
COVID-19 Fifth Updated Preparedness Plan for City of 
Willmar 

 
The City of Willmar is committed to providing a safe and healthy workplace for all our workers. To 
ensure that, we have developed the following Preparedness Plan in response to the COVID-19 
pandemic. Managers and workers are all responsible for implementing this plan. Our goal is to mitigate 
the potential for transmission of COVID-19 in our workplaces, and that requires full cooperation among 
workers and management. Only through this cooperative effort can we establish and maintain the 
safety and health of our workers and workplaces.  
 
The COVID-19 Preparedness plan is administered by the City Administrator, who maintains the overall 
authority and responsibility for the plan. However, management and workers are equally responsible for 
supporting, implementing, complying, and providing recommendations to further improve all aspects of 
this Preparedness Plan. City managers and supervisors have our full support in enforcing the provisions 
of this policy.  
 
Our workers are our most important assets. We are serious about safety and health and keeping our 
workers working at the City. Worker involvement is essential in developing and implementing a 
successful COVID-19 Preparedness Plan. We have involved our workers in this process by integrating 
employee suggestions, feedback, and concerns that were received by the Human Resources Department 
and/or employee Supervisors. Our Preparedness Plan follows Centers for Disease Control and 
Prevention (CDC) and Minnesota Department of Health (MDH) guidelines and federal OSHA standards 
related to COVID-19 and addresses:  

• Ensuring sick workers stay home and prompt identification and isolation of sick persons; 

• Social distancing – Workers must be at least six-feet apart; 

• Worker hygiene and source controls; 

• Workplace building and ventilation protocol; 

• Workplace cleaning and disinfection protocol; 

• Drop-off, pick-up and delivery practices and protocol; and 

• Communications and training practices and protocol 

Screening and policies for employees exhibiting signs and symptoms 
of COVID-19  
Workers have been informed of and encouraged to self-monitor for signs and symptoms of COVID-19 
(see Attachment A). The following policies and procedures are being implemented to assess workers’ 
health status prior to entering the workplace and for workers to report when they are sick or 
experiencing symptoms.  

 Employees will be required to complete a Health Screening Questionnaire (Attachment B) every 
week (visitors must complete upon each visit) they report to the office (those Departments with 
temperature taking procedures are exempt from the questionnaire). Completed forms must be 
turned in to their Supervisor or Human Resources upon completion. 

 Any employee who develops or exhibits symptoms while at home must stay home, notify their 
Supervisor, and seek medical advice. They must notify their supervisor or Human Resources of 
their status (being tested for COVID-19, tested positive for COVID-19, etc.).  



 If an employee develops symptoms during the work day, they must immediately notify their 
supervisor, leave the office or worksite, and seek medical advice. If an employee appears to 
have COVID-19 symptoms they will be sent home and should seek medical advice. They must 
notify their supervisor or Human Resources of their status (being tested for COVID-19, tested 
positive for COVID-19, etc.).  

o An employee sent home with a fever can return to work when: 
 Individual has had no fever for at least 24 hours without taking medication to 

reduce fever during that time; AND 

 Any symptoms (cough and shortness of breath) have improved; AND 

 At least ten days have passed since symptoms began. 
o An employee may return to work earlier if a doctor confirms the cause of the 

employee's fever or other symptoms is not COVID-19. 

 If an employee has a known exposure to COVID-19 they must notify their supervisor or Human 
Resources, stay/return home, and self-isolate for 14 days (current CDC recommendation). 

 If an employee has a confirmed case of COVID-19, they may return to work after meeting all of 
the following conditions: 

o No fever for at least 24 hours without the use of fever-reducing medications; 
o Other symptoms have improved (e.g., cough, shortness of breath have improved); and 
o At least 10 days have passed since symptoms first appeared. 
o For patients with severe illness, duration of isolation for up to 20 days after symptom 

onset may be warranted. Consider consultation with infection control experts. 
o For persons who never develop symptoms, isolation and other precautions can be 

discontinued 10 days after the date of their first positive test. 
*Depending on circumstances, personnel responsible for Public Safety may be exempt from some of the 
above requirements and will be evaluated on a case-by-case basis.  
 
The City has implemented leave policies that promote workers staying at home when they are sick, 
when household members are sick, or when required by a health care provider to isolate or quarantine 
themselves or a member of their household. Employees may use any paid leave available to them (sick, 
vacation, comp time, comp bank, etc.) for absences. If you have exhausted all paid leave, employees will 
be allowed to receive an advance of paid sick leave (up to a maximum of 120 hours-City Administrator 
approval will be needed for amounts in excess of 120 hours). Employees also have the option of utilizing 
Emergency Paid Sick Leave or FMLA (‘standard’ FMLA and Expanded COVID-19 FMLA) (Attachment C). If 
employees chose to take the time off unpaid, they may qualify for unemployment benefits and would 
need to apply with the state.  
 
Accommodations for workers with underlying medical conditions or who have household members with 
underlying health conditions have been implemented. The employee should work with their supervisor 
to discuss potential accommodations, such as working from home, a leave of absence, or alternate work 
schedules. 
 
The City has also implemented a policy for informing workers if they have been exposed to a person 
with COVID-19 at their workplace and requiring them to quarantine for the required amount of time. If 
an employee tests positive for COVID-19, any other affected employees will be notified if there was an 
exposure in the workplace and if they must self-quarantine as well. The employee’s workstation will be 
cleaned and sanitized while using the proper personal protective equipment.  
 



In addition, the privacy of workers’ health status and health information will be protected according to 
all HIPPA regulations. 
 

Handwashing  
Basic infection prevention measures are being implemented at our workplaces at all times. Workers are 
instructed to wash their hands for at least 20 seconds with soap and water frequently throughout the 
day, but especially at the beginning and end of their shift, prior to any mealtimes and after using the 
toilet. All visitors to the facility will be required to wash their hands or use hand-sanitizer (sanitizers of 
greater than 60% alcohol) prior to or immediately upon entering the facility. Hand-sanitizer dispensers 
will be available at workstations, in vehicles, and in some cases issued to employees to carry with them 
on duty. Employees must notify their Supervisor or the Maintenance Department when they need 
additional supplies.  
 

Respiratory etiquette: Cover your cough or sneeze  
Workers and visitors are being instructed to cover their mouth and nose with their sleeve or a tissue 
when coughing or sneezing and to avoid touching their face, in particular their mouth, nose and eyes, 
with their hands. They should dispose of tissues in the trash and wash or sanitize their hands 
immediately afterward. Respiratory etiquette will be demonstrated on posters and supported by making 
tissues and trash receptacles available to all workers and visitors (Attachment D).  
 

Social distancing  
Social distancing is being implemented in the workplace through the following engineering and 
administrative controls: Face Coverings Pursuant to Executive Order 20-81-all employees are required to 
wear a face covering while at work, including when out of doors when it is not possible to maintain 
social distancing, unless specifically exempted by the Order (please contact the Fire Chief if you need 
additional masks). The exemptions contained in the Order are narrow and relevantly include the 
following:  

 Individuals with a medical condition, mental health condition, or disability that makes it 

unreasonable for the individual to maintain a face covering. This includes, but is not limited to, 

individuals who have a medical condition that compromises their ability to breathe, and 

individuals who are unconscious, incapacitated, or otherwise unable to remove a face covering 

without assistance. These individuals should consider using alternatives to face coverings, 

including clear face shields, and staying at home as much as possible. 

 Individuals at their workplace when wearing a face covering would create a job hazard for the 

individual or others, as determined by local, state or federal regulators or workplace safety and 

health standards and guidelines. 

 When testifying, speaking, or performing in an indoor business or public indoor space, in 

situations or settings such as theaters, news conferences, legal proceedings, governmental 

meetings subject to the Open Meeting Law (Minnesota Statutes 2019, Chapter 13D), 

presentations, or lectures, provided that social distancing is always maintained. Face shields 

should be considered as an alternative in these situations.  

 When eating or drinking in an indoor business or indoor public space, provided that at least 6 

feet of physical distance is maintained between persons who are not members of the same 

party. 

 When asked to remove a face covering to verify an identity for lawful purposes. 



 While communicating with an individual who is deaf or hard of hearing or has a disability, 

medical condition, or mental health condition that makes communication with that individual 

while wearing a face covering difficult, provided that social distancing is maintained to the 

extent possible between persons who are not members of the same household.  

 When an individual is alone, including when alone in an office, a room, a cubicle with walls that 

are higher than face level when social distancing is maintained, a vehicle, or the cab of heavy 

equipment or machinery, or an enclosed work area. In such situations, the individual should still 

carry a face covering to be prepared for person-to-person interactions and to be used when no 

longer alone. 

 When a public safety worker is actively engaged in a public safety role, including but not limited 

to law enforcement, firefighters, or emergency medical personnel, in situations where wearing a 

face covering would seriously interfere in the performance of their public safety responsibilities.  

Employees should additionally:  
• NOT use a facemask meant for a healthcare worker.  
• Continue to keep at least 6 feet away from others.  
 
Face coverings can include a paper or disposable face mask, a cloth face mask, a scarf, a bandanna, or a 
religious face covering. Note that cloth masks (home-made/commercial) are not considered personal 
protective equipment for employment purposes by OSHA.  
 
Whenever possible, employees will be working remotely as much as they can. If an employee must 
come in to the office periodically, they will follow a staggered schedule created for their Department 
about when they are allowed to be in the office to reduce the number of employees in the office at one 
time. Meetings will be held virtually whenever possible and in-person meetings will maintain 6 feet of 
distance between participants and cannot exceed 25% of maximum room capacity. For those who 
cannot work remotely, desks and workstations will be moved to accommodate social distancing and all 
break and lunch rooms have been re-arranged to ensure employees remain 6 feet apart (Attachment E). 
Vehicles will be disinfected prior to each use, at the end of each shift, and not shared between 
employees as much as possible.  If vehicles are shared on the same shift, the vehicle must be disinfected 
prior to use by another employee. The Public Works and Wastewater Departments have been split into 
two crews that will be housed at separate locations and have alternate schedules to reduce all cross-
contamination between crews.  
 
If employees have any concerns or suggestions to further promote social distancing or safety at work 
please report them immediately to your Supervisor or Human Resources to see if they can be 
implemented.  
 
Workers and visitors are prohibited from gathering in groups and confined areas, including elevators, 
and from using other workers’ personal protective equipment, phones, computer equipment, desks, 
cubicles, workstations, offices or other personal work tools and equipment.  
 

Housekeeping 
Regular housekeeping practices are being implemented, including routine cleaning and disinfecting of 
work surfaces, equipment, tools and machinery, and areas in the work environment, including 
restrooms, break rooms, lunch rooms and meeting rooms. Frequent cleaning and disinfecting will be 
conducted in high-touch areas, such as  shared phones, keyboards, touch screens, controls, door 



handles, elevator panels, railings, copy machines, etc. (Attachment F). Maintenance staff will be 
conducting the cleaning of common areas every morning and afternoon. Personal office/work space 
equipment should be cleaned by the employee. If the employee wishes to clean common work 
space/equipment, there will be cleaning supplies and PPE available for use. If an employee is diagnosed 
with COVID-19, their workstation will be cleaned and sanitized while using the proper personal 
protective equipment by the Maintenance Staff.  
 

Workplace building and ventilation protocol 
Operation of the building in which the workplace is located, includes necessary sanitation, assessment 
and maintenance of building systems including water, plumbing, electrical and HVAC systems. The 
maximum amount of fresh air is being brought into the workplace, air recirculation is being limited, and 
ventilation systems are being properly used and maintained.  
 

Noncompliance 
If any employee intentionally does not follow the procedures spelled out in this Preparedness Plan, they 
will be subject to discipline.  
 

Communications and training  
This Preparedness Plan was communicated via email to all workers May 7, 2020 and necessary training 
was provided. Additional communication and training will be ongoing from Department Heads and 
Supervisors and provided to all workers who did not receive the initial training. Managers and 
supervisors are to monitor how effective the program has been implemented. Management and 
workers are to work through this new program together and update the training as necessary. This 
Preparedness Plan has been certified by the City of Willmar management and was posted throughout 
the workplace May 7, 2020. It will be updated as necessary.  
Certified by:  
 

             
City Administrator – Brian Gramentz   

 

 

 

 

 



Attachment A - COVID-19 Symptoms 

 



 

Attachment B - Health Screening Questionnaire for Employees and Visitors 
 

The safety of our employees, their families and our citizens is Willmar’s highest priority. The 
Centers for Disease Control and Prevention (CDC) and state/local health authorities have 
acknowledged community spread of COVID-19 and issued attendant precautions.   
 
To reduce the potential risk of exposure to our workforce and city hall visitors, we are conducting 
a simple screening questionnaire. Your participation is important to help us protect you and 
everyone in this building. Thank you for your time and participation. 
 

Date: 

Employee or Visitor’s Name: Phone number: 
(mobile/home) 
 

Visitor’s Company/Organization: 

 

Self- Declaration by Employee or Visitor 
Please check yes or no 

1 Do you currently have symptoms that may be due to COVID-19, but not 
attributable to another health condition, particularly: 

 A fever, or feeling feverish? 

Note: If a person’s body temperature is at or above 100.4 degrees 

Fahrenheit, the individual may not be admitted to City Hall. 

 A new cough? 

 New shortness of breath? 

 A new sore throat?  

 A new headache? 

 New muscle aches that you cannot attribute to being caused by a 

specific activity (such as physical exercise)? 

 Fatigue? 

 Chills? 

 A new loss of taste or smell?  

 No 
 Yes 

Reference Sources:  
CDC: COVID-19 Symptoms  
DEED FAQs on safely returning to work 
MDH facility health screen  
 

 
If the answer is “yes” to the above, access to the facility will be denied. 

The city will make alternate arrangements to provide services to individuals 
denied access pursuant to this questionnaire. 

https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://mn.gov/deed/newscenter/covid/safework/business/faqs/
https://www.health.state.mn.us/diseases/coronavirus/facilityhlthscreen.pdf


The employee should work with their supervisor to discuss potential accommodations, 

such as working from home. An employee sent home with a fever can return to work 

when: 

 Individual has had no fever for at least 24 hours without taking medication to 
reduce fever during that time; AND 

 Any symptoms (cough and shortness of breath) have improved; AND 
 At least 10 days have passed since symptoms began. 

Reference resource: CDC: If you are sick  

An employee may return to work earlier if a doctor confirms the cause of the employee's 
fever or other symptoms is not COVID-19 and provides a written release for the 

employee to return to work. 

================================================================== 

I agree to abide by City of Willmar rules and procedures regarding social distancing, 
handwashing, and face covering as well as any additionally required PPE during the 
time I am in this workplace.  
 
Signature (visitor/employee): _______________________________ Date: __________ 
 
Pursuant to the Minnesota’s Government Data Practices Act as well as the Americans with Disabilities Act, the content of this  form 

is non-public data and only to be shared with those working for the city where their position reasonably requires access. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.cdc.gov/coronavirus/2019-ncov/if-you-are-sick/steps-when-sick.html


Attachment C – EPSL and Expanded FMLA 
 

 



Attachment D  
 

 



 

Attachment E  
 

 
 
 
 
 
 
 

 



Attachment F  

 



 
 
 
 



 


