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City of Mill Creek COVID-19 Health and Safety Policy1 

About This Policy 

The City of Mill Creek takes its employees and the public’s safety as its highest priority.  We know you 
are all responsible employees and are concerned about protecting the safety of yourself and others, so 
we are distributing this policy as a reminder of our safety practices, and to answer any questions that you 
or the public may have about our policies.   

The City of Mill Creek is committed to providing a safe and healthy work environment for its employees. 
This policy was created to communicate measures to minimize exposure in the workplace during the 
COVID-19 virus pandemic. This policy applies to all employees and this version takes effect on January 
19, 2022.   

This policy is subject to change based on operational needs and updates to federal, state, and local law 
and guidelines.  We will amend this policy as needed.  In the event of any conflict between this policy 
and the law, the law will apply.   

If you have any questions or feedback about this policy, please contact your department head or Shannon 
Chapman at Asure Consulting by calling (425) 576-1900 ext. 3 or email at 
Shannon.Chapman@asuresoftware.com.    

About the COVID-19 Virus 

People with COVID-19 have had a wide range of symptoms reported – ranging from mild symptoms to 
severe illness. Symptoms may appear 2-14 days after exposure to the virus. People with these 
symptoms* may have COVID-19: 

• Fever or chills 

• Cough 

• Shortness of breath or difficulty breathing 

• Fatigue 

• Muscle or body aches 

• Headache 

• New loss of taste or smell 

• Sore throat 

• Congestion or runny nose 

• Nausea or vomiting 

• Diarrhea 
 
*This list does not include all possible symptoms. 

Some people are more likely than others to become severely ill, including older adults, pregnant people, 
and people with certain underlying medical conditions. 

                                                
1 This policy serves as the City of Mill Creek’s COVID-19 exposure control, mitigation, and recovery plan, which is required by 
the state of Washington for some businesses with employees in the workplace during Phase 2, as well as its COVID-19 
Reopening Safety Plan, which is required of all employers with employees in the workplace during Phase 3 of Washington’s 
reopening plan. This policy is available on our intranet and posted in the City break rooms.  

mailto:Shannon.Chapman@asuresoftware.com
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When to Seek Emergency Medical Attention 

Look for emergency warning signs* for COVID-19. If someone is showing any of these signs, seek 
emergency medical care immediately: 

• Trouble breathing 

• Persistent pain or pressure in the chest 

• New confusion 

• Inability to wake or stay awake 

• Pale, gray, or blue-colored skin, lips, or nail beds, depending on skin tone 
 

*This list does not include all possible symptoms. Please call your medical provider for any other 
symptoms that are severe or concerning to you. 

Call 911 or call ahead to your local emergency facility. Notify the operator that you are seeking care for 
someone who has or may have COVID-19. 

How COVID-19 Spreads 

COVID-19 spreads very easily from person to person. To minimize the spread, the City has taken 
proactive steps to enhance its safety and sanitation protocols.  Those steps include upgrading its HVAC 
system, installing plexiglass aerosol barriers, providing equipment for point-of-entry body temperature 
monitoring, installing hands-free sanitizer stations at building entry locations, and providing face masks 
and face shields.  

COVID-19 is thought to spread mainly through close contact from person to person, including between 
people who are physically near each other (within about 6 feet). People who are infected but do not show 
symptoms can also spread the virus to others. Cases of reinfection with COVID-19 have been reported 
but are rare.  

• People who are physically near (within 6 feet) a person with COVID-19 or have direct contact with 
that person are at the greatest risk of infection. 

• When people with COVID-19 cough, sneeze, sing, talk, or breathe they produce respiratory 
droplets. These droplets can range in size from larger droplets (some of which are visible) to 
smaller droplets. Small droplets can also form particles when they dry very quickly in the 
airstream. 

• Infections occur mainly through exposure to respiratory droplets when a person is in close contact 
with someone who has COVID-19. 

• Respiratory droplets cause infection when they are inhaled or deposited on mucous membranes, 
such as those that line the inside of the nose and mouth. 

• As the respiratory droplets travel further from the person with COVID-19, the concentration of 
these droplets decreases. Larger droplets fall out of the air due to gravity. Smaller droplets and 
particles spread apart in the air. 

• With passing time, the amount of infectious virus in respiratory droplets also decreases. 
 

COVID-19 can sometimes be spread by airborne transmission: 

• Some infections can be spread by exposure to virus in small droplets and particles that can linger 
in the air for minutes to hours. These viruses may be able to infect people who are further than 6 
feet away from the infected person or after that person has left the space. 

• This kind of spread is referred to as airborne transmission and is an important way that infections 
like tuberculosis, measles, and chicken pox are spread. 
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• There is evidence that under certain conditions, people with COVID-19 seem to have infected 
others who were more than 6 feet away. These transmissions occurred within enclosed spaces 
that had inadequate ventilation. Sometimes the infected person was breathing heavily, for 
example, while singing or exercising. 

o Under these circumstances, scientists believe that the amount of infectious smaller 
droplets and particles produced by the people with COVID-19 became concentrated 
enough to spread the virus to other people. The people who were infected were in the 
same space during the same time or shortly after the person with COVID-19 had left. 

• Available data indicate that it is much more common for the virus that causes COVID-19 to spread 
through close contact with a person who has COVID-19 than through airborne transmission.  

 

It is possible that a person can get COVID-19 by touching a surface or object that has the virus on it and 
then touching their own mouth, nose, or eyes, but this is not thought to be a common way the virus 
spreads. 

Protect Yourself and Others 

The best way to prevent illness is to avoid being exposed to this virus. You can take steps to slow the 
spread. 

• Wear a mask that covers your nose and mouth to help protect yourself and others. 

• Stay 6 feet apart from others who don’t live with you. 

• Get a COVID-19 vaccine and boosters when they are available to you. 

• Avoid crowds and poorly ventilated indoor spaces. 

• Wash your hands often with soap and water. Use hand sanitizer if soap and water aren’t 
available. 

• Stay home and isolate from others when sick. 

• Routinely clean and disinfect frequently touched surfaces and take other steps to stop the 
spread at home. 

 
How the City of Mill Creek Is Addressing the COVID-19 Virus  

As COVID-19 continues to spread, we would like to explain how we continue to make it safer for our 
employees to return to work by preventing the spread of COVID-19. These steps, taken together as a 
team, allow us to work safely while continuing to serve the public. 

Social Distancing 

City of Mill Creek employees, visitors, and the public are required to maintain a six-foot physical distance 
from one another in all interactions at all times. To ensure that social distancing is possible, the City of 
Mill Creek takes safety measures specific to each department’s individual needs. 

At the discretion of the department head, social distancing requirements may be modified when the job 
requires it and as permitted by law in accordance with best practices and established policies.  For 
instance, the police department may have different requirements for the purposes of law enforcement 
duties.  The public works department also follows best practices to ensure safety when performing 
maintenance duties. 

In order to limit close interactions with the public, the City of Mill Creek utilizes social distancing and mask 
use measures.    
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City signage reminds employees, visitors and customers about required safety practices (such as social 
distancing, frequent handwashing, wearing face coverings, required PPE, respiratory etiquette and 
illness reporting). 

The City of Mill Creek complies with all state and local guidelines that may limit capacity.  

Barriers, Face Coverings, and Protective Equipment 

All staff and all members of the public entering the building are required to wear masks regardless of 
vaccination status.  If social distancing is not possible for a particular job task, we will continue to install 
physical barriers to guard against sneezing and coughing.   

City of Mill Creek signage requires staff and the public to wear face masks which completely cover the 
nose and the mouth. For those who do not have face masks, they will be readily provided for any 
stakeholder entering our buildings. Signage is prominently displayed at building entrances and is 
immediately noticeable to all staff and visitors entering the building. 

If a member of the public refuses to wear a face covering, please inform your manager immediately. In 
handling any issues, managers should follow the guidance and best practices for businesses issued by 
the Office of the Governor. 

As needed, the City of Mill Creek provides personal protective equipment to all employees in accordance 
with L&I requirements on facial coverings and industry-specific COVID-19 standards. Cloth face 
coverings must be worn by every employee not working alone on the job site unless their exposure 
dictates a higher level of protection under L&I safety and health rules and guidance or they fall under 
narrow exceptions. If you believe you fall under an exception to the cloth face covering requirement, 
please contact Shannon Chapman at Asure Consulting by calling (425) 576-1900 ext. 3 or email at 
Shannon.Chapman@asuresoftware.com. Employees should not touch their mouth, nose, eyes, and 
nearby surfaces when putting on, using, and removing PPE and face coverings. 

Employees are encouraged to wear their own cloth face coverings, but will be provided a disposable face 
covering if needed.  Self-made coverings should comply with professional workplace standards and 
follow the CDC’s guidelines. 

The City of Mill Creek is committed to maintaining a respectful, productive, inclusive and equitable 
workplace.  Discrimination and other conduct that is inconsistent with our values will not be tolerated.  If 
an employee believes they may be experiencing discrimination or harassment around the use of face 
coverings, you are encouraged to report your concerns under the City’s Personnel Administration Manual 
Policy 1.3. 

Cleanliness and Sanitation 

The City of Mill Creek is continuing to take steps to provide adequate sanitation and personal hygiene for 
employees and the public to reduce the risk of exposure to COVID-19.  

Employees will be required to wash their hands frequently and effectively. We will require employees to 
wash when: 

• They arrive at work; 

• Leave their workstations for breaks; 

• Use the bathroom; 

• Before and after they eat or drink;  

• After touching any surfaces suspected of being contaminated; 

https://www.governor.wa.gov/sites/default/files/COVID19%20Facial%20Coverings%20Guidance.pdf
mailto:Shannon.Chapman@asuresoftware.com
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/about-face-coverings.html
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• After removing any PPE; and, 

• When hands are visibly soiled. 

To effectively wash your hands, you must wash with soap and water for at least twenty seconds.  

Access to hand washing facilities with running water, soap, disposable towels, and no-touch trash 
receptacles are provided so employees, visitors and the public can wash their hands frequently.  

Hand sanitizer stations, located at building entries, provide alcohol-based hand rubs containing at least 
60% alcohol.  

Employees must follow proper respiratory etiquette, including covering coughs and sneezes and not 
touching eyes, noses, or mouths with unwashed hands or gloves.  

The City of Mill Creek ensures cleaning and disinfection of regular business areas, particularly of high-
touch surfaces, with a housekeeping schedule that addresses regular, frequent, and periodic cleaning. 
This includes ensuring floors, counters, and other surfaces are regularly cleaned with water and soap, or 
other cleaning liquids to prevent build-up of dirt and residues that can harbor contamination. We ensure 
high-touch surfaces are properly disinfected on a frequent or periodic basis using a bleach solution or 
other EPA-approved disinfectant.  Work vehicles are also regularly cleaned and disinfected.  

We provide appropriate and adequate cleaning supplies for scheduled and, when necessary, spot 
cleaning and cleaning after a suspected or confirmed COVID-19 case. This includes setting up a schedule 
for frequent restocking of supplies and emptying the trash.  

Vaccination and Testing Resources 

Vaccination 

The City of Mill Creek strongly encourages all employees to get fully vaccinated against COVID-19, and 
if you are eligible, to obtain a booster shot. Likewise, the City strongly encourages all City vendors and 
contractors who may come into contact with City employees or residents to get fully vaccinated against 
COVID-19.  For more information on COVID-19 vaccines, including types of vaccines, potential side 
effects, and vaccine safety, please refer to the CDC’s website for more information.  

Below are resources to help you find a COVID-19 vaccine location near you: 

• CDC VaccineFinder – vaccine locations throughout the United States 

• Vaccinate WA – vaccine locations in Washington state 
 
Testing 

Snohomish County Health District is currently providing COVID-19 testing at drive-through sites.  Please 
visit their website to make an appointment and for more information.  When you sign up for an 
appointment, you will be asked to provide your insurance information.  If you must pay out of pocket for 
diagnostic testing, the City may reimburse you for such costs.  Please see your supervisor to complete 
an expense report. 

COVID-19 Cases in the Workplace  

Prompt identification and isolation of potentially infectious individuals is a critical step in protecting 
employees, customers, visitors, and others at the worksite. The City of Mill Creek encourages employees 
to self-monitor for signs and symptoms of COVID-19 if they suspect possible exposure.  If you experience 
symptoms consistent with COVID-19, you should report this to the City before reporting to work, and 

https://www.cdc.gov/coronavirus/2019-ncov/vaccines/index.html
https://www.vaccines.gov/search/
https://vaccinelocator.doh.wa.gov/
https://www.snohd.org/532/Coronavirus-Information
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immediately isolate, as explained below.  You are encouraged to seek further evaluation by your 
healthcare provider. 

You are also encouraged to refer to the Washington Department of Health website or the Snohomish 
County Health District website for further information. 

Reporting Obligations: 

If any of the following are true, you must notify Shannon Chapman at Asure Consulting by calling (425) 
576-1900 ext. 3 or email at Shannon.Chapman@asuresoftware.com immediately and before reporting 
to work at City Hall. Please do not come to work at City Hall before you  notify Asure.  You should 
notify Asure if: 

1. You have symptoms consistent with COVID-19 as described in this policy; OR 
2. You have tested positive for COVID-19, regardless of your symptoms; OR 
3. You have had close contact with someone who is a confirmed or probable COVID-

19 case. 
 

“Close contact” generally means:  

• Sharing a domicile with a confirmed or probable case of COVID-19 during their contagious period;   

• Spending 15 minutes or more cumulatively within 6 feet (2 meters) of a confirmed or probable 
case during their contagious period; or 

• Working, residing or frequenting a facility, enterprise, or venue where the Health District has 
reason to believe that an outbreak is occurring. 
 

Quarantine and Isolation Obligations: 

The following section is based on the most recent guidance from the Washington Department of Health, 
but this guidance is subject to change.  The City Manager has discretion to implement this policy 
consistent with best practices, available guidance, and applicable law. 

“Isolation” refers to behavior after a confirmed COVID-19 infection.  Isolation means that you stay home 
and away from others for the recommended period of time to avoid spreading illness. “Quarantine” refers 
to the time following exposure to the virus or close contact with someone known to have COVID-19.  
Quarantine describes when someone who has been exposed to COVID-19 stays home and away from 
others for the recommended period of time in case they were infected and are contagious.  Quarantine 
becomes isolation if the person later tests positive for COVID-19 or develops symptoms. 

Isolation.  If you have symptoms consistent with COVID-19, or you have tested positive for COVID-19 
(regardless of your symptoms), you must comply with the following isolation obligations: 

• If you have symptoms consistent with COVID-19, you should immediately isolate until a negative 
test confirms symptoms are not related to COVID-19.   
 

• If you have a positive COVID-19 test, you should remain in isolation.  When you can end isolation 
depends on whether you have had symptoms. 

 

• If you have symptoms, you can end home isolation when: 

• It’s been at least 24 hours with no fever without using fever-reducing medication; AND; 

• Your symptoms have improved; AND 

• At least 10 days have passed since symptoms first appeared. 

https://www.doh.wa.gov/Emergencies/Coronavirus
https://www.snohd.org/532/Coronavirus-Information
https://www.snohd.org/532/Coronavirus-Information
mailto:Shannon.Chapman@asuresoftware.com
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• If you have a positive COVID-19 test, but you are asymptomatic, you can end home isolation 
when: 

• At least 10 days have passed since the date of your first positive COVID-19 test, AND 

• You have not developed symptoms. 
 

• During the isolation period after a positive COVID-19 test, you may be able to eligible to work 
remotely if it is feasible.  Whether you may feasibly work remotely is determined by your 
department head, in consultation with Human Resources, according to the City’s operational 
needs.   
 

Quarantine.  If you had close contact with someone who is a confirmed or probable COVID-19 case, you 
must comply with the following quarantine obligations: 

• Current quarantine recommendations are to stay in quarantine for 14 days after your last contact. 
This is the safest option. Monitor your symptoms during this time, and if you have any COVID-19 
symptoms during the 14 days, get tested. 
 

• If this is not possible, stay in quarantine for 10 days after your last contact, without additional 
testing. If you have any COVID-19 symptoms during the 10 days, stay in quarantine the full 14 
days and get tested. Keep watching for symptoms until day 14. 
 

• It may be possible to end quarantine after 7 full days beginning after your last contact if you have 
been without symptoms and after receiving a negative test result (get tested no sooner than 48 
hours before ending quarantine). This will depend on availability of testing resources. Keep 
watching for symptoms until day 14. 
 

• You are not required to quarantine if you are fully vaccinated AND have not had symptoms since 
current COVID-19 exposure. 

• “Fully vaccinated” means (1) you have had 2 doses of Pfizer or Moderna vaccines, or a 
single dose of Johnson & Johnson’s Janssen vaccine, and (2) at least 2 weeks have 
passed since your last dose.  

• Proof of your vaccination status must be provided to Shannon Chapman at Asure 
Consulting before you return to the worksite within the quarantine period.  

• If symptoms occur, you must immediately quarantine until a negative test confirms 
symptoms are not attributable to COVID-19.   

• If you are fully vaccinated and do not have symptoms, you should be tested 5-7 days 
following a known exposure to someone who has COVID-19.  In addition, you should 
monitor for symptoms for 14 days after the last contact.  

• If you test positive or develop systems consistent with COVID-19, you should isolate and 
follow appropriate guidance above relating to isolation and testing.   

• When returning to work, you must wear a mask when around others at all times. 
 

• During the quarantine period, you may be able to eligible to work remotely if it is feasible.  Whether 
you may feasibly work remotely is determined by your department head, in consultation with 
Human Resources, according to the City’s operational needs.   
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Time Off Related to COVID-19 

You may be entitled to paid time off while you are away from work.  Please contact your department head 
or Shannon Chapman at Asure Consulting by calling (425) 576-1900 ext. 3 or email at 
Shannon.Chapman@asuresoftware.com to discuss options for your time off from work. 

We will not require a healthcare provider’s note for employees who are sick with acute respiratory illness 
to validate their illness or return to work.  Requiring such a note may cause significant delays.  On the 
other hand, the City has the right to request testing results when needed. 

Screening for COVID-19 

To identify and isolate workers who exhibit signs or symptoms of COVID-19 illness, we screen employees 
as follows: 

1. We require sick workers to stay home or immediately go home if they feel or appear sick.  

2. If there is a suspected or confirmed case of COVID-19 in our workplace, we will: 

a. Cordon off any areas where the employee with probable or confirmed COVID-19 illness 
worked, touched surfaces, etc. until the area and equipment are deep cleaned and 
sanitized in compliance with the cleaning guidelines set by the CDC to deep clean and 
sanitize; 

b. Immediately send home employees who test positive and/or employees with symptoms of 
COVID-19 who were close contacts of the positive employee(s); 

c. Require the employee to isolate or quarantine as described above; and 

d. Interview the employee to determine whether other employees or the public has been 
exposed to COVID-19 for the purposes of meeting the City’s notification requirements. 

The City reserves the right to require isolation or quarantine even if not required by this policy or health 
authorities for the purposes of protecting the health and safety of all those involved. 

Notification Obligations 

Potential Exposure Notification 

During the public health emergency, the City has an obligation to notify other employees of potential 
exposure to COVID-19.  This notification will not name the individual or employees by name.  This 
requirement is triggered each time that the City receives a notice from an individual or their emergency 
contact that the individual has tested positive for COVID-19, has been diagnosed by a health care 
provider as having COVID-19, has been ordered to go into isolation, or has died due to COVID-19.  

The City must provide written notice to all employees who were on the premises at the same worksite on 
the same day as the individual who may have been infectious or contagious.  The City will also provide 
written notice to union representatives and any staffing agency of an employee receiving notice. 

Outbreak Notification 

During the public health emergency, the City has an obligation to notify the Washington Department of 
Labor and Industries (L&I) when an “outbreak” occurs.  An outbreak is a cluster of infections in a specific 
timeframe.  Notification is required of COVID-19 outbreaks of ten (10) or more test-confirmed employee 
infections with test collection dates that occur during:  (1) a period of time that starts when any 2 (or more) 
cases have occurred within 14 consecutive calendar days of each other and ends when 28 consecutive 
calendar days have passed without a new infection; OR (2) any period of time the Washington State 

mailto:Shannon.Chapman@asuresoftware.com
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Department of Health or a local health jurisdiction communicates to the City that there is a COVID-19 
outbreak at its workplace or worksite. 

Outbreaks must be reported to L&I within 24 hours once the City learns that 10 or more cases have 
occurred.  Reports to L&I will not include any employee names or personal identifying information. 

Accommodating “High-Risk” Employees  

If you are considered at high-risk for health complications arising from the COVID-19 virus, you may be 
eligible for certain reasonable accommodations under applicable laws, including the Health Emergency 
Labor Standards Act (HELSA).  HELSA applies only during a declared public health emergency involving 
an infectious or contagious disease.  Currently, Governor Inslee has declared a public health emergency 
exists in response to COVID-19. 

You are considered a high-risk employee if (1) you are considered high-risk under federal CDC guidelines 
because you are at an age or have an underlying health condition that puts you at high risk of contracting 
a severe illness from COVID-19; and (2) you have a written verification from your health care provider 
stating you are high risk and need an accommodation.  Reasonable accommodations may include 
removal from the workforce or workplace, leave with or without pay, filing for unemployment insurance, 
or another reasonable accommodation. 

If you are a high-risk employee and would like to request an accommodation, please contact Shannon 
Chapman at Asure Consulting by calling (425) 576-1900 ext. 3 or email at 
Shannon.Chapman@asuresoftware.com.   

Business Travel  

The City of Mill Creek maintains flexible meeting and travel options (e.g., postponing non-essential 
meetings or events), in accordance with state and local law and the CDC travel advisory guidance.  These 
regulations and guidance should be consulted for up-to-date safety and security alerts for each country. 

Travelers Who are Vaccinated 

Fully vaccinated travelers are less likely to get and spread COVID-19. 

People who are fully vaccinated with an FDA-authorized vaccine can travel safely within the United 
States: 

• Fully vaccinated travelers do not need to get tested before or after travel unless their destination 
requires it; 

• Fully vaccinated travelers do not need to self-quarantine; 

• Fully vaccinated travelers should still follow CDC’s recommendations for traveling safely 
including: 

• Wear a mask over your nose and mouth; 

• Stay 6 feet from others and avoid crowds; and 

• Wash your hands often or use hand sanitizer. 
 
Workplace Discrimination  

It is against the law for any employer to take any adverse action such as firing, demotion, or otherwise 
retaliating against an employee they suspect of raising safety and health concerns to their employer, 
participating in union activities concerning safety and health matters, filing a safety and health complaint, 
or participating in a Washington Division of Occupational Safety and Health (DOSH) investigation. If you 

mailto:Shannon.Chapman@asuresoftware.com
https://www.cdc.gov/coronavirus/2019-ncov/travelers/
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feel that you are experiencing workplace discrimination or retaliation, you are encouraged to report your 
concerns under the City’s Personnel Administration Manual Policy 1.3. 

Monitoring and Updates 

During this time, we will continue to closely monitor government and public health developments to 
determine other steps the City of Mill Creek can take during this pandemic to keep its employees and the 
public safe and healthy. This policy is subject to change as needed; if this policy conflicts with the law, 
the law will apply.  The City reserves the right to interpret, modify and apply its policy in its discretion a 
way that furthers the City’s goal to provide a healthy and safe workplace for its employees and those 
visiting City Hall. 

 


