
July 13, 2020

To: All Employees 

Subject: Health & Safety Guidelines 

Running Springs Water District is committed to maintaining a safe and healthy workplace. The District
has continued to evaluate the evolving COVID-19 pandemic and consider the facts, data, and 
recommendations of health officials over the past three months Department managers and
supervisors will be communicating the details related to health and safety guidelines that follow the 
District Infectious Disease Response Plan and guidance from state officials. 

SANITATION AND HYGIENE 
All staff are expected to keep facilities clean and sanitized in accordance with housekeeping guidelines in 
the District Employee Handbook. An extra emphasis should be placed on enhanced cleaning and sanitizing 
of commonly used areas and commonly touched surfaces such as door handles, light 
switches, counter-tops, etc. Tissues and no-touch disposal receptacles are available for use by all
employees 

Sanitizing wipes or disinfectant cleaner will be available to all departments and will be placed in 
common areas including restrooms, break rooms, copy areas, etc. Employees will be required to 
wipe down all surfaces they come in contact with. Signs will be posted in these areas to remind staff to 
sanitize before they leave the area and staff are encouraged to frequently wipe down workstation 
surface areas and items touched throughout the day. 

Practicing good hygiene is one of the best ways to stop the spread of illnesses in the workplace. Soap 
and water are provided at all sinks and ample time will be provided for employees to wash their hands 
(CDC recommends washing for at least 20 seconds). Hand sanitizer will be available in all departments. 

Frequent hand-washing is recommended and is always expected after blowing your nose or touching
your face. Signs will be posted to remind and encourage good hygiene procedures. It is in your own 
control to avoid infection and prevent spreading it to others. 

SOCIAL DISTANCING 
Social distancing should be practiced by employees at all times. This requires at least six feet (about 2 arms’ 
lengths) from other people. Do not gather in groups, stay out of crowded places, and avoid mass gatherings. 
Adhere to the following practices:  

• Single person driving in a vehicle when possible.

• Restrict use of any shared items or spaces.

• Maintain a seating distance of at least six feet.

• Stagger break times to minimize extended exposure and allow for at least six feet of distance.

• Use video conference, email, or phone when possible.

EMPLOYEE SELF SCREENING – TEMPERATURE 
All employees will self-screen their temperature out of an abundance of caution to reduce the spread of 
COVID-19. Each employee will screen themselves prior to coming to work and/or at their facility location. 

FACE COVERINGS 
The California Public Health Officials released guidance requiring Californians to Wear Face Covering 
in most settings outside the home. Please see the following attached documents.  



• CDPH – Face Coverings for Californians Attachment

• San Bernardino County Fire Protection District – Flash Report #107 – 2020 Covid
Attachment

Californians must wear face coverings when they are in the situations listed below: 

• Inside of, or in line to enter, any indoor public space;

• Obtaining services from the healthcare sector in settings including, but not limited to, a hospital, pharmacy,
medical clinic, laboratory, physician or dental office, veterinary clinic, or blood bank;

• Waiting for or riding on public transportation or paratransit or while in a taxi, private car service, or ride-
sharing vehicle;

• Engaged in work, whether at the workplace or performing work off-site, when:
o Interacting in-person with any member of the public;
o Working in any space visited by members of the public, regardless of whether anyone from the

public is present at the time;
o Working in any space where food is prepared or packaged for sale or distribution to others;

o Working in or walking through common areas, such as hallways, stairways, elevators, and parking
facilities.

o In any room or enclosed area where other people (except for members of the person’s own
household or residence) are present when unable to physically distance.

• Driving or operating any public transportation or paratransit vehicle, taxi, or private car service or ride-
sharing vehicle when passengers are present. When no passengers are present, face coverings are strongly
recommended.
While outdoors in public spaces when maintaining a physical distance of six feet from persons who are not
members of the same household or residence is not feasible.

Any District staff member that has direct interaction with the public is required to wear a face covering if 
there is no barrier for protection.  

Staff that are performing work that does not allow for the observance of at least six feet of distance, are 
required to wear a face covering. Consult with your supervisor on how to maximize social distancing. 

The District has face coverings of all different types on hand available for staff. Please contact your 
supervisor if you would like to see your options and select the face covering that is best for you. 
Additionally, there are gloves throughout the District. 

OUTSIDE VISITORS 

• Customers – Customer Service Lobby will maintain limited access to allow for social distancing.

• Vendors/Contractors/Business Visitors – Visitors invited by staff members must follow all District
protocols while onsite, including social distancing.

• Friends/Family Members – Meet outside in open sitting area.

The District will be following guidelines: 



ILLNESS REPORTING GUIDELINES 
To avoid the spread of infectious disease, the District expects staff to do the following: 

• Stay home or go home immediately should the symptoms of infectious disease symptoms occur.

• If an employee does not exhibit infectious disease symptoms at the beginning of their work shift but begins
to exhibit symptoms at work, they should notify their supervisor who will direct them to go home. The
employee may utilize their sick leave while absent from work unless they use vacation time, holiday, or
comp time.

• The employee will be advised to consult with their healthcare provider and self-isolate.

• Employees who have symptoms of acute illness (i.e., fever and cough, and possibly trouble breathing) need

to notify their supervisor and stay home and not come back to work until they are free of fever (100.4°F) or

greater (using a thermometer), signs of fever, or other respiratory illness symptoms for at least 72 hours or

longer (as directed), without the use of fever-reducing or other symptom-altering medicines.

• If you have a family member that becomes ill with acute illness symptoms, notify your supervisor, who may

request that you stay home for an appropriate period of time prior to returning to the workplace. Keep your

supervisor apprised of your family member’s recovery.

• If you come down with a cough, fever, shortness of breath or other acute illness symptoms while at work,

separate yourself from your co-workers, notify your supervisor, and immediately go home.

• If an employee or employee’s family member is confirmed to have an infectious disease, the District will

inform fellow employees of the possible exposure in the workplace while ensuring the confidentiality of the

affected employee.

RETURN TO WORK GUIDELINES FOLLOWING COVID-19 ILLNESS OR EXPOSURE 
In order to return to work, the following guidelines issued by the CDC will be followed: 

• Employees diagnosed with COVID – 19 or undiagnosed with known symptoms and are self-isolating, can stop
isolation and return to work under the following conditions:

o At least 3 days (72 hours) have passed with no fever without the use of fever reducing medications
and improvement in respiratory symptoms, AND,

o At least 10 days have passed since symptoms first appeared.
▪ If testing to determine they are no longer contagious, the two conditions above apply along

with two negative tests in a row, 24 hours apart.

• Employees who had close exposure may return to work after 14 days of self-isolation with no symptoms
present.

In all cases, the official determination of the employee’s healthcare provider will be considered. Circumstances 
outside the scope of these guidelines will be handled on a case by case basis. Please consult with Human Resources 
for further guidance. 



RETURN TO WORK CONCERNS 

For staff with high-risk health concerns or those with other return to work concerns, please contact your 

supervisor or Human Resources to discuss. 

If you have concerns regarding your workspace not meeting social distancing guidelines, please contact 
your supervisor to discuss adjustments or alternative options. The District is committed to doing the best we 
can to keep everyone safe and healthy. 

TRAVEL AND VACATIONS 

Business travel continues to be on hold until further notice unless approved by the General Manager. 

Check the CDC’s “Travel Health Notices” [https://wwwnc.cdc.gov/travel] for the latest guidance and 
recommendations before you travel. Avoid travel to level 3 and 4 countries or areas of the United States 
with widespread ongoing transmission until the CDC has indicated that it is safe to do so. 

Do not travel by airplane, bus, cruise ship, or other means with large numbers of people if you are 
experiencing symptoms of acute illness. 

REFERENCES: 

• RSWD Personnel Manual
• RSWD Infectious Disease Resource Plan
• http://wp.sbcounty.gov/dph/

• https://www.cdc.gov/quarantine/travel-restrictions.html
• https://files.covid19.ca.gov/pdf/checklist-energy.pdf

https://www.runningspringswaterdistrict.com/assets/pdfs/RSWD%20Personnel%20Manual%20Update%20%2805-15-19%29%20FINAL.pdf
https://www.runningspringswaterdistrict.com/assets/pdfs/2020%2007%2014%20RSWD%20Infectious%20Disease%20Response%20Plan%20FINAL.pdf
https://files.covid19.ca.gov/pdf/checklist-energy.pdf
https://www.cdc.gov/quarantine/travel-restrictions.html



