frequently updated following the 

guidelines of the state of Ohio, CDC and Public Health – Dayton and 

Montgomery County. 

Click to Play Video         Click to Play Video         

https://www.youtube.com/watch?v=WYbJfrg1MFI&feature=youtu.be
azbilmb
Schwieterman



 

Click on any link in the left column for a more detailed explanation of the re-engagement 
protocol. 
 

Re-Engagement Protocol Description 

Employee Offices at Full 
Staff – June 29, 2020  
 

All employees working in their respective City offices and 
facilities. Department Directors and supervisors will answer 
department-specific questions. 
 

Employee Temperature 
Screening 

In order to determine work status, employees will screen their 
temperature and monitor themselves for COVID-19 related 
symptoms upon entering their respective departments each 
day. Thermometers will be provided for employees to use 
onsite, or temperature screening may be done at home. 
Signage will be placed at each screening station for 
employees to evaluate their current health to safely proceed to 
their work space.  
 

Hygiene and Safety Please follow the guidelines presented in previous 
communications (i.e., frequent hand washing, no touching, no 
face-to-face interactions, disinfecting offices, etc.). 
 

Office Rules and 
Precautionary Measures 
 

 Six feet social distancing in the work environment 
continues. 

 Meetings will preferably continue to be held virtually.  
 If necessary, in-person meetings are permitted so long 

as 6' social distancing can be achieved and/or face 
coverings are worn.  

 The maximum number for in-person meetings is 14 
using the largest conference rooms (Deeds, Virginia, 
KFD Community Center, etc.).  

 For smaller conference rooms (i.e., Olive, Kettering, 
Brubaker, etc.), no more than 7 attendees are permitted 
while adhering to social distancing.  

 Council Workshops will be held in the Deeds Room with 
a maximum of 14 attendees.  

 No face-to-face interactions less than six feet apart. 

 Shielding and routing plans will be implemented to protect 
employees, as necessary (see below for further details). 
 

Shielding Plan 
 

Precautionary measures will be used for employee protection, 
such as barrier devices (Plexiglass), virtual meetings and re-
routing employees inside facilities. All shielding needs will be 
provided by the Public Service Department via Department 
Directors. 
 

Routing - Entry and Exit for 
Employees 
 

Measures and precautions have been taken to route 
employees within each City space to limit the number of 
individuals within a workspace and ensure at least six feet of 
social distancing. Signage will be posted to assist in this 
process.  
 
 
 
 

https://youtu.be/8o51MDWDMqg


 

Re-Engagement Protocol Description 

Personal Protective 
Equipment (PPE) and Face 
Masks / Coverings 
 
 

All employees will follow their departmental policies and 
procedures for the proper usage of PPE, in accordance with 
Ohio Department of Health and the Centers for Disease 
Control and Prevention guidelines. Face coverings, such as 
simple masks, are required for all employees, unless the 
employee is alone in an office, cubicle or outdoors 
maintaining six feet distance.  Masks will be supplied by the 
City or employees can opt to bring their own. 
 

 Employees who work in a typical cubicle or open office 
environment 
 No facial covering is required while sitting at desk as 

long as six feet social distancing is present or the 
appropriate shielding is in place.  Facial covering is 
required if employee is approached by another 
employee or visitor and six feet social distancing is no 
longer present.   

 Employees working alone in an office are not required 
to wear masks. 

 Facial covering is required if appropriate shielding is 
not in place and/or six feet social distancing is not 
achieved.   

 Employee is required to wear a facial covering when in 
common areas of offices and buildings, hallways, 
restrooms and when visiting other departments and 
buildings.  Facial coverings are required when entering 
and exiting the buildings. 

 Employees who typically work outside of the office 
environment 
 Facial covering is required if more than one person is 

riding in a vehicle/equipment.  Facial covering is not 
required if riding alone in a vehicle/equipment. 

 Facial covering is required if employee is working in an 
environment where six feet social distance is not able 
to be achieved.  

 When an employee is inside a building, facial covering 
requirements for office and/or cubicle environments 
will be followed. Specifically, employees are required 
to wear facial coverings when moving through the 
building and in break rooms when unable to achieve 
the six feet social distance mandate. 

 Police, Fire Department and Dispatch 
 Employees will be required to follow departmental 

policies regarding facial coverings.  While in other 
departments and City facilities outside the normal work 
environment, employees shall adhere to general 
Recovery Plan PPE guidelines. 

 

Cleaning/Decontamination  
 
 
 

 Employees should eliminate items or paperwork on 
surfaces in common areas and put any personal items or 
other devices into drawers for smoother cleaning 
operations. Custodians will continue to clean all high touch 
surfaces in the common areas, restroom facilities and 



 

Re-Engagement Protocol Description 

general office space as part of their daily routine. 
Employees are asked to disinfect their individual work 
spaces as deemed necessary. 

 The Public Service Department will distribute all cleaning 
supplies and required PPE--disinfectant spray, paper 
towels, gloves, masks, sanitizer, etc.--to individual offices 
for use by City employees. Additional supplies and PPE will 
be stored in the custodial closets and refilled/redistributed 
as product is used. Custodians will make rounds to each of 
the offices on a routine basis during normal working hours 
to check on supply levels. 

 Additional cleaning and disinfecting if someone is sick. 
 

Out-of-State Travel 
  

Out-of-state travel will be reported to your Department 
Director through your immediate supervisor.  Please include 
travel dates and destination only. Employees will contact their 
supervisor or director prior to returning to work to confirm they 
are asymptomatic. Human Resources will be notified if 
COVID-related symptoms result. 
 

Employees Who Are Sick – 
With or Without COVID-19 
Symptoms 
 
 
 

The employee and the City will follow CDC criteria for 
confirmed or suspected COVID-19. Report sick leave to 
supervisor or Department Director.  Department Directors will 
continue to report COVID-19 related illnesses to the Human 
Resource Department. 

 

If you have additional questions, please feel free to contact your supervisor, Department 

Director or the Human Resource Department. Employees are encouraged to remain informed 

by consulting with the State of Ohio, Public Health-Dayton and Montgomery County and the 

U.S. Centers for Disease Control and Prevention, along with other agencies. 
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Reconstitution (Recovery) 
 
Reconstitution (Recovery) is the process by which organizational personnel resume normal 
operations from the original or replacement facility. It embodies the ability of an organization to 
recover from an event that disrupts normal operations and consolidates the necessary 
resources so that the organization can resume its operations as a fully functional entity. 
Reconstitution (Recovery) involves the three main tasks of transitioning from continuity status to 
normal operations after the disruption, coordinating and planning for reconstitution regardless of 
the level of disruption and outlining the procedures for a smooth transition from a relocation site 
to a restored facility.  
 
Reconstitution (Recovery) is a five-step process:  

 Notify all personnel that the threat or actual emergency no longer exists.  

 Provide instructions for the resumption of normal operations.  

 Supervise the orderly return to the normal operating facility.  

 Report agency/department status, as appropriate.  

 Conduct an after-action review (AAR) of continuity operations and develop a corrective 
action plan based on the AAR. 

 
Each City of Kettering Department Director will incorporate a documented plan that outlines 
several key factors to ensure the safety of their employees and the general public. The director 
must incorporate their plan utilizing a phasing aspect for returning their employees to work in a 
manner that ensures social distancing practices along with work accommodations. Each director 
must develop a shielding plan to protect their employees and the general public. Additionally, 
each director must develop a plan for the routing of their employees, as well as the general 
public. This routing must ensure social distancing of six feet is maintained throughout the work 
area and those areas accessible to the general public. 
 
Phase Planning 
 
Phase I is complete.  Phase II begins June 29, 2020, as employees return to offices and work 
spaces. 
 
All employees will return to their normal work locations on or prior to June 29, 2020. Employees 
who have concerns returning to the work / office environment should contact their supervisor, 
Department Director or the Human Resource Department. 
 
Screening for Employees 

 
In order to ensure a healthy workplace and assure the City is taking appropriate precautions to 
prevent the spread of COVID-19, health screening measures have been implemented for all 
City employees reporting to the work site. In accordance with the ODH guidelines, each 
employee should have their temperature screened. Thermometers are available within 
department work spaces for employees to screen their temperature and monitor themselves for 
COVID-19 related symptoms. If there is not a thermometer onsite or available, employees will 
screen their temperature at home and monitor themselves in order to determine their work 
status. These health screenings will consist of: 

 Temperature scan assessment (≥100.4ºF); 

 Signs/symptoms of seasonal flu (coughing, sore throat, shortness of breath, chills, 
headache, vomiting, muscle aches, diarrhea). 
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 Any loss of taste and/or smell 
 
General Hygiene and Safety 
 
Continue to do the following: 

 Stay home if you are feeling ill, especially if you are experiencing flu-like symptoms; 

 Frequently and thoroughly wash your hands with soap and water and regularly use hand 
sanitizer; 

 Cough/sneeze into a tissue when available and immediately, safely dispose of it; and 
into your elbow/shoulder when a tissue is not available; 

 Avoid intentional contact with a person who is known to be sick or infected or who 
displays symptoms of an infectious disease; 

 Avoid in person meetings by using telephones, online conferencing, email or other 
electronic messaging to conduct official business; 

 Refrain from shaking hands; 

 Avoid touching eyes, nose and mouth; 

 Practice social distancing of 6 feet;  

 Comply with any and all federal/state directives, orders and guidelines; 

 Clean workspaces frequently as needed; 

 Avoid going out of your home unnecessarily. 
 
As we continue to keep employee health and safety a priority, Department Directors, or their 
designee, are required to report to the Human Resource (HR) Department daily (including 
weekends if staff is scheduled) any sick leave usage where employees are experiencing 
symptoms indicative of COVID-19 or the flu [including but not limited to fever ≥100.4ºF, 
coughing, sore throat, shortness of breath, chills headache, vomiting, muscle aches, diarrhea]. 
This sick leave usage is to be reported via email to HR at  
ketteringhumanresources@ketteringoh.org to ensure that it is monitored in the most efficient 
manner. Department Directors are to continue to track the use of all sick leave (SL) within their 
respective departments. Under this Recovery Plan, it is not required that departments report 
sick leave usage associated with things such as routine appointments or non COVID-19 related 
illnesses to HR.  
 
See Appendix 1: Business Protocol for Safe Work Environment 

 
Office Rules and Precautionary Measures 
 

 Six feet social distancing in the work environment continues. 

 Meetings will preferably continue to be held virtually.  
 If necessary, in-person meetings are permitted so long as six feet social distancing can be 

achieved and/or face coverings are worn.  
 The maximum number for in-person meetings is 14 using the largest conference rooms 

(Deeds, Virginia, KFD Community Center, etc.).  
 For smaller conference rooms (i.e., Olive, Kettering, Brubaker, etc.), no more than 7 

attendees are permitted while adhering to social distancing.  
 Council Workshops will be held in the Deeds Room with a maximum of 14 attendees.  

 No face-to-face interactions less than six feet apart. 

 Shielding and routing plans will be implemented to protect employees, as necessary (see 
below for further details). 
 

https://youtu.be/8o51MDWDMqg
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Shielding Plan 

 
Each director shall establish a shielding plan within their work space for the protection of their 
employees and the public. The shielding plan may include, but is not limited to, erecting barrier 
devices, scheduling of appointments, establishing meeting places or interacting with the public 
using technology devices. All shielding needs must be coordinated with the Public Service 
Director. 

 
Routing / Entry-Exit  

 
Each director shall develop and implement a plan to account for the routing of the general public 
within their building. Limiting the number of persons within a work space must be considered. As 
part of this plan, the director will outline a strategy which ensures at least six feet of social 
distancing is maintained. Signage will be required to assist in maintaining social distancing and 
directing the general public. All signage shall be coordinated through the Public Service 
Director. 

 
PPE / Face Mask Covering Plan 

 
All employees will follow their departmental policies and procedures for the proper usage of 
PPE, in accordance with Ohio Department of Health and the Centers for Disease Control and 
Prevention guidelines. The ODH now requires face coverings (with exceptions), such as, 
simple masks for employees and recommends face coverings for clients/customers, along with 
maintaining a social distance of six feet. With the persistent shortage of appropriate PPE for 
public safety workers, the general public is asked not to wear surgical masks or other PPE 
reserved for first responders and those who may be ill. If a mask is issued at an employee’s 
request, the mask must be maintained as part of the PPE conservation guidelines issued by 
multiple agencies.  
 
It is recommended that a brown paper bag be purchased, labeled by the employee, and the 
face mask placed in the bag. Each employee will maintain the issued mask until it becomes 
soiled, damaged or an employee has difficulty breathing through the mask. Employees may 
wish to wear latex or nitrile gloves if they frequently come in contact with or accept products 
from the general public, as well. All PPE requests shall be made through the Public Service 
Director, with the exception of public safety personnel. 
 
The following guidelines are to be used to determine the minimum requirements for the wearing 
of masks (facial covering).  As a guiding principal(s), employees may wear a mask at any time 
and, common sense and common courtesy will be given to employees when determining when 
to wear a mask. 
 

 Employees who work in a typical cubicle or open office environment 
 No facial covering is required while sitting at desk as long as six feet social distancing is 

present or the appropriate shielding is in place.  Facial covering is required if employee 
is approached by another employee or visitor and six feet social distancing is no longer 
present.   

 Employees working alone in an office are not required to wear masks. 
 Facial covering is required if appropriate shielding is not in place and/or six feet social 

distancing is not achieved.   
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 Employee is required to wear a facial covering when in common areas of offices and 
buildings, hallways, restrooms and when visiting other departments and buildings.  
Facial coverings are required when entering and exiting the buildings. 

 Employees who typically work outside of the office environment 
 Facial covering is required if more than one person is riding in a vehicle/equipment.  

Facial covering is not required if riding alone in a vehicle/equipment. 
 Facial covering is required if employee is working in an environment where six feet 

social distance is not able to be achieved.  
 When an employee is inside a building, facial covering requirements for office and/or 

cubicle environments will be followed. Specifically, employees are required to wear facial 
coverings when moving through the building and in break rooms when unable to achieve 
the six feet social distance mandate. 

 Police, Fire Department and Dispatch 
 Employees will be required to follow departmental policies regarding facial coverings.  

While in other departments and City facilities outside the normal work environment, 
employees shall adhere to general Recovery Plan PPE guidelines. 

 
See attached Appendix 2: Use of Cloth Coverings to Help Slow the Spread of COVID-19 
(CDC) guideline for additional information on wearing and making your own face coverings. 
 
Cleaning Supplies/PPE Distribution Plan 
 
The Public Service Department will distribute all cleaning supplies and required PPE--
disinfectant spray, paper towels, gloves, masks, sanitizer, etc.--to individual offices for use by 
City employees. Additional supplies and PPE will be stored in the custodial closets and 
refilled/redistributed as product is used. Custodians will make rounds to each of the offices on a 
routine basis during normal working hours to check on supply levels.  
 
Cleaning/Decontamination  
 
As a preventative measure, every department should eliminate items or paperwork on surfaces 
in common areas, and each employee should put any personal items or other devices into 
drawers. This practice will allow any cleaning and disinfecting operations to proceed more 
quickly. In addition, high touch surfaces (toilets, sinks, faucets and other restroom amenities, 
including stall doors and locks; tables; doorknobs; handles; handrails; light switches; desks; 
chairs and arms; phones; door frames; countertops; kitchen sinks and faucets; appliance 
handles and buttons, etc.) in employee-occupied facilities should be disinfected on a regular 
basis using one of the EPA-approved disinfectants. Custodians will continue to clean all high 
touch surfaces in the common areas, restroom facilities and general office space as part of their 
daily routine, but employees are asked to disinfect their individual work space as deemed 
necessary. 
 
How to clean and disinfect: 
 

• Hard (non-porous) surfaces shall be sprayed with the approved disinfectants and left 
wet up to ten minutes before wiping dry according to the manufacturer's instructions. 

• Soft (porous) surfaces, such as carpeting, rugs, drapes, etc., shall be cleaned 
according to the manufacturer's instructions. 

• Electronics, such as tablets, touch screens, keyboards, remote controls, etc., shall be 
disinfected according to manufacturer's instructions. If no guidance is available, 
consider the use of alcohol-based wipes or sprays containing at least 70% alcohol. Dry 
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surfaces thoroughly to avoid pooling of liquids. Also consider the use of wipeable 
covers. 

• Items that go to the laundry shall be washed in accordance with the manufacturer's 
instructions using the warmest possible setting allowed. Do not shake the laundry prior 
to cleaning. 

 
Currently, the Virex II and Signet RR l (in the Cintas dispensers) disinfectants are registered by 
the EPA for use against the COVID-19 virus.  
 
Cleaning and disinfecting if someone is sick: 
 
The following guidelines have been developed to respond to or space within a City facility that 
may have been exposed to the COVID-19 virus. If more than seven days since the sick person 
visited or used the facility, additional cleaning and disinfection is not necessary. 

1. Close off areas to prevent access. 
2. Open outside windows (or doors), where available, to increase air circulation. 
3. Wait 24 hours prior to disinfection, when feasible, or as long as possible. 
4. Clean and disinfect all areas and high touch surfaces used by the sick person, such as 

offices, restrooms, common areas, and any shared equipment (computers1   
keyboards, phones, remote controls, etc.). 

5. For larger spaces, use of a disinfectant fogger may be warranted. When using this 
method, ail electronics shall be covered, and individual devices, such as keyboards, 
mouse, etc., shall be removed and disinfected separately. Once fogging operations are 
finished, electronics shall be uncovered and disinfected. 

 
Individuals assigned to clean and disinfect the affected space will be provided with the 
appropriate PPE, including disposable gloves, coveralls, goggles, footwear, etc., to perform 
the work safely. 
 
Cleaning and disinfecting operations may be performed in house or contracted through a 
professional cleaning company. 

1. In-house operations will include a two-person team to perform the necessary 
disinfection as outlined in the above procedures. If fogging is required, arrangements 
will be made with KFD to obtain one of the Ryobi P2850 18V chemical foggers 
currently located on one of the medics at Fire HQ. 

2. For larger areas and more time sensitive operations (where a 24-hour wait period is 
not an option), a professional cleaning company will be contracted to perform the 
disinfection operations. 

 
See Appendix 3: Cleaning and Disinfecting Your Facility (CDC) guideline for additional details. 
 
Out-of-State Travel 
 
Out-of-state travel will be reported to your Department Director through your immediate 
supervisor.  Please include travel dates and destination only. Employees will contact their 
supervisor or director prior to returning to work to confirm they are asymptomatic. Human 
Resources will be notified if COVID-related symptoms result. 
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Employees Who Are Sick – With or Without COVID-19 Symptoms 

As we continue to return employees to the on-site work environment under the Responsible 
RestartOhio plan, we have established a COVID-19 Protocol for certain City personnel.  This 
protocol does not apply to Police and Fire Personnel covered under policies specific to those 
departments.   
 
This protocol is subject to change dependent upon the guidance and interpretation of the same 
from the Centers for Disease Control and Prevention (CDC); the state of Ohio, Ohio Department 
of Health (ODH) and Public Health-Dayton and Montgomery County guidelines, as well as the 
health department/district in the village, township, city or county in which an employee resides. 
Please forward this protocol to your supervisors and employees, as necessary. 
 
The employee and the City will follow CDC criteria for confirmed or suspected COVID-19. 
Report sick leave to supervisor or Department Director.  Department Directors will continue to 
report COVID-19 related illnesses to the Human Resource Department. 
 
For further details, see Appendix 4. 
 
Communication/Training  

 
The Community Information Manager will work with Human Resources, Kettering Fire 
Department and Public Service to provide employees with updates as employees resume work 
activities in City buildings.  
 
The COVID-19 Task Force will continue to monitor directives and updates from the state of Ohio 
and will regularly communicate with employees. 
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